JOB ANNOUNCEMENT

Job Title: Academic Advisor

Division: Academics

FLSA Classification: Non-Exempt

Pay Range: Starting at $30 per hour DOE
Schedule: Full-Time

Supervises: No

Reports To: Academic Advisor Lead
Location: Riverside County

Date Updated: May 2026

POSITION BRIEF

California Indian Nations College (CINC) announces the position of Academic Advisor. This position is
student focused and provides holistic and proactive 1:1 advising of students, offering student support from
the admissions process throughout their program and follow-up support for graduates/alumni. The
Academic Advisor assists students in developing degree plans that meet their long-term goals, works
collaboratively with Academic staff to ensure proper record keeping and evaluation and serves as a
primary point of contact for students.

ABOUT CINC

California Indian Nations College is an exciting opportunity! We are a start-up tribal college in our sixth
year of classes with a curriculum that incorporates Native culture, language, and values. The College is
committed to becoming the first accredited two-year tribal college in California. With the support of the
Twenty-Nine Palms Band of Mission Indians, College of the Desert, UC Riverside, and Native American
educators and community members, we are growing faster than we could imagine!

We aim to continue this momentum with the inclusion of highly-skilled, experienced, and motivated
individuals who can help us do a nearly impossible task: build the College from the ground up. CINC needs
creative individuals with the ability to excel at their positions and engage with students from a wide range
of academic skills and backgrounds.

CINC is currently located in the Coachella Valley, in the heart of Southern California Indian Country.
Multiple reservation communities are nestled in the Coachella Valley among the backdrop of the Santa
Rosa and San Jacinto mountains in central Riverside County.

APPLY

California Indian Nations College is looking for highly qualified individuals. Only those who meet the
minimum qualifications will be considered for the positions below. To apply, please complete the
application: https://cincollege.org/administration/human-resources/academic-advisor/ Questions should
be directed to HR@CINCollege.org.

See job description below.


https://cincollege.org/administration/human-resources/academic-advisor/
mailto:HR@CINCollege.org

JOB DESCRIPTION

Job Title: Academic Advisor

Division: Academics

FLSA Classification: Non-Exempt

Pay Range: Starting at $30 per hour DOE
Schedule: Full-Time

Supervises: No

Reports To: Academic Advisor Lead
Location: Riverside County

Date Updated: May 2026

POSITION OVERVIEW

The Academic Advisor will provide primary advising for both degree- seeking and non-degree-seeking
undergraduate students and concurrent enrollment students for the College. The individual holding the
position will assist students with a full range of support, including academic program planning, course
selection, registration, and evaluation and maintenance of student records. The advisor monitors student
progress and suggests and implements corrective actions when students encounter academic difficulties.

The Advisor works with student information systems and various data files and sources and prepares a
wide variety of reports using multiple databases and spreadsheets. The advisor keeps abreast of College
policies and procedures, and rules and regulations to assist students in meeting academic requirements.

The Advisor is part of the Path Breakers Program and will provide advising and programmatic support for
the program.

Because of the intensive advising and personalized support, the aim for the advising load is 50:1, though it
may exceed depending upon staffing resources.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:
e Advise and monitor progress of CINC students, conduct degree audits, maintain accurate records,
and ensure progress toward graduation in a timely fashion
e Advise and register first-time and returning students, both walk-in and by appointment
Provide academic advising to distance learners via phone and online
Audit, monitor, and evaluate individual student academic progress
Document student advising sessions in Populi
Educate students about course planning and registration processes both individually and in groups
e  Assist with course registration and scheduling
e Assist with new and returning student orientation
e Help students select a college major



Make appropriate referrals to campus resources for students perceived as at-risk

Create and manage databases and spreadsheets that support the operations of the office as
well as generate necessary reports

Accurately and appropriately interpret student data

Initiate student contact, providing intrusive advising whenever possible

Respond appropriately and in a timely fashion to student requests for academic advice via
telephone and email and through personal appointments

Assist with a bi-annual program audit to review the success of the advising program
Communicate academic policies to students clearly and equitably

Support student needs in the summer and during breaks throughout the calendar year

