
 
 

Posting Date: October, 2021 

 

Position: Advising Administrative Specialist 

Department: Advising Hours per Week: Part-Time/ 12 
Month/ 20 hours 
per week. 

 
 
Founded in 1887, Alverno College is a four-year, Catholic liberal arts college for 
undergraduate women sponsored by the School Sisters of St. Francis. The college also offers a 
robust array of graduate and degree completion programs for women and men. Student learning 
and personal and professional development are the central focus of everyone in the Alverno College 
community. As Wisconsin’s first designated Hispanic-Serving Institution, Alverno enrolls a highly 
diverse student body of virtually every demographic and experience. It is an institution that 
has revered tradition and encouraged innovation for more than 130 years.  
 
The College is seeking applicants for a part time Advising Administrative Specialist located in 
Milwaukee, WI. Alverno College dental, vision, disability, and retirement plan enrollment is available 
to part time employees and eligible dependents. Tuition benefits are available for employees and 
qualified dependents.  
 

 

Primary Function: Serve as a collaborative and supportive member of the Academic 
Advising Office by using strong communication, problem-solving and 
relationship-building skills.  Provide support and leadership on special 
projects including, but not limited to, student academic status processing 
and oversight of registration holds. Particular emphasis on work 
involving strong technical skills, data analysis/processing and generating 
reports.  As a co-receptionist, partner with other Advising Office support 
staff members in creating a welcoming and service-orientated 
environment for students, faculty, staff and visitors.   

Primary Duties and Responsibilities 

The following information is not meant to be all-inclusive.   
Other duties and responsibilities may be assigned as necessary. 

 

1. Utilize a complex student information database system to record/enter accurate student-related 
data.  Manipulate and analyze data related to student progress.  Generate detailed reports and 
export raw data to create user-friendly tables/charts in Excel and other formats.   

2. For all student populations (undergraduate, graduate and cohort), provide extensive technical 
and administrative support/leadership for the coordination of academic status review, the 
processing of status notifications via mail merge and the recording of academic status in the 
student information system. 



 
 

3. Collaborate with Advising Director to identify students that require a registration hold.  
Assist/take lead on entering holds in the student information system during specific timeframe 
each semester.    

4. Serve as co-receptionist for Advising Office, maintaining an attitude of service, hospitality and 
professionalism in responding to phone, email and in-person contacts. 

5. Provide general administrative support for the Advising team as assigned/needed.  This may 
include running reports, creating spreadsheets, coordination of special projects, processing 
forms, data entry of student information and official file maintenance.    

6.  Participate in departmental meetings and be a collaborative asset to the team. 

7. Demonstrate commitment to the College’s initiatives in building racial and social justice in an 

environment of equanimity, empathy and empowerment. 

 

Qualifications and Education 

1. Bachelor’s Degree (or degree-seeking) preferred.  High school diploma or equivalent required.   
 

2. Minimum of three years of previous office/administrative experience, with emphasis on 
technology preferred.  Knowledge of general office procedures is required.  Prior experience in 
higher education setting is a plus. 

 
3. Proficiency in Microsoft Word and Outlook, with advanced skills in Excel, including mail merge 

functions and database management required.   
 

4. Experience with Colleague/Informer or other large-scale information database system is strongly 
preferred.  Must be able to learn and efficiently utilize complex data and reporting systems.  

 
5. Strong problem-solving, analysis, and technical skills.  Must be able to organize, manage and 

creatively work with data and reporting systems.  Emphasis on attention to detail and accuracy.  
 

6. Requires a flexible and collaborative work style and the ability to interact effectively with a variety 
of diverse individuals and departments.  Must be a team player. 

 
7. Exemplary customer service and communication skills required with the ability to respond to 

both internal and external customers professionally and in a timely manner. 
 

8. Strong and innovative organizational skills, with the ability to be self-directed and flexible in order 
to meet student needs while also working on projects requiring focused attention to detail. 

 
9. Ability to handle confidential materials and information in a professional and secure manner. 

 
10. Ability to speak and hear.  Must be able to freely move throughout the campus. Specific vision 

abilities required by this job include close vision. 

Successful candidates will have a demonstrated commitment to promoting diversity, inclusion, and 
multicultural competence in an educational and work environment and must be willing to contribute 
to the College’s strategic plan of inclusion.  

 



 
 

Working Conditions 

 In-person.  Remote work is generally not feasible.    

 Public work space in a busy, high-traffic office.   

 Twenty hours per week. Must be available to work between the hours of 8:30am-5:00pm.  
Specific days/times negotiable, but preference for this position to be on campus 4-5 days per 
week.   

How to Apply 

Apply on-line at https://www.alverno.edu/jobs/apply/login.php 

 
Please attach your cover letter, resume, and list of references to the online application  

 
Alverno College is an Equal Opportunity Employer and committed to workplace diversity 

 

https://www.alverno.edu/jobs/apply/login.php

