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Introduction 
 

A representative ad hoc committee was established in fall 2015 to examine salary issues and the 
promotion process for Academic Advisors.  Members of the committee include Associate Deans, 
Directors of Student Services, an Advisor III representative, the Director of University Advising, and 
representatives from Auburn University Human Resources.  This committee worked continuously to 
achieve the following tasks thanks to the support of the Provost, Associate Provost for Undergraduate 
Studies, Deans, and Associate Deans in all colleges and schools at the university: 
 

• Salary increases were granted to bring Academic Advisors into the middle third of the pay 
scale as appropriate based on merit; 

• Updated job descriptions were written for Academic Advisor I, Academic Advisor II, and 
Academic Advisor III positions to clarify expected performance to promote; 

• Unique Academic Advisor Performance Workbook was created to evaluate Academic Advisors 
on their specific job functions and provide documentation needed to support promotion; 

• New promotion process was established for promotion to academic advisor II and III. 
 
This manual serves to guide you through the process of:  
 

• Understanding the job functions and core values Academic Advisors are evaluated on; 
• Completing the Performance Evaluation Workbook; 
• Having mutually productive meetings to discuss the evaluation; 
• Utilizing the Academic Advisor Performance Workbook effectively to document evidence to 

support promotion when appropriate. 
 

The accompanying training is meant to serve as an introduction to the performance evaluation and 
promotion process.  The Academic Advisor Performance Workbook replaces the current Human 
Resources Performance Evaluation form and Career Ladder Process.  Further questions should be 
directed to the Director of University Advising for clarification.  
 
Members of the Committee: 
Dr. Ben Farrow, Associate Dean, College of Architecture, Design and Construction  
Dr. Jack Feminella, Associate Dean, College of Sciences & Mathematics 
Dr. Charles Israel, Associate Dean, College of Liberal Arts 
Rod Kelly, Senior Director of Talent Management, Human Resources 
Katie Lackey, Director of Advising, College of Human Sciences  
Beth Ann Mabrey, Director of Student Services, Harbert College of Business  
Dr. Ruthie Spiers, Director of University Advising, Office of Academic Effectiveness 
Colleen Newscheinder, Human Resources Liaison, College of Architecture, Design and Construction  
Dr. Beth Yarbrough, Director of Student Services, College of Sciences & Mathematics 
Bailey Ward, Class and Compensation Specialist III, Human Resources 
 
Past Members: 
Bret Smith, Past Associate Director, University College 
Dr. Susan Villaume, Past Associate Dean, College of Education 
Dr. Mike Waldrop, Past Director of Student Services, College of Liberal Arts 
Julene Pugh, Human Resources, Harbert College of Business 
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History 
 
 

 
 
    1980s           1999 
 
 
 
 
 
 
 
 
 
 
    June 1999     1999 - 2016 
 
 
 
 
 
 
 
 
 
 
 
    2016                     2017 
 
 
 
 
 
 
 
  
                                                     2018                                                                           2019 

 
 

 
 
 

Career ladder created to 
promote professionalism 
of position and provide 
consistent process for 

promotion 
 

Over time, career ladder 
compressed Academic 

Advisor salaries into 
bottom 1/3 of pay range 

 

Academic Advisor position 
viewed as administrative 

assistant role 

Levels I, II, and III created 
for promotion within 
Academic Advisor position 

Academic Advisor salaries 
reset in position in range 

New Academic Advisor 
Performance Workbook 

launched 

New Academic Advisor 
Promotion Process launched   

University adopts five-point 
scale campus-wide 
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Academic Advisor Job Descriptions 
 

In order to eliminate the potential for Academic Advisors to experience salary deflation over 
time, the Academic Advisor job family was eliminated replacing it with separate job descriptions for 
Academic Advisor I, Academic Advisor II, and Academic Advisor III. The separate job descriptions allow 
for delineation of the different job duties and clarified expectations of employees in the different 
levels.  Employees must first demonstrate effective and consistent performance of job duties in the 
next level to be eligible to promote.  Remember, perform THEN reward, not the other way around. 

 
Next, find a comparison table of the three separate Academic Advisor positions and full job 

descriptions from Human Resources.  In the summary table, essential functions compound from one 
level to the next.  Note that an additional outcome of this separation is the need to select one position 
to post in job searches for academic advisor positions.      
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 Academic Advisor I Academic Advisor II Academic Advisor III 

Salary  $31,300-$52,100 $35,000-$58,400 $39,300 - $65,500 

Job 
Summary 

Under immediate supervision, 
advises students on course 
selection, requirements for 
selected areas of concentration & 
post-college plans to help meet 
their educational needs & realize 
student scholastic goals. 

Under close supervision…  
This position typically 
demonstrates proficient & 
comprehensive knowledge of 
defined skills areas & 
applications. Develops & 
oversees advising functions, 
applies specialized 
knowledge & may serve as 
mentor/ trainer of new 
Advisors & support staff. 

Under minimal 
supervision… Serves as a 
team leader and may 
supervise other Advisors in 
the absence of or at the 
request of the direct 
supervisor, but serves as an 
actual Advisor the majority 
of the time. 

Essential 
Functions 

1) Advises students in matters 
related to goals, policies, choice 
of curriculum, course load, 
study habits, course scheduling, 
academic action and problem 
resolution.  

2) Interprets University policies, 
procedures, and curriculum to 
students, faculty, and staff.  

3) Works with others in order to 
provide students timely 
information on educational 
options and University policies.  

4) Assists with student 
orientations.  

5) Makes appropriate referrals.  

6) Verifies, certifies, and/or 
completes appropriate student-
related forms and processes.  

7) Maintains student and advising 
records in accordance with 
State/Federal law and 
University regulations.  

8) May clear students for 
graduation.  

9) Maintains student data security.  

10) Utilizes appropriate technology 
to support effective advising.  

11) Actively involved in professional 
development opportunities at 
the campus level (at minimum).  

12) Develops contacts with 
departments and faculty.  

Job duties 1 – 12 in Academic 
Advisor I description and: 
 
13) Participates in 

professional development 
program at the Regional 
or National level, or 
demonstrates leadership 
at the campus level.  

14) Facilitates college- and/or 
university-level advising 
projects.  

15) Represents the academic 
unit through participation 
on University committees, 
caucus leadership, and/or 
teaching courses.  

 
 

Job duties 1 – 15 in 
Academic Advisor I & II 
descriptions and: 
 
16) Develops goals and 

objectives for 
improvement of the 
advising unit in 
conjunction with direct 
supervisor; implements 
the plans for 
improvement of 
advising functions and 
models within the 
college.  

17) Provides leadership for 
campus-wide advising 
projects.  

18) Networks with other 
departments and/or 
colleges and the Office 
of the Director of 
Advising to ensure a 
coordinated approach 
to advising and 
retention.  