Sit on the Student Early Alert System Committee

Support major College events, such as Commencement and student-related workshops
Follow up on complaints, questions, and concerns, responding to internal/external potential or
current student needs in a friendly, timely, and efficient manner

Attend professional development trainings

Submit regular reports (weekly, quarterly, annual)

Maintain files and records, ensuring compliance with FERPA standards

Plan and provide high-level, complex administrative support and perform technical office duties
Maintain a positive, upbeat manner; promoting and exemplifying College values and
representing college objectives and interests to staff, students, faculty, and potential students
Ensure compliance with College standards, policies, and procedures

Work variable schedule as needed, including evenings and/or weekends as well as off-site
locations

Other duties as assigned

MINIMUM QUALIFICATIONS

Long-term employment is contingent upon successful completion of a 180-day probationary period.

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodation may be made to enable individuals with disabilities to perform the essential
functions.

Education and/or Experience
e Bachelor's Degree required; advanced degree preferred
e One year experience working with college students in an advising/student affairs capacity

Required Skills and Abilities

e An entrepreneurial approach to the work environment, ability to work independently with
little supervision or guidance and support and encourage a staff team

e Ability to work in a holistic, professional, and non-judgmental manner as you are working
with a broad range of personalities, needs, cultures, lived experiences and abilities

e Effective written, electronic, and verbal communication skills to facilitate interprofessional
collaborative practice, healthy and culturally safe environments, and a respectful workplace
for community members, staff, guests, students and volunteers

e Strong organizational skills and ability to work both independently and as part of a team

e Sensitivity to the diverse academic, socioeconomic, cultural, and ethnic backgrounds of the
student population

e Must be able to work well under pressure, work independently, take initiative and oversee a



variety of projects simultaneously

e Ability to maintain confidential information and inquiries with discretion

e Positive attitude, professional enthusiasm, and authentic social skills

e Possess a high level of professionalism and maturity

e Knowledge of Microsoft Office, including Microsoft Teams

e Comfortable initiating contact with students and actively following up with them

e Ability to establish priorities, organize, schedule, and complete tasks independently

e Assist the college in promoting a welcoming environment for Indigenous people and positive
relationships between the college and Indigenous communities served

e Ability to work evenings and/or weekends as required

PREFERRED QUALIFICATIONS
e Graduate degree preferred, preferably in education, academic counseling, or a related field
e Three years’ experience in academic advising/counseling
e Experience with Tribal Colleges or Native American student programs
e Knowledge of the educational landscape of Southern California as it related to Native
Americans
e Experience with managing and maintaining student records

PHYSICAL DEMANDS

The physical demands described on the attached “Physical Demands of Position” chart are
representative of those that must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodation may be made to enable individuals with
disabilities to perform the essential functions. See attached “Physical Demands of the Position”.

CONFIDENTIAL INFORMATION
This position has access to confidential information — such as student personal data and academic
records. Must be familiar with FERPA mandates and will be responsible for annual FERPA training.

TRAVEL
This position requires frequent and extensive travel locally, state-wide, and nationally.

PERFORMANCE EVALUATION
Performance evaluation will be determined based on performance results of job duties as
described herein as well as attainment of annual strategic work plan goals.

EQUAL OPPORTUNITY EMPLOYER

We are an Equal Opportunity/Affirmative Action Employer; California Indian Nations College
maintains a policy prohibiting discrimination and harassment on any basis including, and not limited
to, race, age, color, religion, sex, gender, pregnancy, marital status, national origin, tribal affiliation
and non-tribal affiliation, physical or mental disability, medical condition, veteran status, sexual
orientation, ancestry, and any other protected characteristics. If you need special accommodation
for the application process, please contact Human Resources.

ACKNOWLEDGEMENT




| have been given a copy of this position description. |understand that | may be asked to perform
job tasks and duties not listed in the description and that my supervisor may change the
description at any time, according to College needs.

Employee Name Employee Signature Date
Supervisor Name Supervisor Signature Date
Approving Official* Authorized Signature Date

cc: Employee, Personnel File

*HR Director, HR Manager, OOTP
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