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	Student Academic Advisor &  Recruitment

	Objective
	Academic and social orientation to students according to the university rules & policies 




	
Personal Information 
	Date of Birth
29 Jul 1963

Country of Birth
Sudan

Nationality
Sudan

Gender
Female

Marital Status
Married




	Education 
	07 Oct 1987

Cairo university branch of Khartoum
Khartoum, Sudan

B.Sc. in Accounting management, -
General & business management. Financial accounting. Statistics & economics human resources management marketing management. Information. Technology. 



	
Experience 
	

Date
15 Aug 1992-14 Aug 2012

Company
UAE university

Title
Student academic advisor

Location
ALAIN, United Arab Emirates

Academic Advisor Duties and Responsibilities:
· Assists in recruitment of potential students by advising them of general academic requirements of a specific college; describes courses; disseminates information regarding registration procedures; prepares recruitment packets.
· Assists students with admission and registration/provides guidance in course selection in keeping with the student's interests, values and abilities.
· Advises students on academic, career and personal issues; identifies the educational and career options appropriate for each student and assists with the analysis of each option, including possible outcomes and their implications; if needed, refers student  to counseling services; sets up an action plan for the student to explore alternative careers and related majors.

· Identifies options for student to satisfy degree requirements; evaluates and makes recommendations on petitions and amendments to student's program of study; assists students in completion.

· Monitors academic progress of students; analyzes progress reports from instructors; determines eligibility and satisfactory progress toward degree; identifies current and potential needs or problem areas (e.g., study skills, tutoring) and refers students to appropriate campus resources for assistance; communicates findings to coaches and administrators.

· Maintains student files and records; documents all pertinent student information; updates computerized information system regarding changes to student status.

· Interprets and explains college and university policies and procedures; participates in preparation of orientations and presents academic information to new students and parents during orientation.

· Checks various forms for accuracy such as grade checks, overload petitions, curriculum changes; assists students in their completion.

· Identifies options for student to satisfy specific degree requirements; evaluates and makes recommendations on petitions and adjustments to student's program of study.

· Evaluates transfer transcripts from other academic institutions for equivalencies and application to degree program.

· Gathers and/or calculates necessary information such as GPA's or enrollment statistics; prepares various reports as requested.

             Other duties as assigned by immediate supervisor  


	
	


	Skills 
	Communication Skills 
good in writing and took in English
Organization Skills 
organization, decision making, and time management
Interpersonal Skills 
ability to work well with others, in both supervisory or support staff roles
Computer Skills 
Strong computer skills in Microsoft office applications, and some statistical packages.
_________________________________________________________


	Memberships

	Member of the Class Schedule & Examinations Committee.

Member of the New Students Recruitment group

Coordinator of   Students Internship.

Coordinator of the International exchange Program.

Coordinator of the Faculty Curriculum Catalog  



