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General Summary 

The NRM Program and Academic Success Coordinator will provide support for program and 
student success functions of the Masters of Science in Natural Resources Management. 
Under the guidance and supervision of the Department Chair, the Program and Academic 
Success Coordinator will work collaboratively with college faculty, administration, and staff to 
support and advance the graduate program needs of the students.  

Position responsibilities include collaborating with faculty, staff, and students to implement 
strategies to enhance the recruitment, retention, and graduation rates of graduate students in 
the Master of Science in Natural Resources Management Program. 

Management of the graduate recruitment and admissions process is a crucial function of the 
position including assuring that applications are complete for review by the admissions 
committee so that recruitment can be completed in a timely manner. The Program and Student 
Success Coordinator advises students of information about the graduate program, admissions 
policies, program requirements, helps organize graduate student orientation, and documents 
student acceptances and rejections. This position serves as the initial contact for inquiries, 
assisting with problems, and advising regarding procedures for completion of the program. 

Primary Responsibilities:  (75%) 

● Work with Department Chair, Dean of Graduate Studies, and college staff to implement 
student recruiting, advising, retention, and graduation processes; and 

● Coordinate departmental admissions and review for completion of application; and 
● Facilitate graduate program planning and resources (need more info on this to 

determine language); and 
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● Plan and conduct new student orientation sessions; and 
● Maintain communication with Department Chair, Dean of Graduate Studies, program 

faculty, and graduate students about important deadlines, procedures, and policies; and 
● Organize and record graduate program meetings including but not limited to curriculum 

meetings, students thesis/project committee meetings, and Departmental Chair 
meetings; and 

● Assist with updating public relations and program publications such as but not limited to 
program website, student success guide, marketing materials, and materials in the SKC 
Catalog; and 

● Assist with administration and tracking of program internships and stipends; and 
● Maintain the database of students, program calendars, and advising files. 
● Assist in planning graduation activities for students 
● Provide guidance for onboarding students via direct interaction with Student Services, 

Enrollment Services, and other SKC services on behalf of the student; and 
● Maintain professional communication and working relationships with other SKC 

departments and off campus resources; and 
● Coordinate ordering of supplies for the Graduate Program Natural Sciences department 

with approval of supervisor; and 
● Maintain Graduate Program Natural Sciences instructor and course evaluations and 

summaries; and 
● Assist in data gathering and maintaining a database for reports such as but not limited 

to quarterly reports, educational research, and accreditation reports. 

II.   Social Media (5%)                                                                                                                  

● Manage and update the SKC Graduate Program Natural Sciences Department website 
and/or Facebook in collaboration with supervisor and IT Department; and 

● Coordinate all press releases with Department Chair, the Dean of Graduate Studies, 
and the President’s office 

● Centralize and standardize program recruitment efforts and materials 
● Coordinate all department public announcements, such as scholarships, job 

announcements, events, etc., with faculty, department chair and Dean of Graduate 
studies. 

● III. Student Records (15%) 

● Manage student records for all programs offered by SKC Graduate Program Natural 
Sciences Department, both electronically and hard files. 

● Manage and maintain all student documents and records for admission, advisement, 
academic progress, and graduation on appropriate college and student files. 

● Assist with electronic database and other record keeping activities. 
● Manage record-keeping and data entry in database for department research and grants. 
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● Assist faculty with record-keeping 

IV. College Service (2%) 

● Serve on college committees as appropriate; and 
● Participate in college activities and reservation-wide cultural activities; and 
● Attend Staff/Faculty meetings. 

V. Professional Development (2%) 

● Attend selected professional development activities; and 
● Participate and utilize ongoing peer review and critical self-evaluation. 

VI. Community/Professional Service (1%) 

● Participate in professional and/or community service activities sponsored by SKC; and 
● Promote community awareness of SKC Graduate Program in Natural 

Resource Management. 

 

Minimum Qualification 

● An earned Bachelor’s Degree in a field of Natural Resources, or a strongly related field, 
is required.  Related bachelor degrees, with appropriate coursework, will also be 
considered 

● Minimum of 2 years’ experience in office management or similar administrative 
experience 

● Proficiency in Microsoft Office Suites, Google Documents 
● Ability to work as a team member to accomplish complex activities as well as 

independently organize and prioritize activities. 
● Ability to manage a fast-paced work environment   
● Documented ability to work with diverse groups of people 
● Excellent written and verbal communication skills 

 

  

 