 

Ed Req. Four-year college degree Four-year college degree Four-year college degree 
Exp. 
Req. 

0 years 3 years (2 must be FT 
advising in Higher Ed) 

5 years (4 must be FT 
advising in Higher Ed) 

 *Related and relevant graduate degree may substitute for two (2) years’ experience. 
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Past vs Current Promotion Process 
 

 Clarifying the levels of the Academic Advisor position was step one.  Step two was to overhaul 
the performance evaluation process for Academic Advisors to allow for ongoing, cumulative 
documentation of performance at the current level and next level; make the process more supervisor 
driven; and align the evaluation and expectations for promotion directly with the job functions 
outlined in the Academic Advisor job descriptions.  The table below summarizes the past and current 
promotion process. 

 Past Current 

Years 
Awarded 

Regardless of prior advising experience 
must enter as Academic Advisor I and 
serve minimum of 2 years before 
eligible to promote to Academic 
Advisor II. 

Can receive credit for prior advising 
experience (must be minimum of 50% 
job responsibilities) and enter 
university at appropriate level. 

Documentation 
Required 

1)  Application for promotion 
2) Dossier created and submitted at 

time of evaluation 
3) Resume  
4) Letter of recommendation from 

dean 
5) Letter of recommendation from 

immediate supervisor 
6) Statement of advising philosophy* 
7) Letters of support from students* 
8) Summary of advising surveys* 

1) Documentation embedded 
annually in performance 
evaluation form serves as 
ongoing, cumulative 
documentation  

2) Goals and aspirations forms 
allowing for continuous tracking 
and documentation. 

3) Current resume / vita. 
4) HR-34A Request for Position 

Reclassification form 

Review 
Process 

Committee comprised of Associate 
Dean(s) and Advisor IIIs reviewed 
packets and made recommendation. 

Supervisor driven and discussed 
annually. 

Promotion  
Promoted to next level with standard 
minimal salary increase. 

Promoted to Academic Advisor II/III.   
Pay evaluator utilized to determine 
appropriate position in pay range. 

 
Criteria Past  Current 

Possibility to expedite eligibility for promotion with prior advising experience.   
Annually documents performance and activities, avoiding time-consuming 
process of compiling dossier.     
Builds in annual conversation with supervisor concerning progress towards 
promotion.   
Advisor is fully aware of progress towards promotion and first eligible time to 
be considered for promotion.   
Consistency built in to review process through role of supervisor in guiding 
process in collaboration with Human Resource liaisons within colleges/schools.    
Offers pay opportunity based on skills and performance of those skills.   
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Past vs Current Promotion Process 
 

Current Requirements Past Requirements 

Advisor II Job Duties  
Consistent participation in Advisors Caucus 
 
Participating member in one or more state,  
regional, or national advising association 
 
Sustained involvement within following 
continuing education and professional 
involvement activities: 
Take related courses 
Attend workshops/presentations through caucus 
Attend related campus presentations/workshops 
Attend related external workshops/conferences 
Serve on university level advising committee 
Receive advising award 
Attend state/regional/national advising 
association meeting 
 
Creative and professional development  
(2 for II, 3 for III): 
Develop significant advising-related program 
Redesign significant program component 
Present paper or workshop to campus audience 
or external conference 
Publish paper or related advising materials in 
state 
 
Outreach and Professional Service 
(1 for II, 2 for III): 
Hold office or chair significant committees in 
caucus 
Serve on university committee 
Advise school/college chartered organizations 
Consistent participation in after-hours 
advising/recruiting activities 
Teach related classes 
Hold office or chair significant committees in 
state/regional/national advising related 
associations 
Develop significant liaison program(s) with 
campus resources 

 
Participates in professional development program at 
the Regional or National level, or demonstrates 
leadership at the campus level. 
 
Facilitates college and/or university level advising     
projects. 
 
Represents the academic unit through participation     
on University committees, caucus leadership, and/or   
teaching courses. 
 

Advisor III Job Duties 

Develops goals and objectives for improvement of 
the advising unit in conjunction with direct 
supervisor; implements the plans for improvement of 
advising functions and models within the college. 
 
Provides leadership for campus-wide advising 
projects. 
 
Networks with other departments and/or colleges 
and the Office of the Director of Advising to ensure a     
coordinated approach to advising and retention. 
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Performance Evaluation & Promotion Timeline 
 

Ongoing Academic Advisor Performance and Promotion Training Workshops for Academic 
Advisors, Supervisors of Academic Advisors, and HR Liaisons 

 
April/May Academic Advisor Self-Assessment (& updated vita if pursuing promotion) due to 

supervisors - college/schools set internal deadlines 
 
April/May Draft Performance Evaluation due to HR liaisons for review 
 
May/June Conduct individual performance evaluation meetings with Advisors  
 
June   Completed Academic Advisor Performance Workbooks due to HR Liaison in  

college/school, HR will announce date annually and colleges/schools will set internal 
deadlines  

 
June  Completed Academic Advisor Performance Workbook (& updated vita and HR34 

Request for Position Reclassification for those pursuing promotion) due to HR, HR will 
announce date annually  

 
October 1 Promotion to new level takes effect   
 
*specific dates will be sent out in March/April each year and timeline may change  
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Performance Evaluation Rubric 
 
Before you begin to complete the Performance Evaluation, you will need to familiarize yourself 

with the Core Values Rubric (see tab "Rubric").  The core values were selected from a comprehensive 
list of values from Human Resources, choosing those that most directly aligned with the NACADA Core 
Values of Academic Advising.  The diagram below compares the NACADA Core Values with the values 
utilized in the performance evaluation system.   

 
The Rubric contains each of the Core Values for Academic Advising and examples of behaviors that 

demonstrate possible ratings.  For each value, the rubric describes the value in general, lists the 
NACADA Core Values that are related, and gives examples of behaviors that would be rated as 
unacceptable, meets all expectations, and exemplary.  The rating scale is 5 points as designated below: 

 
1 = unacceptable* 
2 = marginal* 
3 = meets expectations  
4 = exceeds expectations  
5 = exemplary* 
*Required to provide comments for documentation. 
 
 
                   
                          

  
 

 

 

Core Values for Performance 
Evaluation of Academic Advisors 

 

Accountability Communication 
Skills

Initiative and 
Adaptability Inclusion

Professional 
Integrity
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Accountability 
Definition: 
• Takes responsibility for accomplishing goals and achieving quality results.   
• Follows through on commitments.   
• Is always there in the clutch.   
• Effectively manages time and resources in completing work.   
• Sweats the details.   
• Ensures that work is free from errors and takes action to correct problems. 
 

