



Director, CECS Student Records & Advising
Basic Function

Manage the College of Engineering and Computer Science’s Student Records and Advising Office, which is responsible for the College’s recruitment, admissions, orientation, enrollment management, advising, registration, student records, probationary review, graduation certification, and outreach efforts; chair the College’s Academic Standing Committee; negotiate transfer agreements; coordinate retention efforts; prepare enrollment and statistical reports; represent the College as liaison with other University offices and assist the Dean and Associate Dean as needed.
Specific Duties
1. Manage and direct the work of the College’s Student Records and Advising Office
2. Hire, train, schedule, supervise, provide for the professional development of, and evaluate the office's professional and clerical staff
3. Plan, develop, and coordinate the College’s recruitment programs of new FTIAC and transfer students, including CECS’ participation in the Campus’ Open House, Career Night, and Parent Night; attend the receptions for incoming scholarship winners and for student leadership awardees; update the transfer curriculum guides for the area community colleges every year; assist in planning for and provide information at the campus’ annual Community College Conference.  Meet with prospective students and their parents
4. Write, edit, and develop recruitment documents and program descriptions for use with prospective and current students
5. Coordinate the College’s academic orientation programs for new freshmen and transfer students
6. Transfer admissions: Direct the processing of admission applications and the evaluation of transfer credits for transfer students; admit or reject borderline transfer applicants.  Coordinate the evaluation of community college courses in engineering and computer science for transferability to CECS.
7. Improve, streamline, and standardize CECS academic/student services procedures and develop new procedures, as needed.  Write up and update the Office Procedures Manual.
8. Oversee and provide academic advising for prospective, new, and continuing undergraduate students, both for students in good standing and on academic probation; inform students about academic policies and procedures; make referrals as needed
9. Decide on student petitions, refer petitions to departments or Associate Dean, as appropriate; direct the review of students' academic records for progress towards degree and the advising and degree certification of students eligible for graduation
10. Inform students, faculty, and staff about academic policies and procedures
11. Oversee the maintenance of student records for active, inactive, and students required to withdraw.  Maintain CECS’ official information on course approvals and course changes, for both undergraduate and graduate courses; communicate these to the Provost’s and Registrar’s Office.
12. Oversee the registration of undergraduate CECS students each semester; direct the mailing out of advising information each semester to all active undergraduate CECS students; arrange for placing ‘required advising holds’ on students; monitor students’ compliance with pre-requisite and co-requisite courses and their adherence to the policies governing repeat courses and Pass/Fail courses; interact with the Registrar’s Office about the registration process, as needed
13. Probationary review: Direct and perform review of students’ transcripts each term and assign probationary codes; chair the Academic Standing Committee, consisting of the CECS department chairs, which determines which probationary students will be required to withdraw; send ‘probation,’ ‘warning,’ and ‘required to withdraw’ letters to students; arrange for placing ‘academic holds’ on probation students; make recommendations to the CECS Executive Committee on appeals by students previously required to withdraw.
14. Direct and perform the review of students' academic records for progress towards degree (‘senior audits’) and the advising and degree certification of students eligible for graduation.
15. Review the record of all CECS undergraduate degree applicants for compliance with degree requirements.  Sign official graduation certification memo for CECS undergraduate degree applicants.
16. Evaluate recruitment, admission, orientation, advising, registration, computerized information systems, and support programs and develop new programs to meet the needs of students, faculty, staff, and the dean 
17. Coordinate the College’s retention efforts (e.g. follow up to mid-term progress report),  enrollment studies (e.g. annual report of CECS admissions, enrollment, probationary, degree, and Dean’s List numbers) and prepare statistical reports on recruitment, admissions, enrollment, retention, academic progress, graduation, and probationary students, for the dean and the faculty 
18. Special Programs: provide support for the Society of Women Engineers’ annual informational program for HS students; assist CECS in DAPCEP activities; welcome and assist Science, Engineering and Mathematics (SEM) minority students to U of M-Dearborn
19. Assist students taking part in the exchange programs with the Jönköping School of Engineering in Sweden and Universities of Oviedo (Spain) and Ulm (Germany), and CECS students attending the Japan Center for Michigan Universities (JCMU) and coordinate activities related to these programs.

20. Assist in the delivery of academic services to Ford Motor Company personnel taking part in the two On-Site Mechanical Engineering Programs 
21. Provide information new CECS faculty members, who serve as faculty advisors and to new CECS departmental staff about academic policies and procedures, academic advising and degree requirements, and on points of interaction between the academic departments and the Student Records and Advising Office.  Provide information on the engineering and CIS degree programs for new Office of Admissions counselors.
22. Represent the College at the annual state-wide Michigan Engineering College/Community College Liaison Committee (MEC/CCLC) and assist CECS in matters related to ABET.
23. Assist and represent the Dean and Associate Dean of the College of Engineering and Computer Science, as appropriate.
24. Provide outreach services to Detroit Area Pre-College Engineering Program (DAPCEP) students and advising and other services to the Science, Engineering, and Mathematics (SEM) Program students, as appropriate.
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