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Job Title:  Undergraduate & Student Success Advisor 

Department:  Dean of Environment 

Reports To:  Reports directly to the Faculty Undergraduate Operations Manager 
Reports functionally to: Associate Dean Undergraduate Studies 

Jobs Reporting: None 

Salary Grade: 7 

Effective Date: February 2025 

 

Primary Purpose 

The Undergraduate & Student Success Advisor is the lead for advising first-year at-risk students and 
supporting student academic and personal wellness. Leads international exchange advising and manages 
the administration of experiential and international field courses. Administers ENVS labelled courses and 
supports faculty undergraduate operations including graduation audits for faculty level academic plans, 
coordination of convocation awards, student absence management and academic services alongside the 
Faculty Undergraduate Operations Manager.  
Key Accountabilities 

 

International experiential learning including exchanges 

• Advises and mentors Environment students on international exchange and other opportunities and 
application processes; 

• Reviews and endorses outgoing exchange applicants, ensuring eligibility requirements are met until 
the time students depart for exchange; 

• Assists outgoing exchange students with course selection at host institution and coordinates course 
equivalency assessments; 

• Supports students while studying abroad and upon their return, liaises with Registrar’s Office to 
update student records with transfer credits earned by students while on exchange; 

• Advises incoming exchange students with course selection/changes (add/drop) and manages 
enrolment approvals for ENV courses for all incoming exchange students; 

• Faculty point of contact for all international opportunities, informing and liaising with the Global 
Learning Team in the Student Success Office, Registrar’s Office, ENV unit academic advisors and 
other Faculty Exchange Coordinators to ensure all incoming and outgoing exchange students are 
supported;  

• Promotes international experience opportunities by planning and executing the yearly International 
Opportunities Information Session, maintaining websites, and participating in Environment 
recruitment events (Fall Open House (FOH), March Break Open House (MBOH), You@Waterloo 
Day, etc.); 

• Maintains exchange program files and databases (e.g., students, partner universities, transfer credit 
assessments); 

• Provides input with creation and renewal of exchange agreements; 

• Faculty representative on the university-level International Exchange Committee. 

Faculty advising, risk management and academic wellness support 

• Identifies and supports at-risk first-year students, including foundation term students, through 
advising, mentorship and allyship in collaboration with program-specific academic advisors for all 
plans offered by the Faculty of Environment; 
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• In coordination with the units, determines academic standing/progression decisions for first year 
students and connects with students in conditional or failed standing to build a success plan based 
on the student’s needs and lived experiences; 

• Manages the Foundation Term: approves students for admission to the Foundation term and 
advises those students throughout the term; 

• Makes academic standing/progression decisions for Foundation Term students; 

• Faculty representative on the Foundation Term and Early Engagement working group;  

• Develops and implements early engagement strategy and initiatives for first-year ENV students; and 
transition initiatives for upper year students returning to studies following failed academic standing 
decisions; 

• Initiates referrals to appropriate Campus Wellness services, AccessAbility Services or other on-
campus or community resources to confidentially support students in maintaining personal and 
academic wellness and accessing accommodations; 

• Advises and manages complex at-risk student cases, liaising with unit academic advisors, associate 
chairs/directors undergrad, environment Indigenous initiatives, Campus Wellness staff and 
undergrad operations manager; 

• Advises students about course selection and requirements for Faculty level academic plans 
including options, minors, and diplomas, including degree checks and recommendations; 

• Advises students regarding undergraduate policies and procedures, including how to prepare 
documents effectively; guides students through processes relating to petitions and grievances; 

• Plans, attends and engages in events designed to promote student-advisor relationships (e.g. 
advisor café, Waterloo Ready, orientation events) and supports priorities regarding engagement of 
undergraduate students in collaboration with the student engagement officer; 

• Establishes, reviews, and publishes alternate first year pathways for students; 

• An active member of the Faculty of Environment Petitions Committee, providing information and 
insight on petitions initiated by first year students; 

• Member of the Advisor Conference Planning Committee. 