The table below provides examples of behaviors at the different levels in the three job function areas: 
 

Advising 
(advises students in matters related to goals, policies, curriculum, etc.; interprets University policies, 
procedures, curriculum; works with others to provide timely information on educational options and 

University policies; assists with orientation; makes appropriate referrals) 
UNSATISFACTORY EFFECTIVE EXCEPTIONAL 

• Continuous misinterpretation 
of policy; 

• Does not keep track of updates 
in policy, procedures, 
curriculum; 

• Provides misinformation on 
curriculum maps, pre-
requisites and other 
curriculum matters; 

• Provides students with 
incorrect information at 
orientation; 

• Consistently misses deadlines 
for certifications; 

• Does not stay up to date on 
referral sources and neglects 
opportunities to refer 
students; 

• Does not follow through on 
finding answers to questions; 

• Does not respond to student 
emails 

• Accurately interprets policy for 
students allowing correct 
actions to be taken; 

• Maintains records of policy, 
procedures, curriculum 
changes – asks for clarification 
when unsure; 

• Creates cheat sheets and 
handouts to be prepared for 
FAQs at orientation; 

• Meets deadlines for 
certifications and asks for help 
when necessary to meet 
critical tasks; 

• Follows through on answering 
questions; 

• Responds to student emails in 
a timely manner;  

• Stays up to date on referral 
sources and refers students 
appropriately without 
overwhelming the student; 

• Assists students with goal 
setting 

• Creates cheat sheets for entire 
office and updates regularly; 

• Creates watch lists for 
students in different 
categories and sets reminders 
to ensure completes necessary 
tasks for them; 

• During down time, proactively 
reviews student files to look 
for registration 
errors/concerns; 

• Follows up to see that 
students utilized information 
given or went to referral; 

• Brings curricular issues to 
supervisor/departments 
proactively (ex. seat 
availability concerns, time of 
courses, etc.); 

• Brings attention to policy, 
procedures, curriculum that 
impacts students negatively 
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Record Management 
(verifies, certifies, completes appropriate student related forms and processes; maintain advising 
records according to law and university regulations; clear for graduation; maintain data security; 

utilize technology to support advising) 
UNSATISFACTORY EFFECTIVE EXCEPTIONAL 

• Consistently makes mistakes in 
graduation checks; 

• Does not keep up with advising 
notes in Advise Assist; 

• Keeps student folders 
unlocked, on desk regularly; 

• Does not utilize Degree Works; 
• Makes repeated mistakes in 

certifications/failing to 
complete certifications; 

• Fails to secure course 
substitutions 
 

• Graduation checks are 
accurate, double checks and 
seeks clarification when 
appropriate; 

• Advising notes are concise and 
relevant and consistent; 

• Maintains filing system to 
ensure appropriate storage of 
files; 

• Utilizes Degree Works, 
Banner, Advise Assist 
effectively for efficient 
advising practice; 

• Upholds FERPA; 
• Certifications are completed 

accurately and on time; 
• Evaluates transcripts 

accurately – asks questions 
when need more information; 

• Complete pre-registration on 
time  

• Seeks out additional 
shadowing to learn process of 
graduation checks in Degree 
Works; 

• Communicates with Degree 
Works project manager to 
report errors or needed 
updates; 

• Develops unit templates for 
Advising notes to ensure 
necessary information was 
included; 

• Regularly creates workflows, 
quick flows, etc. to make 
advising processes more 
efficient; 

• Conducts advanced searches 
in Advise Assist to identify 
problems such as students 
registered in courses they 
already have credit for and 
reaches out to students 
proactively; 

• Uses available data to 
anticipate problems or 
opportunities 
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Professional Impact 
(involved in professional development on campus; develops contacts with departments and faculty; 
participates in professional development at regional/national levels OR demonstration leadership on 
campus; facilitates college/university level advising projects; represents academic unit on University 

committees, Caucus Leadership, and through teaching courses; improvement project within 
college/school; develops goals and objectives for improvement and follows through with plan; 

leadership for campus-wide advising projects; network with other advisors to ensure consistent 
approach to advising 

*YOU ARE ONLY EVALUATING PERFORMANCE OF JOB DUTIES OF EMPLOYEE’S CURRENT LEVEL 
UNLESS YOU ARE DOCUMENTING PERFORMANCE OF JOB DUTIES IN HIGHER LEVELS AS SUPPORT 
FOR PROMOTION  

UNSATISFACTORY EFFECTIVE EXCEPTIONAL 
• Does not attend caucus or 

professional development 
events on campus; 

• Does not engage in NACADA 
resources; 

• Directs questions to colleagues 
within office rather than 
establishing working 
relationships with campus 
partners such as OTR, other 
advising offices, etc. 

• Participates in all caucus 
meetings and on campus 
professional development; 

• Serves as college 
representative on advising 
committee or workgroup; 

• Attends NACADA regional 
conference 
 

• Takes lead role in Caucus 
Community project that has 
campus-wide impact; 

• Develops and leads 
professional development 
session; 

• Proactively volunteers to 
attend meetings in 
supervisor’s place when they 
are unable – example 
Curriculum Committee, 
Practical Advising 

• Presents at NACADA Annual 
Conference  
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Communication Skills 
Definition: 
• Clearly conveys information and ideas to individuals and groups through a variety of 

communication modes.   
• Practices attentive and active listening, synthesizes information from multiple 

resources and uses it in appropriate contexts.   
• Succeeds in understanding others, is open and skilled in using one's interpersonal 

style to meaningfully interact with others, including empathy, humility, and patience.  
 
The table below provides examples of behaviors at the different levels in the three job function areas: 
 

Advising 
(advises students in matters related to goals, policies, curriculum, etc.; interprets University policies, 
procedures, curriculum; works with others to provide timely information on educational options and 

University policies; assists with orientation; makes appropriate referrals) 
UNSATISFACTORY EFFECTIVE EXCEPTIONAL 

• Verbally attacking students 
when in conflict; 

• Fuels conflict with tone or 
volume or words; 

• Students report advisor is rude 
or rushed; 

• Inability to listen closely to 
student questions or needs; 

• Students often leave the office 
confused; 

• Interrupting/talking over 
others; 

• Neglects giving supervisors 
heads-up about potential 
difficult situations; 

• Failing to communicate 
information back to group 
from meetings; 

• Not responding to students 
email in a timely manner; 

• Using inappropriate tone or 
content in written or verbal 
communication with students 
or colleagues 

• Listens carefully – hears the 
questions students may not 
ask; 

• Presents 
information/options/next 
steps clearly and concisely; 

• Provides the right amount of 
information and does not 
overwhelm the student; 

• Reads others state of mind 
accurately, and responds; 

• Soothes conflict; 
• Responds to email in a timely 

manner; 
• Communicates in way that 

meets office standards for 
messaging; 

• Provides supervisor with 
heads-up of difficult 
situations; 

• Communicates information 
back to group from meetings 
 

• Anticipates and avoids conflict 
by thorough presentation of 
information and sensitive 
communication; 

