Cal Poly Humboldt Sponsored Programs Foundation
Job Announcement
This is not a state position


Job Title: Transfer Coordinator & Pathway Facilitator (SSP III Equivalent) - Academic Advising

Wage: $33/hr, Full-time, non-exempt, benefit eligible position. 

Project Name: K-16 REDWOOD INITIATIVE

Supervisor: Director of Academic Advising, Cal Poly Humboldt (federally funded grant position; non-stateside)
Overview: The Transfer Coordinator & Pathway Facilitator will play a crucial role in supporting students from local high schools and community colleges as they navigate their transfer to Cal Poly Humboldt or another four-year granting institution. This position is dedicated to ensuring seamless transitions for students in the Redwood Region, focusing on transfer needs, dual enrollment, concurrent enrollment, and Credit for Prior Learning (CPL). Additionally, the facilitator will collaborate with faculty advisors and the Academic Advising Center to guide students through course selection, articulation processes, and connection to campus resources. This position will work in collaboration with related personnel in admissions and records to enhance our services and support for incoming transfer students. 
Key Responsibilities:
· Provide advising to community college and high school students in the Redwood Region area on credit transfer, dual enrollment, concurrent enrollment, and CPL strategies.
· Guide students through the transfer process between institutions, ensuring they maximize transferable credits to avoid delays in their academic progress.
· Assist transfer students at Cal Poly Humboldt with course selection, articulation agreements, and identifying campus resources.
· Advise students pursuing pathways in healthcare and educational professions.
· Support students transferring to Cal Poly Humboldt from California Community Colleges through the Transfer Success Pathway.
· Collaborate with department chairs and transfer advising personnel to coordinate resources, programming, and support for incoming transfer students and those planning to transfer.
· Work closely with the Curriculum Office and the Office of the Registrar to understand and advise on Associate Degree for Transfer (ADT) agreements.
· Stay informed on transfer policies, articulation agreements, and educational pathways.
· Participate in professional development opportunities to continually enhance advising skills and knowledge.
· Utilize administrative advising tools used within both Community Colleges and CSU systems.
· Have a up-to-date understanding of the CSU Transfer Success Pathway
· Perform other duties as assigned.
Qualifications:
· Bachelor's degree in any field.
· Experience in education, particularly in higher education advising.
· Commitment to promoting diversity, equity, and inclusion among pre-health students.
· Familiarity with transfer credit processes.
· Willingness to travel throughout Humboldt, Del Norte, Mendocino, and Lake counties.
· Strong interpersonal and communication skills.
· Ability to work independently and as part of a team.
· Organizational skills and attention to detail.
· Ability to work with a range of students 
Preferred Qualifications:
· Master’s degree (preferred).
· Experience in academic advising at the High School, Community College, or University level.
· Knowledge related to supporting students in transition from High School, Community College and University including - dual enrollment, transfer requirements, and concurrent enrollment. 
· Knowledge of PeopleSoft, DARS and degree planners.
· Knowledge of educational pathways. 
Application Instructions: To apply submit 1) Resume, 2) Cover Letter, 3) three professional
References, along with 4) the  SPF Self-Identification Form for Job Applicants to Aubrey Emmons at
age16@humboldt.edu

Application Review Date: Initial review 11/29/24; position open until filled

Cal Poly Humboldt Sponsored Programs Foundation is an Equal Opportunity/Affirmative Action Employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, age, sex including sexual orientation and gender identity, national origin, disability, protected Veteran Status, or any other legally protected status. More information about Cal Poly Humboldt SPF’s Equal Employment Opportunity hiring can be found here. 
SPF adheres to the policy of employment at will, which permits the employer or the employee to end the employment relationship at any time, for any reason, with or without cause or notice as permissible by law.  No SPF representative other than the Executive Director may modify at-will status and/or provide any special arrangement concerning terms or conditions of employment in an individual case or generally and any such modification must be in a signed writing.
Maintaining eligibility to work in the United States is a condition of employment. Cal Poly Humboldt Sponsored Programs Foundation does not sponsor visas for staff, management, or temporary positions.
For assistance with the application process, please submit an Accommodation Request Form, which can be found here or contact ADA Coordinator at 707.826.3626 or confidential fax at 707.826.3625. For more information regarding accommodation, you may also visit the Cal Poly Humboldt Human Resources website at https://disability.humboldt.edu/.  Individuals in need of a telecommunications relay service may contact the California Relay Service at 877.735.2929 TTY.  
A background check (including a criminal records check) must be completed satisfactorily before any candidate can be offered this position within Cal Poly Humboldt SPF. Failure to satisfactorily complete the background check may affect the application status of applicants or continued employment of current Humboldt SPF employees who apply for this position.




