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Annual Performance Evaluation – Director of Advising

Employee Name: 

Department/Unit: 

Supervisor Name & Title: 

Review Period: 

Instructions: Utilize the position description below and/or your work plan’s specific assignment(s), if applicable. Percentages should be adjusted to appropriately reflect each employees dedicated FTE to each category as assigned by the unit.


PART 1.  MAJOR JOB RESPONSIBILITIES

Position Summary:
The Director of Advising provides leadership and support for academic advising and student success programs, processes, and policies in the College and serves as a member of the university advising leadership team. The role is a dual report to both the College Associate Dean, or designated College senior leader, and the Executive Director of University Advising. 
This position offers consultation and expertise to the College Associate Dean, or designated College senior leader, on matters relating to academic advising, student success, and implementation of data-informed decisions regarding policies, procedures, and programs that impact the student experience. The Director of Advising develops structures and initiatives that support student success, retention, and timely degree completion in the College, and they collaborate closely with the College Associate Dean/College senior leader, Executive Director of University Advising and the Director of New Student Advising to facilitate an environment that enables students to make a successful transition to the University and to fully and effectively engage in their university experience. 
The Director of Advising provides oversight for College Academic Advisors and serves as a resource on university academic policies, procedures, and change initiatives, ensuring compliance with University policies and procedures among advisors. They support advisors to stay informed about campus resources, and they ensure advisors make relevant referrals to support holistic student engagement and timely resolution of issues and barriers to student success. The Director of Advising advises students as needed to support the resolution of complex issues and concerns. The Director of Advising engages in their position responsibilities with an underlying focus on creating an equitable and inclusive advising environment where diverse students persist and achieve timely degree completion and academic advising teams thrive.



Decision Making Guidelines 
· The Director of Advising works collaboratively with College leadership and the Executive Director of University Advising and has delegated authority to make decisions with significant implications for the management, operations, and strategic goals for academic advising in the College. 
· The Director of Advising makes decisions about structures and initiatives that support student success, retention, and timely degree completion in the college. 
· The Director of Advising makes decisions about advising team member work assignments and the management, supervision, and evaluation of work. 
· Decisions in this position are guided by the Council for Advancement of Standards in Higher Education (CAS) guidelines for Academic Advising units, NACADA: A Global Community for Academic Advising Concept of Academic Advising, Core Values for Academic Advising, and Core Competencies for Academic Advisors; OSU’s Strategic Plan, The OSU Vision, Mission, Values, Goals and Outcomes for Academic Advising, the Family Educational Rights and Privacy Act (FERPA), relevant Oregon and Federal Statutes, OSU policies and procedures, and College specific policies and procedures as appropriate. 
· This position requires a clear and unambiguous commitment to compliance of all National Collegiate Athletic Association (NCAA) regulations for Division 1 (FBS) universities.

POSITION DUTIES:

50% ADVISING ADMINISTRATION AND UNIVERSITY LEADERSHIP
· Lead and promote college and university initiatives to enhance the effectiveness of academic advising, to increase student retention and timely degree completion, and to address any disparity in educational outcomes and/or access to opportunities for various student populations. 
· Strategize within the College and with college partners, and complete projects as requested, to support academic advising and college-specific student success initiatives (i.e., engage in recruitment efforts, support scholarship processes, forecast course section needs, coordinate with community college partners, review transfer coursework, and maintain transfer guides). 
· Represent the college on leadership committees and advocate for policies that positively impact the student experience.
· Develop and implement strategies to address systemic barriers to student success and improve advising practices in the college and its academic units.
· Utilize data analytics, reports, and resources to engage in data-informed decision-making and evidence-based practices for student success.
· Provide strategic oversight and leadership in the development and implementation of academic advising policies and programs and interpret policies as needed to support academic advising efforts in the College and at the University. 
· Collaborate with the Executive Director of University Advising and the Director of New Student Advising in university-wide advising and student success initiatives.
· Work with the Executive Director of University Advising, and the university advising leadership team, to develop and implement coordinated student retention outreach plans and to ensure College Academic Advisors have the tools and data needed to fully engage in these efforts. 
· Work collaboratively with the Director of New Student Advising to support college and university-wide new student initiatives and provide supervisory support for direct reports focused on new student advising and engagement.
· Engage with university colleagues and campus partners to support student well-being within the college and across the university.
Employee comments: 
Supervisor comments:  
25-35% SUPERVISION AND OVERSIGHT
· Oversee the performance and professional development of professional faculty advisors and advising-affiliated staff, and coordinate the work of faculty advisors carrying an advising caseload, ensuring alignment with institutional goals, policies, and practices. 
· Manage personnel decisions for direct reports, including completion of annual reviews in alignment with university practices for advising community performance evaluations and onboarding/offboarding of advising team members, etc. 
· Engage in continuous professional development to stay current with best practices in academic advising and student success and to support advisor professional development. 
· Ensure consistent advisor use of electronic tools and systems to support continuity in advising work and seamless delivery of advising to students.
· Foster a collaborative environment among advisors to ensure compliance with university policies and to promote student engagement and success.
· Create a supportive and empowering work environment that leverages the strengths of individual advisors and the advising team.