• Is an active listener;  
• Questions appropriately for 

additional understanding; 
• Delivers constructive criticism 

well and with sensitivity; 
• Effectively analyzes the 

audience and can adapt 
communication to that 
audience; 

• Effectively utilizes campaigns 
for communicating with 
students; 

• Proactively emails students 
with pertinent information to 
avoid problems or take 
advantage of opportunities; 

• Displays information in a 
format that meets students 
where they are; 

• Utilizes multiples forms of 
communication to alert 
students of important 
information 
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Record Management 
(verifies, certifies, completes appropriate student related forms and processes; maintain advising 
records according to law and university regulations; clear for graduation; maintain data security; 

utilize technology to support advising) 
UNSATISFACTORY EFFECTIVE EXCEPTIONAL 

•  Unclear or confusing 
paperwork – curriculum 
completion or graduation, etc.; 

• Poor explanation of core 
requirements or other 
important requirements 
(certification, etc.); 

• Blunt or insensitive 
communication related to 
advising mistakes in 
records/graduation; 

• Regular use of acronyms 
without ensuring others are 
familiar with meaning; 

• Use of unprofessional language 
or writing style in email 
communication or advising 
reports 
 

 
 
 
 
 

• Explains core and other 
requirements clearly and 
succinctly; 

• Graduation checks and other 
paperwork are clear and not 
confusing; 

• Communicates regularly with 
other offices to resolve 
problems or clarify questions; 

• Provides information at 
appropriate times;  

• Does not withhold information 
 

• Sees and communicates issues 
related to records or 
certification in order to avoid 
global issues; 

• Anticipates and communicates 
issues related to degree 
completion – such as course 
offering impacts, curriculum 
change complications, etc.; 

• Defuses conflict easily with 
regard to records and 
accuracy; 

• Provides information about 
rules and policies to parents or 
other outside parties to 
resolve conflict without 
violating FERPA; 

• Uses efficiency in 
communication but provides 
explanation where needed to 
allow all parties to understand 
– must consider all viewpoints 
to do so effectively 
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Professional Impact 
(involved in professional development on campus; develops contacts with departments and faculty; 
participates in professional development at regional/national levels OR demonstration leadership on 
campus; facilitates college/university level advising projects; represents academic unit on University 

committees, Caucus Leadership, and through teaching courses; improvement project within 
college/school; develops goals and objectives for improvement and follows through with plan; 

leadership for campus-wide advising projects; network with other advisors to ensure consistent 
approach to advising 

*YOU ARE ONLY EVALUATING PERFORMANCE OF JOB DUTIES OF EMPLOYEE’S CURRENT LEVEL 
UNLESS YOU ARE DOCUMENTING PERFORMANCE OF JOB DUTIES IN HIGHER LEVELS AS SUPPORT 
FOR PROMOTION  

UNSATISFACTORY EFFECTIVE EXCEPTIONAL 
• Does not share information 

with colleagues or appropriate 
people on campus; 

• Creates conflict within the 
office or on committees; 

• Cannot change 
communication style to match 
the audience; 

• Is inappropriate in written or 
email communication; 

• Says inappropriate things to 
others; 

• Becomes defensive or 
combative in conflict 

 

• Shares information with 
colleagues and appropriate 
others about campus or 
college committees; 

• Asks questions about new 
information to confirm 
understanding; 

• Accurately interprets the 
feelings of others and 
responds appropriately; 

• Handles situations with tact 
and diplomacy 
 

• Effectively argues for advising 
and advisors on university or 
college committees; 

• Demonstrates active listening 
skills; 

• Detects and resolves 
miscommunications between 
others; 

• Uses knowledge of others’ 
opinions and positions to 
create influential 
communication strategies 
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Initiative and Adaptability 
Definition: 

• Effectively adjusts to changes in work processes and environment and alters 
behavior to align with evolving situations.    

• Recognizes and fosters the implementation and acceptance of constructive 
change within the workplace.   

• Consistently demonstrates self-direction and initiative. 
 
The table below provides examples of behaviors at the different levels in the three job function areas: 
 

Advising 
(advises students in matters related to goals, policies, curriculum, etc.; interprets University policies, 
procedures, curriculum; works with others to provide timely information on educational options and 

University policies; assists with orientation; makes appropriate referrals) 
UNSATISFACTORY EFFECTIVE EXCEPTIONAL 

• Is not open to change in 
process or procedure; 

• Consistently blocks others 
ideas; 

• Does not engage in problem 
solving or improvement of 
current process; 

• Continues to engage in old 
process, even after new one is 
approved; 

• Does not change approach 
when needed; 

• Consistently offering 
complaints without possible 
solutions; 

• Does not offer to take lead on 
projects small or large 

• Identifies problems or issues 
with procedures or policies; 

• May suggest methods for 
improvement;  

• Accepts new procedures or 
ideas willingly; 

• Has a positive outlook about 
change – focuses on the 
benefits; 

• Advocates for change; 
• Sometimes acts on ways to 

improve; 
• Finds ways to utilize 

technology to preserve 
resources (financial and time); 

• Looks for ways to take lead on 
projects that match strengths 
and available time 

• Creates inventive solutions to 
problems; 

• Actively engages in problem 
solving with self-direction; 

• Does not rely on others to 
create solutions; 

• Identifies barriers to change; 
• Encourages others to actively 

problem solve; 
• Finds ways to meet students 

where they are to provide 
advising; 

• Is mindful of finding ways to 
best utilize resources to match 
current priorities; 

• Looks for ways to engage 
colleagues in jointly leading 
projects for improvement 
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Record Management 
(verifies, certifies, completes appropriate student related forms and processes; maintain advising 
records according to law and university regulations; clear for graduation; maintain data security; 

utilize technology to support advising) 
UNSATISFACTORY EFFECTIVE EXCEPTIONAL 

•  Graduation check form leads 
to consistent errors, but 
nothing is changed; 

• Refusal to use new advising 
technology (DegreeWorks or 
Advice Assist); 

• Complains continually about 
new certification system for 
athletes and veterans; 

• Fails to include all pertinent 
information in advising 
reports; 

• Uses stock reports for all 
reports that leaves out 
important details 

 
 
 
 
 

• Brings consistent problems or 
issues with procedures to staff 
meeting/supervisor regularly; 

• Willingly engages with new 
processes and suggests 
improvements; 

• Uses new technology in the 
ways according to training; 

• Develops processes that allow 
for effective application of 
repeated practices such as 
writing advising reports, 
sending follow-up emails, etc. 
 

