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Professional/Managerial 
Position Description 

 

 
Job Title: Completion Advisor 
Level: 1 
Class Code: New 
FLSA Status: Exempt 
Prepared Date: February 12, 2019 
 
Summary:  Responsible for managing and performing complex tasks related to program 
completion, graduation activities, external credit processing, and military records.  Works closely 
with the College Registrar and other College personnel to ensure timely and accurate review and 
processing of records.  Supervises staff who evaluate transcripts and review external credits.  
Reports to the Director, Admissions and Records/College Registrar.   
 

Duties and Responsibilities: 
 
Reviews graduation eligibility for all student award types.  
 
Processes all completions including auto-graduations.   
 
Works with appropriate College staff on completion efforts and initiatives. 
 
Proactively reviews student records for potential program completions.   
 
Verifies and processes recognitions of all educational accolades and honors for transcripts 
and diplomas.  
 
Collaborates with appropriate College staff to ensure appropriate industry certifications and 
licenses are recorded for program completion purposes. 
 
Responds to inquiries regarding graduation eligibility and the graduation process, and provides 
information to College departments as well as students. 
 
Works closely with appropriate College staff to ensure the web graduation application is up-to-
date and accurate.  
 
Collaborates with the Marketing department to ensure the College commencement web page 
contains accurate and timely information.  
 
Monitors National Junior College Athletic Association (NJCAA) compliance and eligibility for 
all athletic teams.  
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Reviews and processes all transient student requests.  
 
Creates and maintains Military Spouse Career Advancement Account (MyCAA) Education 
Plans for all military spouses.  
 
Trains and instructs support staff and monitors work performance for accuracy to ensure 
compliance with established departmental standards. 
 
Evaluates and determines course equivalency for College-Level Examination Program (CLEP) 
and Joint Services transcripts, industry certifications and licensures, and other external 
credentials for the awarding of credit and for program completion. 
 
Maintains appropriate records of all relevant documents.    
 
Supervises and participates in the preparation and updating of all student completion 
records. 
 
Works with MIS to ensure delivery systems for PSC official transcripts are functional and 
accurate. 
 
Participates in graduation ceremonies. 
 
Recommends and publishes graduation deadlines. 
 
Coordinates the preparation and dissemination of graduation lists. 
 
Prepares orders for degrees, diplomas, and certificate materials. 
 
Serves as liaison with appropriate College personnel to coordinate the establishment, 
retention, and disseminations of records information. 
 
Responsible for knowing and conforming to all safety practices and regulations that apply to 
this specific area and position.  Unsafe conditions should be reported to the immediate 
supervisor and to the Pensacola State College Police Department/Public Safety. 
 
Performs other duties as assigned. 
 
Essential Functions: 
 
Ability to understand and independently carry out oral and written instructions. 
 
Ability to prioritize work, meet deadlines, exhibit attention to detail, and follow-through on 
assignments with minimal supervision. 
 
In-depth knowledge and use of software programs and applications needed to fulfill the 
requirements of the job. 
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Ability to analyze situations carefully and correctly and adopt an effective course of action 
without immediate supervision. 

Ability to multitask in a demanding environment. 

Ability to work effectively in a diverse and open office environment with a team approach. 

Demonstrate professional and discretionary communication skills in all manners of 
interactions, with the ability to communicate effectively in both oral and written form.  

Display an understanding of, sensitivity to, and appreciation for, the academic, ethnic, 
socio-economic, disability, and gender diversity of students and staff attending, 
working, or visiting the College campus. 

In-district travel, and possible overnight travel. 

Minimum Qualifications: Graduation from an accredited institution with a bachelor’s 
degree.  Experience in working with databases and various technologies. Successful 
results of a criminal history background check.  

Pursuant to College policy, it is an employment eligibility requirement for an applicant to meet the requirements of 
§ 435.04(2), Florid a Statutes, related to background investigations. Any person failing to meet the requirements of
the statute will be deemed not qualified to hold employment in this position. A Florida Department of Law 
Enforcement (FDLE) approved background check will be conducted on every successful candidate as a condition of 
employment, and any person who fails to disclose any adverse information contained in the background 
investigation at the time of submitting the employment application will be disqualified from employment. 

Preferred Qualifications:  Prefer experience in a postsecondary environment in academic 
advising or admissions and records.  Familiarity working with an electronic student records 
system. High level of expertise with Microsoft Office Suite, and a strong working knowledge 
of Excel. Demonstrated ability in a supervisory role and the ability to train and hold 
employees accountable for day-to-day responsibilities.  

Physical Demands: The physical demands described here are representative of those that must be 
met by an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 

Work Environment: The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 

Pending Board Approval:  March 12, 2019 
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