Employee comments:
Supervisor comments:

10-20% STUDENT ADVISING AND SUPPORT
· Utilize data to identify gaps in services and develop proactive advising outreach strategies and targeted interventions for students in academic distress.
· Provide strategic advising and support to students as needed to facilitate holistic student engagement and timely resolution of issues and barriers to student success, which may include assisting students to navigate university resources, policies, and procedures, and making referrals as warranted.
· Manage urgent student issues and emergencies; coordinate response to emerging situations, and provide students, parents, faculty, and administrators with coordinated care and consistent application of policies impacting student success.

Employee comments:
Supervisor comments:

5-15% OTHER DUTIES AS ASSIGNED

Employee evaluation:
Supervisor evaluation:

PART 2. GENERAL EXPECTATIONS - TO BE FILLED OUT BY EMPLOYEE’S SUPERVISOR 

1. JOB KNOWLEDGE/TECHNICAL COMPETENCE: Demonstrates a clear understanding of the technical, procedural, and institutional knowledge required for the role. Consistently applies this expertise to perform job responsibilities accurately and efficiently, supporting the achievement of departmental and organizational objectives.

Supervisor comments:

2. QUALITY: Demonstrates a commitment to providing quality services. Work performed is of high standards. Shows care and attention to detail, striving for accuracy, effectiveness, and continuous improvement in work.  

Supervisor comments:

3. WORKING RELATIONSHIPS: Establishes and maintains cooperative working relationships with co-worker, supervisees, and supervisor. Responds actively and effectively to needs of internal customers. Trusts and respects abilities, decisions and motives of co-workers, internal customers and partners. Speaks and acts ethically, fairly and consistently.

Supervisor comments:

4. INTEREST AND INITIATIVE: Displays enthusiasm, dedication and interest in duties and responsibilities. Is a self-starter and proactive in approach to job. Demonstrates willingness to work beyond the usual or ordinary requirements of job when needed. Shows initiative and flexibility in meeting challenges. Capable of acting independently when circumstances warrant.

Supervisor comments:

5. JUDGEMENT: Demonstrates ability to analyze available data or circumstances, consider alternatives, and make well-reasoned, timely decisions that favorably affect performance and organizational goals. Acts reliably and responsibly, keeping supervisor informed and aware of potential issues or areas that need attention.

Supervisor comments:

PART 3. GOALS FROM PREVIOUS YEAR

If using the EvalS system to note goals, please be aware that OSU plans to move to Workday later in 2026, and with this transition, EvalS will no longer be available. For this reason, please ensure that any information saved in EvalS is also saved in another location. If not using EvalS, use the section below. (Number of goals determined by the unit in collaboration with advising team member and does not need to be set at 3.)

GOAL #1:
Employee comments:
Supervisor comments:

GOAL #2: 
Employee comments:
Supervisor comments:

GOAL #3: 
Employee comments:
Supervisor comments:

PART 4. GOALS FOR THE UPCOMING YEAR

If using the EvalS system to note goals, please be aware that OSU plans to move to Workday later in 2026, and with this transition, EvalS will no longer be available. For this reason, please ensure that any information saved in EvalS is also saved in another location. If not using EvalS, use the section below. (Number of goals determined by the unit in collaboration with advising team member and does not need to be set at 3.)

GOAL #1:
Employee comments:
Supervisor comments:

GOAL #2: 
Employee comments:
Supervisor comments:

GOAL #3: 
Employee comments:
Supervisor comments:

PART 5.  OVERALL SUPERVISOR EVALUATION AND COMMENTS

If using the EvalS system to note goals, please be aware that OSU plans to move to Workday later in 2026, and with this transition, EvalS will no longer be available. For this reason, please ensure that any information saved in EvalS is also saved in another location. If not using EvalS, use the section below. 

OVERALL EVALUATION 
Supervisor Evaluation: 

Select a Rating (highlight one):
· Exceptional Performance - Consistently operates well above expectations
· Strong Performance - Fully meets and often exceeds expectations of the position
· Satisfactory Performance - Fully meets the expectations for the position
· Needs Improvement - Occasionally does not meet expectations or needs significant improvement in critical areas
· Does Not Meet Expectations - Consistently does not meet expectations in multiple key elements of the position
· No basis for evaluation / Not rated





PART 6. SIGNATURES
By signing this form, the employee acknowledges receipt of the performance evaluation. This acknowledgment does not indicate agreement with the overall rating or feedback provided. 



______________________________			__________________
Supervisor Signature					Date




______________________________			__________________
Employee Signature					Date
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