• Brings solutions to problems 
to discussion; 

• Develops proposals of new 
procedures/forms; 

• Discovers new way to use 
technologies; 

• Benchmarks with other 
colleges/universities to 
improve 
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Professional Impact 

(involved in professional development on campus; develops contacts with departments and faculty; 
participates in professional development at regional/national levels OR demonstration leadership on 
campus; facilitates college/university level advising projects; represents academic unit on University 

committees, Caucus Leadership, and through teaching courses; improvement project within 
college/school; develops goals and objectives for improvement and follows through with plan; 

leadership for campus-wide advising projects; network with other advisors to ensure consistent 
approach to advising 

*YOU ARE ONLY EVALUATING PERFORMANCE OF JOB DUTIES OF EMPLOYEE’S CURRENT LEVEL 
UNLESS YOU ARE DOCUMENTING PERFORMANCE OF JOB DUTIES IN HIGHER LEVELS AS SUPPORT 
FOR PROMOTION  

UNSATISFACTORY EFFECTIVE EXCEPTIONAL 
• Is not interested in making 

improvements for the college 
or university; 

• Is not receptive to constructive 
criticism of ideas; 

• Discourages others from 
taking on challenges 

 
 
 
 
 
 
 
 
 
 

• Identifies holes in college 
programs or processes; 

• Helps develop new programs 
to fill gaps; 

• Brings back ideas from caucus 
meetings or conference; 

• Works alone or with others on 
campus for conference 
presentation; 

• Actively participates in Caucus 
Community; 

• Presents at Advisorpalooza; 
• Participates in Cross Campus 

Partners 

•  Alters and/or implements 
ideas from outside meetings 
or conferences; 

• Works with others from 
outside university for 
conference presentation; 

• Develops and implements 
programs to fill holes in 
colleges process or 
programming; 

• Is self-directed in problem 
solving.  Does not wait on 
others; 

• Serves on Caucus Exec; 
• Serves as Caucus Community 

Captain; 
• Proposes new Caucus 

Community to meet campus-
wide objective 
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Inclusion 
Definition: 

• Makes people and their needs a primary focus of action; takes full responsibility 
for fostering productive people relationships.   

• Demonstrates a commitment to inclusion, equity, and diversity in one's work.  
• Collaborates with and involves others with divergent viewpoints, as well as 

diverse people and groups, contributing to an environment that is equitable, 
inclusive, respectful and cooperative.  

 
The table below provides examples of behaviors at the different levels in the three job function areas: 
 

Advising 
(advises students in matters related to goals, policies, curriculum, etc.; interprets University policies, 
procedures, curriculum; works with others to provide timely information on educational options and 

University policies; assists with orientation; makes appropriate referrals) 
UNSATISFACTORY EFFECTIVE EXCEPTIONAL 

• Students report they are not 
treated with respect; 

• Refusal to use the pronoun a 
student prefers; 

• Won’t work with certain 
people in the office or types of 
students; 

• Says demeaning things about 
certain students – racist or 
sexist comments; 

• Lacks awareness of social 
context/makes assumptions; 

• Fails to adjust practice to meet 
needs or students 

 

• Works well with a wide variety 
of students; 

• Respects cultural differences; 
• Seeks opinions of those 

different from them; 
• Finds ways to connect with all 

students to provide equitable 
advising; 

• Follows “platinum rule” = treat 
others how they would like to 
be treated; 

• Seeks ways to create equity 
through referrals and 
information 
 

• Tailors advising to cultural 
differences – asks questions 
that reflect cultural sensitivity; 

• Collaborates with diverse 
others to improve advising 
from many perspectives; 

• Emails information in advance 
to allow for translation or 
research; 

• Tailors advising to meet 
communication and 
accessibility needs of all 
students; 

• Intentionally creates safe 
space for open 
communication of sensitive 
situations; 

• Proactively reaches out to 
students in difficult situations; 

• Attends professional 
development sessions related 
to inclusion and actively 
practices learned strategies  
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Record Management 
(verifies, certifies, completes appropriate student related forms and processes; maintain advising 
records according to law and university regulations; clear for graduation; maintain data security; 

utilize technology to support advising) 
UNSATISFACTORY EFFECTIVE EXCEPTIONAL 

•  Marks folders with stickers to 
identify demographics of 
students; 

• Includes inappropriate remarks 
in notes related to religion, 
gender, race, etc.; 

• Neglects the certification of 
records for certain types of 
students;  

 
 
 
 
 

• Includes appropriate notes 
about students with regard to 
gender pronoun preference or 
cultural concerns that the 
student expresses; 

• Completes paperwork for all 
types of students in a timely 
and efficient fashion; 

• Identifies potential cultural 
barriers in curricula; 

• Uses sensitivity in 
documenting challenges 
related to personal life 
 

• Develops process for easier 
communication of 
requirements for international 
transfers; 

• Includes other offices in 
streamlining of procedures; 

• Ensures that technology in the 
advising process is accessible 
to students with disabilities 
 

 
Professional Impact 

(involved in professional development on campus; develops contacts with departments and faculty; 
participates in professional development at regional/national levels OR demonstration leadership on 
campus; facilitates college/university level advising projects; represents academic unit on University 

committees, Caucus Leadership, and through teaching courses; improvement project within 
college/school; develops goals and objectives for improvement and follows through with plan; 

leadership for campus-wide advising projects; network with other advisors to ensure consistent 
approach to advising 

*YOU ARE ONLY EVALUATING PERFORMANCE OF JOB DUTIES OF EMPLOYEE’S CURRENT LEVEL 
UNLESS YOU ARE DOCUMENTING PERFORMANCE OF JOB DUTIES IN HIGHER LEVELS AS SUPPORT 
FOR PROMOTION  

UNSATISFACTORY EFFECTIVE EXCEPTIONAL 
• Disparages training about 

diverse groups; 
• Unwilling to collaborate with 

others on programming  to 
diversify opinions; 

• Selects committees or student 
groups with little or no 
attention to diversity 
 

 
 

• Values diverse opinions in 
creating programs or 
presentations; 

• Seeks out training on cultural 
differences; 

• Develops good relationships 
with a variety of people across 
campus; 

• Gives credit to others for their 
ideas 
 

•  Encourages others to seek out 
diversity in ideas and input; 

• Pitches in to help others in 
projects; 

• Organizes birthday lunches or 
other ways to acknowledge 
others in the office; 

• Develops programs to support 
diverse students; 

• Looks for opportunities to 
partner with colleagues in 
different offices on projects 
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Professional Integrity 
Definition: 

• Trusted, authentic, self-aware, above reproach.  
• Operates by and adheres to the University's core values and holds other 

accountable for them. Interacts with others in a way that gives confidence in self 
and the organization.  

• Acts in the University's best interests and puts that interest above personal gain 
or unit or office.  

• Works with the limits of authority to achieve goals.  
 