Undergraduate faculty operations and academic services 

• Administers and approves student absences through the university absence system; identifies and 
informs unit academic advisors and Associate Dean Undergraduate Studies of students at-risk due 
to absence from studies; 

• Faculty’s point of contact for Campus Wellness to advise and refer students discharged from mental 
health inpatient unit at hospital; 

• Administrator for ENVS labelled courses, including timetabling activities, final exam coordination, 
instructor support, and student course perception surveys; 

• Coordinates Faculty level international and domestic field courses, including webform development, 
student enrollment and supporting application processes; 

• Confidentially maintains risk acknowledgement and emergency contact information for ENVS 
courses; 

• Monitors enrolment reserves, capacities, and student course override requests for ENVS labeled 
courses; 

• Oversees and organizes the annual Academic Achievement Awards and Alumni Gold Medal 
selection processes including setting and enforcing deadlines, coordinating review of award 
packages, and assembling certificates and awards for award winners;  

• Coordinates delivery of graduating Dean’s Honours List letters from the Dean for spring and fall 
convocations; 
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• Coordinates the planning, promotion and execution of reception for convocation award recipients 
(Academic Achievement Awards, Alumni Gold Medal, Valedictorian, and other awards) in 
collaboration with student engagement officer; 

• Updates and distributes teaching resource webpages on behalf of the Associate Dean, 
Undergraduate; 

• Maintains undergraduate webpages for students, manuals and operating procedures for Faculty 
advising staff and associate chairs/directors undergrad, pertaining to undergraduate operations; 

• Maintain webforms for degree checklists, teaching constraints, and course enrollment when needed; 

• Assists in ensuring compliance with course outline requirements for all courses within the Faculty; 

• Faculty point of contact for new and first-year student webpages managed by external departments, 
i.e., First year course selection page - Office of the Registrar; 

• Leads Faculty advising community of practice to develop and maintain academic advising resources 
and integrate advising support across the Faculty; 

• A non-voting member of the ENV Undergraduate Studies Committee, responsible to implement unit 
or Faculty driven change affecting undergraduate academic plans and operation; 

• Undertakes special projects as required. 
 
*All employees of the University are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.  
 

Required Qualifications  
 

Education 

• Post-secondary degree or diploma and administrative experience required or equivalent education 
and/or experience. 

Experience 

• 4 years of administrative experience, including front line service 

• Familiarity with University policies and procedures relating to all aspects of undergraduate studies 
and academic plans. 

• Demonstrated experience mentoring students for success. 

• Proven ability to balance conflicting demands and prioritize tasks effectively 

• Experience with student international travel and exchange desirable 

• Experience with UW software (QUEST, ASIS, InfoSilem, Passport etc.) considered an asset 

• Experience developing web content and forms (WCMS) 

Knowledge/Skills/Abilities 

• High understanding of confidentiality and the importance of data integrity 

• Ability to communicate with varied audiences and build strong working relationships 

• Excellent oral and written communication skills 

• Excellent human relations skills; proven ability to foster constructive team relationships, and to work 
effectively with faculty, staff and students 

• Proven ability to communicate with undergraduate students, including distressed and academically 
struggling students and the ability to deal appropriately with confidential information 

• Demonstrated initiative 

• Sound judgment, tact and diplomacy 

• Able to work both collaboratively as well as with little supervision to undertake a range of 
administrative duties 



 

 

 

Job Description 

 

  

 

 

• Understanding and acceptance of managing diversity concepts, including self-awareness, in terms 
of understanding culture, identity, biases, prejudices and stereotypes. A willingness to advocate for 
change when institutional practices present barriers to different groups. 

• MS Word: intermediate 

• Excel: intermediate 

• PowerPoint: average 

• Web content management software: average, experience with SharePoint 

 
Nature and Scope  
• Contacts: This position requires regular interactions with staff, faculty and students within the Faculty 

and across campus as well as visitors and dignitaries. The position works most closely with the Dean’s 
Office Staff, Environment Undergraduate Student Success Team, Environment Undergraduate 
Advisors, and will have regular communication with colleagues in the Registrar’s Office. 

• Level of Responsibility: The position has defined specialized or routine tasks and receives specific 
guidance, but operates with minimal supervision. 

• Decision-Making Authority: Makes decisions on outgoing exchange endorsements, student absence 
requests, student permissions for ENVS courses and recommendations to graduate for Faculty level 
academic plans. Initiates and makes decisions on sharing information pertinent to academic advising 
and engaging at-risk students to students, academic advisors, Associate Chairs/Directors, 
Undergraduate and the Associate Dean, Undergraduate Studies. Makes academic standing decisions 
for Foundation Term students. Makes recommendations to Associate Chairs/Directors, Undergraduate 
and the Associate Dean, Undergraduate Studies re: Foundation Term. The incumbent works 
independently setting his/her own work plan to ensure all administrative tasks and undergraduate 
academic deadlines are completed in a timely manner and according to priorities set by the Faculty 
Undergraduate Operations Manager and the Associate Dean Undergraduate Studies. 

• Physical and Sensory Demands: Minimal 
• Working Environment: Occasional nights and weekend work required 