The table below provides examples of behaviors at the different levels in the three job function areas: 
 

Advising 
(advises students in matters related to goals, policies, curriculum, etc.; interprets University policies, 
procedures, curriculum; works with others to provide timely information on educational options and 

University policies; assists with orientation; makes appropriate referrals) 
UNSATISFACTORY EFFECTIVE EXCEPTIONAL 

• Agrees to do something for a 
student and then does not 
follow through; 

• Shares private student 
information; 

• Blames students for own 
advising mistakes; 

• Students do not trust the 
information the advisor gives 
them; 

• Consistently late and 
unprofessional; 

• Does not maintain 
professionally appropriate 
social 
media/relational/boundaries 
with students; 

• Provides incorrect/incomplete 
information to cover up lack of 
knowledge or understanding 

 

• Is honest and kind about 
students’ failures – or chances 
of progressing in a major; 

• Complies with all university 
policies; 

• Keeps confidential information 
confidential; 

• Is on time and professional; 
• Maintains appropriate social 

media/relational/boundaries 
with students; 

• Maintains professional image; 
• Admits when one does not 

have an answer and follows up 
to get the information later; 

• Accurately reports 
achievements and challenges  
 

• Notices when advising issues 
create conflict of interest and 
works to resolve the conflict;  

• Admits mistakes publicly to 
help others avoid the same 
mistakes; 

• Gently reminds others to be 
careful to protect student 
data;  

• Does not engage in public 
conversation about specific 
students; 

• Finds ways to translate 
difficult information in a way 
that is easily understood by 
students and colleagues 
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Record Management 
(verifies, certifies, completes appropriate student related forms and processes; maintain advising 
records according to law and university regulations; clear for graduation; maintain data security; 

utilize technology to support advising) 
UNSATISFACTORY EFFECTIVE EXCEPTIONAL 

•  Does not admit mistakes, or 
tries to cover them up; 

• Knows graduation check form 
is often confusing, but does 
nothing to change it; 

• Does not require appropriate 
permissions before allowing 
exceptions to policy; 

• Destroys records without 
respecting rules for retaining 
Educational Records; 

• Does not follow records 
management processes 
utilized by office instead using 
own methods 

 
 
 
 

• Takes care with folders.  Does 
not allow students to see 
other students’ information; 

• Does not post inappropriately 
to college social media; 

• Makes sure advising notes are 
fact-based and do not include 
opinions about students; 

• Reports mistakes in 
information when found – in 
folders, DW, website, etc.; 

• Upholds FERPA; 
• Reports mistakes to 

supervisor and follows 
through with making 
corrections when needed 

• Creates new process or 
procedure to address common 
mistakes and make them less 
likely; 

• Tactfully addresses issues, 
even if they originate in 
another office; 

• Utilizes down time to review 
records and ensure they are 
up to date and accurate; 

• Utilizes reminders to follow up 
with students about needed 
documentation such as 
transcripts or AP scores 
 

 
Professional Impact 

(involved in professional development on campus; develops contacts with departments and faculty; 
participates in professional development at regional/national levels OR demonstration leadership on 
campus; facilitates college/university level advising projects; represents academic unit on University 

committees, Caucus Leadership, and through teaching courses; improvement project within 
college/school; develops goals and objectives for improvement and follows through with plan; 

leadership for campus-wide advising projects; network with other advisors to ensure consistent 
approach to advising 

*YOU ARE ONLY EVALUATING PERFORMANCE OF JOB DUTIES OF EMPLOYEE’S CURRENT LEVEL 
UNLESS YOU ARE DOCUMENTING PERFORMANCE OF JOB DUTIES IN HIGHER LEVELS AS SUPPORT 
FOR PROMOTION  

UNSATISFACTORY EFFECTIVE EXCEPTIONAL 
• Agrees to help with 

Advisorpalooza, and then does 
not complete tasks; 

• Leads continual gossip in the 
office; 

• Stirs conflict in committee 
work or divulges confidential 
information 
 

 
 

• Is selected by other offices for 
confidential work (task forces; 
search committees; etc.); 

• Represents Auburn and/or the 
college well to outside 
constituencies  
 

• Squelches office gossip firmly 
but gently; 

• Addresses breaches of 
confidence; 

• Does not shy from difficult 
conversations with co-
workers.  Resolves problems 
with honestly and tact. 
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Performance Evaluation Workbook 
 
 The Academic Advising Performance Evaluation Workbook was created to align directly with 
the job duties of Academic Advisors, allowing it to serve as the process for promotion.  This section of 
the manual goes through the Performance Evaluation form section by section guiding you through its 
completion.  
 

 
Employee Information: 
Here the employee’s information is entered.  Portions of this information will transfer to the self-
assessment worksheet within the workbook for the corresponding year.  
• Use the pull down menu to select Current Job Title  
• Human Resources Liaisons can assist with determining the earliest date of promotional 

consideration (Academic Advisor II – minimum 3 years advising experience/2 must be full-time 
advising in higher education, Academic Advisor III – minimum of 5 years advising experience/4 
must be full-time advising in higher education).   
 

 

 
 
 
Job Functions: 
• In the first section, you will find three major job functions - Advising, Record Management, and 

Professional Impact.   
• These are the three major areas assessed (directly from the job description).   
• The employee's performance will be evaluated along the five core value areas (Accountability, 

Communication Skills, Initiative and Adaptability, Inclusion, and Professional Integrity) in each 
major function. 

• Each major function will have 5 scores and an average.  Both the major functions and values are in 
gold-colored boxes on the spreadsheet. 

 

June 1 
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Job Duties: 
• Below the major functions are common tasks associated with each function.   
• These tasks come directly from the Academic Advisor job descriptions, but all may not apply to 

every Academic Advisor.   
• Supervisors use their judgement in deciding which tasks are considered in evaluations.  

(Remember:  Advisors are NOT evaluated on each individual task; only the more global job 
function function.)   

• There is space to add employee-specific tasks under each job function, if needed. 
• The roman numerals in the first column designate which Academic Advisor level (I, II, III) each task 

is an expectation for. 
• The tasks listed in blue are expected/relevant to all levels of Academic Advisors (I, II, III).   
• Tasks in green are specific to level II and III Academic Advisors.   
• Tasks in rust are specific to level III Academic Advisors only.   

• Completion of tasks above an Academic Advisor’s current level should be noted in comments, may 
be used in evaluation, and the accumulation of those tasks effectively and consistently can lead to 
promotion.  Those tasks should NOT be considered as requirements for exemplary ratings for 
Advisors at lower levels. 

 
 

 
 
 

 
 
 
 
 
 
 



36 
 

Supervisor Comments: 
• The white spaces below each function are for supervisor comments about the evaluation.   
• Supervisors are encouraged to be specific and provide examples whenever possible.   
• This provides the opportunity to explain ratings both for behaviors to continue and places to 

improve.   
• This is the heart of the evaluation and is critical as feedback. 
• Supervisor comments are required for ratings of 1, 2, and 5 and are highly encouraged for other 

ratings as well. 
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Sample Comments by Job Function: 
 

Job Functions Excellent Performer Glenda Goodwich 

Advising 
Glenda is an outstanding advisor.  She knows university policy and procedure 
well, and advises students appropriately in all circumstances.  Her work in 
orientation is to be commended in particular.  She has rewritten our 
materials for each orientation (CWE and SOS), and has streamlined and 
clarified the information we present.  Glenda's particular strengths are her 
communication skills with students, her problem solving skills, her ability to 
predict and avoid potential pitfalls in advising, and her integrity.  Glenda 
encourages our office to seek resolutions, rather than simply complaining 
about problems.  She is a cheerleader and role model for her advising 
colleagues in the college and across campus. 
 

Record 
Management 

Glenda's records are always in order and almost entirely without error.  She 
has developed a new graduation check form and procedure to communicate 
requirements and outstanding work to students more effectively.  In the 
extremely rare case that she does make an error, she is quick to admit her 
mistake and works to correct it with the smallest possible impact to the 
student.  In addition, Glenda is particularly adamant about her protection of 
student information.   
 
 

Professional 
Impact 

Supervisor Comments:  Glenda has had a tremendous impact on advising at 
Auburn.  She is currently chair-elect of Caucus and has served on a number of 
committees, including UUAC and Practical Advising.  Glenda's voice is an 
important one in those meetings.  She approaches problems with honestly 
and tact.  She can analyze problems and find creative solutions, often without 
much expense of time or money.  She spearheaded improvements of our 
orientations and our graduation check procedures.  She has presented at the 
national NACADA meeting in the last year, as well as conducted professional 
development sessions here on campus.   
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Sample Comments by Job Function: 
 

Job Functions Unsatisfactory Performer Ima Badhombre 

Advising Ima makes consistent mistakes while advising.  She often give students 
erroneous information.  In addition, her inability to prioritize leads to missing 
deadlines.  While Ima is a good and patient listener in most cases and clear 
and organized in her communication, she has a tendency to attack in conflict 
situations.  Ima shows some initiative in developing forms and processes for 
the office.  However, she has difficulty implementing change when the final 
decision conflicts with her ideas.  Ima does work effectively with different 
groups, and is respectful.  Although she makes mistakes, she is honest in 
admitting them, and does not blame others. 
 
 

Record 
Management 

Ima continues to make consistent errors in graduation checks and 
certification.  With a 50% accuracy rate, her work in this area is unacceptable.  
While her graduation forms are clear and easy to interpret, Ima needs to 
continue to work on her communication of difficult news and the 
management of the conflict with students that can result.  In the remaining 
areas, Ima is working effectively with many different groups; she is taking 
ownership of her mistakes and is showing initiative in creating new methods 
and processes to help her avoid future mistakes 
 
 

Professional 
Impact 

Ima is actively involved with caucus and attends all meetings and the 
professional development opportunities on campus.  She attended and 
presented at the NACADA regional conference as well.  She is meeting faculty 
and other advisors, and knows who to call for issues outside our office.  Ima 
has shown effective communication skills with faculty and resolving issues 
that require other offices.  She has shown significant initiative by already 
presenting at a regional conference.  In addition, she has developed material 
for prospective students that has enhanced our communication with them at 
campus visits and events.  She continues to work well with many different 
groups, and acts with integrity and honestly in all her interactions. 
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Ratings: 
• To complete the form, a rating (1-5) is provided in each major function.   
• As a rating is entered in the functional area, a text box will populate that corresponds to the rating.   
• The ratings will be summarized (averaged) for each function to provide an "Overall" Function score.   
• Additionally, each Core Value will be summarized (averaged) at the end of the evaluation in the 

"Summary Averages" section.   
• You may find that an employee is excelling (or struggling) in one functional area - or have less than 

desirable scores in the Core Values.  This information should help guide the written overall 
summary. 

• Please be aware that if an Academic Advisor is rated 2 or below in any single value, the Summary 
Average of that value will not be higher than a 2. 

 

 
 

 
 
Summary Comments: 
• At the end of the document, supervisors provide summative comments about the Academic 

Advisor’s performance for the course of the year.   
• Evidence of performance about an employee’s current level should be noted here. 
• Performance concerns should also be reiterated here with expectations for improvement from the 

supervisor.   
• Academic Advisors can make comments in response to the evaluation.  

 

 
 
 



40 
 

Sample Comments for Excellent Performer Glenda Goodwhich: 
Glenda is everything you want an advisor to be:  student-centered, solution-focused, energetic, 
creative, honest, tactful, respectful of her colleagues and differing opinions, caring, dedicated, and 
committed to improving advising on every front.  She is active throughout the campus in committee 
work, and professional development designed to improve advising and advisors in all colleges.  Her 
ability to analyze problems and suggest creative solutions has improved functioning of our orientation 
procedures, and she has shared those solutions and successes with other colleges and at national 
conference.  I am confident that Glenda can handle any advising situation accurately and with grace.  
Glenda has completed and excelled in all areas required for promotion, and I will strongly support her 
promotion for the next fiscal year. 
 
Sample Comments for Unsatisfactory Performer Ima Badhombre: 
Ima has significant issues that must be addressed in terms of accuracy and results.  In addition, conflict 
management needs to improve.  Ima does work well with many different groups, is honest in her work, 
and shows initiative in many settings. Ima's concentration on professional development in 
commendable.  However, her interest in outside developmental activities may be impacting her ability 
to focus on improving accuracy and results on everyday tasks.  Re-prioritizing her work will be an 
important step in her improvement. 

 
Signatures: 
Signatures are required for both the approval of the evaluation and that the performance review 
meeting was completed. 
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Rating Consistency 
 
 Elimination of the Career Ladder Committee creates the need for calibration across evaluators.  
Evaluators will participate in this training, prior to completing Performance Evaluations, to ensure 
consistent ratings are applied across supervisors and questions are addressed.  Additionally, 
Performance Evaluation forms will be vetted through Human Resource Liaisons in your college, school, 
or department to identify and address any questions prior to performance evaluation meetings. 
 

Case Study for Supervisors 
 
Poppy Troll 
• Poppy is an Academic Advisor I and has served in this position since April 2015.  She has no advising 

experience prior to this.  She will have three years of advising experience as of April and possesses 
a master’s degree, making her eligible for promotion.   

• Poppy’s greatest strengths are her ability to learn and retain policy quickly and her attention to 
detail.  She has created cheat sheets and reference notebooks that we now use as an entire office.  
Additionally she does not hesitate to ask a question when she cannot find the information in 
provided resources, but first seeks to find the information herself and forge relationships with 
campus partners.   

• Poppy’s greatest challenge has been her social nature and compassion for students, which initially 
led to her advising sessions running over.  She combatted this through attending relevant 
professional development sessions, seeking out print resources, and developing a checklist she 
uses in session to stay on track. 

• Poppy’s advising notes are excellent and she actively attends advisor professional development 
sessions, caucus meetings, and attended the national NACADA conference in 2016 and returned 
with many ideas.  She was accepted to present at the 2017 regional NACADA conference. 

 
Tasks: 
1) Work with a partner to rate Poppy in each core value for the three advising job functions.  Be 

prepared to explain why you chose the rating you did. 
2) Write a sample comment you would include in the Supervisor Comment sections for one of the job 

functions.  When finished, review your partner’s comment and provide feedback. 
3) Would you recommend Poppy for promotion? 
4) Repeat the ratings for an advisor in your office.  What questions/challenges arise?  Discuss with 

your partner. 
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Professional Development Plan 
  
The Professional Develop Plan is used by the supervisor to address several areas:   
 
1) Supervisors may use this section to list job duties necessary for improvement over the course of 

the next year.  Supervisors should label these duties as “mandated.” 
2) Supervisors may also list job duties that will allow the advisor to demonstrate performance at the 

next level to support pursuit of promotion.  These duties are labeled as “recommended.” 
3) Supervisors may use this section to list aspirational goals for the upcoming year, which will support 

pursuit of exceptional performance but are not essential to effective performance.  These duties 
are labeled as “goal.” 
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Academic Advisor Self-Assessment 
 
          The Academic Advisor Self-Assessment worksheet is a place for Academic Advisors to track and 
document professional goals at the individual, school/college, and profession level.   It is the 
responsibility of the Academic Advisor to complete this page and submit it to his/her supervisor by the 
deadline requested.  Supervisors are encouraged to conduct a separate meeting to review goals as to 
maintain the primary focus of the Performance Evaluation session on the employee’s performance in 
the rating year. 
    
          This document will be a record from year-to-year of the Academic Advisor’s accomplishments 
and goals for the following year.   The Academic Advisor should begin by listing accomplishments in 
varied spheres of influence - the individual, school/college, and profession.  They should also complete 
reflections about those accomplishments - in particular with regard to any goals they set last year.  
Have those goals been accomplished?  If not, what were the obstacles?  What impact have those 
accomplishments had?  Finally, goals for the following year should be set. 
 
          This document should be forwarded to the supervisor and discussed in a separate goal-setting 
meeting.  Supervisors should encourage Academic Advisors to set challenging, yet attainable goals.  
This document will not be formally linked to the evaluation process, but will be a valuable process in 
the professional development and path to promotion for the Academic Advisor. 
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Spheres of Influence 
 

 Academic Advisors have an opportunity to make a positive impact on their advising at the 
individual level within their own advising sessions, on academic advising within their 
unit/department/college/school and/or the university at large, and on the profession at large through 
participation in NACADA and other relevant professional organizations through demonstrated 
leadership, publishing, and presenting.  The diagram below helps lay out the spheres of influence and 
where different accomplishments would fall.  This list is not comprehensive or prescriptive; it is only 
meant to provide examples. 
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Sample Self-Assessment 
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Previous Accomplishments 
 

We will be in a transitional period for some time moving from the old form to the Academic 
Advisor Performance Workbook.  Academic Advisors who began in their current job title prior to May 
2016 who will be seeking promotion in the future should use the Previous Accomplishments tab in the 
workbook.  Here they can document accomplishments prior to the current rating year that will support 
their path to promotion.  Supervisors have the right to verify any accomplishments listed and should 
also refer to prior performance evaluations to evaluate past performance in support of promotion.  
Academic Advisors should fill in the academic year in the green row and underneath list 
accomplishments within the varied spheres of influence for each year.  Accomplishments spanning 
multiple years, such participation on a university committee, should be repeated for each applicable 
year. 
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Requesting Promotion 
 

Requests for promotion will be considered on an annual cycle during the performance 
evaluation period.  It is the responsibility of the supervisor to submit all necessary documentation to 
their Human Resources Liaison for the request to be processed.   

 
Who is eligible to promote to Academic Advisor II or III? 

• To be eligible to promote to Academic Advisor II, an advisor must have at minimum: 
o 3 years’ experience with at least 2 years including full-time primary duties of advising in 

higher education 
o A graduate degree may substitute for 2 years’ experience but does not override the 

requirement for 2 years full-time primary duties of advising in higher education 
o Evidence of consistent and effective advisor II activity while serving in current role, 

additional job duties at level II include 
 Leadership role in on-campus professional development and/or participation in 

professional development at regional or national level 
 Facilitation of college and/or university level advising projects 
 Participation on university committees, caucus leadership, and/or teaching courses 

 
• To be eligible to promote to Academic Advisor III, an advisor must have at minimum: 

o 5 years’ experience with at least 4 years including full-time primary duties of advising in 
higher education 

o A graduate degree may substitute for 2 years’ experience but does not override the 
requirement for 4 years full-time primary duties of advising in higher education 

o Evidence of consistent and effective advisor III activity while serving in current role, 
additional job duties at level III include 
 Development of goals and objectives for improvement of the advising unit in 

conjunction with direct supervisor; implementation of plans for improvement of 
advising functions and models within the college 

 Leadership for campus-wide advising projects 
 Networking with other departments and/or colleges and the Office of the Director of 

Advising to ensure a coordinated approach to advising and retention 
  

What does the advisor submit to his/her supervisor for documentation? 

• Completed self-assessment worksheet  
• Any advisor hired prior to May 2016 should also complete the past accomplishments worksheet in 

the Performance Evaluation Workbook to document activity that took place prior to the new 
performance evaluation workbook being established 

• Current Resume/Vita 
• Colleges/schools should set internal deadlines for these materials to be submitted to supervisors 
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What does the supervisor submit to his/her HR Liaison for documentation? 

• Completed Performance Evaluation Workbook with well-documented evidence in comments of 
advisor level II/III activity 

• Current resume/vita 
• Completed HR-34A Request for Position Reclassification 

http://www.auburn.edu/administration/human_resources/forms/hr34a.pdf  
• Materials are due to HR Liaisons in early June – colleges/schools will set internal deadlines 
 

What does the HR Liaison submit to central Human Resources to request the 
reclassification? 

• Printed copy and electronic copy of completed Performance Evaluation Workbook with signatures 
• Printed copy of approved HR-34A Request for Position Reclassification form with signatures 
• Printed copy and electronic copy of pay evaluator with recommended salary 
• Materials are due to central Human Resources in mid-June – exact dates will be announced each 

March/April 
  

How is the new salary calculated? 

• Pay evaluator is used to calculate new salary 
• HR Liaison has access and can run pay evaluator process or consult with central Human Resources 

for assistance 
  

If approved, when is the promotion effective? 

• October 1 
 

 

http://www.auburn.edu/administration/human_resources/forms/hr34a.pdf

