
 
 
Recruitment Number:  10095 
Job Code:   004353 
Job Code Title:   STDT AFFAIRS OFCR 2 
Working Title:   Graduate Counselor  
FLSA:    Non-Exempt  
Appointment:   Career   
 

 
FTE:    100%   
Recruit Type:   External 
Dept Name:   Donald Bren School Of ICS   
Location:   UCI Campus - Irvine   
Schedule:   8-5, M-F  
Salary:    21.54-29.29

 
Job Summary: 
Under the direction of the ICS Student Affairs Director, the incumbent independently performs a full range 
of academic counseling for the Donald Bren School of Information and Computer Sciences MS and PhD 
graduate student population (Computer Science, Informatics, Networked Systems, Software Engineering, 
and Statistics). Responsible for recruitment; admissions; Graduate Visit Day; orientation activities; 
program management; housing; TA Professional Development Program; I20, CPT, and OPT documentation 
management; fellowships; degree certification; academic process and probation; and commencement. 
Interprets University and School policies and procedures pertaining to degree requirements, satisfactory 
progress, deadlines, grade changes, GPA conversions, and exceptions. Utilizes counseling skills to assess 
student needs and refers to campus resources ( International Center, Career Pathways, Disability Services 
Center, Counseling Center, Office of 

Access and Inclusion, Graduate Division, Registrar's Office, etc.). Works collaboratively with faculty, staff, 
and other campus departments on issues related to the ICS graduate student population. 
 
Some attendance is required at evening and weekend events. 
 
Job Description: 
Job Essential Function 1 
Percent of Time: 50% 
 
Program Administration: 
 
Provide comprehensive oversight for graduate student affairs. 
 
Responsible for and provides year-round recruitment initiatives and events scheduled for the ICS graduate 
programs. Serve as a representative to prospective students in person, email, and over the phone. 
Collaborate with the Office of Access and Inclusion. 
 
Manage the ICS SLATE admissions database. Evaluate transcripts, analyze domestic and international GPAs, 
make recommendations to admissions committees. Provide accurate, timely information on the 
admissions processes and application status to committees and students. Ensure that all candidates meet 
admission requirements prior to committee review. Process 3500+ admits, denials, and deferrals. Analyze 
trends and identify factors that do not lead to applicant admission. Train faculty and staff on SLATE 
database, and create specialized faculty adhoc queries when needed. 
 
Responsible for determining and evaluating documents necessary for incoming foreign students' I20 
documentation, including official proof of funding. Authority to approve visa extensions, CPT, and OPT 
petitions. Develop and lead CPT/OPT workshops. 
 
Management of internal and external fellowships. Project management requiring internal and external 
coordination (with all three ICS department Vice Chairs, External Relations, Donors, Graduate Division, and 



outside entities). Establishes internal application procedures, develops application portal, expert on 
eligibility requirements for each, 
analyzes trends of applications, and makes recommendations for finalists. Must employ high level, 
high touch strategies to obtain Department goals. 
 
Manage quarterly probation of all ICS graduate students. Determine when probationary status is 
warranted, alert Director, Chairs, and Associate Dean of exceptional cases. Notify students and advisors of 
probationary status, recommend completion plans, and document progress. Develop customized academic 
plans with individual students designed to optimize their chances for academic success. 
 
Manage TA application system and TA eligibility. Recommend and execute system improvements. Alert 
department managers of exceptional cases. As ICS TAPDP Liaison, responsible for ensuring all ICS TAs have 
meet Senate requirements. 
 
Manage grade changes, transfer and waiver petitions, general petitions, enrollment exceptions, leaves of 
absences, advancement to candidacy, and degree certifications. Explain Senate, University, and ICS policy 
to students, faculty, and staff, including areas where exceptions can be made. Discuss non-routine requests 
with Director, Vice Chairs, and Associate Dean, make recommendations based on analysis of individual 
cases. 
 
Authorize part-time study petition, cancellation/withdrawal, and re-admission requests in 
compliance with Academic Senate and departmental regulations and directives. 
 
Review and sign selected routine and non-routine petitions and University related forms on behalf of the 
Associate Dean. 
 
Develop and manage Graduate Orientation, and ICS Commencement ceremonies. Serve as ICS Graduate 
Student Housing Liaison. 
 
Manage content for graduate webpages. 
 
Special assignments and projects related to ICS Student Affairs may be assigned. 
 
Job Essential Function 2 
Percent of Time: 50% 
 
Academic Advising: 
 
Manages the functions and daily advising of graduate students for all ICS programs. Perform a full range of 
complex academic advising duties, providing advice and counsel to a diverse population of prospective and 
current students. Provide information regarding the University's graduate programs, policies, procedures, 
and resources to an audience which includes students, faculty, staff, and the general public. 
 
Advise prospective students regarding 10 ICS MS and PhD programs. Explains admissions process and 
timelines. Assess individual backgrounds, and make recommendations for deficiencies. 
 
Assess graduate student applications. Advise on required examinations. Analyze and evaluate 
transcripts. Advise incoming international students of SEVIS regulations and documentation necessary 
for Federal compliance.  International student liaison. 
 
Advise prospective and current students on issues related to financial aid, fellowship and employment 
opportunities, and housing options. Facilitate contact with faculty in similar areas of research interest for 
future opportunities. 



 
Independently provides high level advising on registration procedures for current students. Make 
recommendations regarding course load and progression towards satisfactory progress based on in-depth 
discussions of program requirements, course requirements, exams, and previous University coursework. 
Manage enrollment exceptions by keeping students apprised of course expansions/cancellations, 
deadlines, procedures, and requirements. Authority to approve exceptions. 
 

Advise students and faculty on the process, procedures, and requirements for waiving, 
substituting, or transferring coursework into the program. Analyze complex situations, advise 
alternative coursework to meet program requirements. Advise students of the petition process. 
Authority to grant exceptions in some cases. 

 
Advise students on academic probation, identifying areas of difficulty, effects of personal circumstances, 
and develop plans for returning to satisfactory standing. Meet with students at a higher level of risk to 
explain terms and process of disqualification. Develop customized academic contracts for program 
continuation/program exit, outlining all steps in the completion/dismissal process. Authority to places 
holds when necessary. 

 
Analyze all information and circumstances related to complicated academic counseling situations. 
Provide limited crisis intervention for students experiencing acute academic and/or personal difficulties 
and make referrals to appropriate campus resources (Counseling Center, Campus Social Workers Office, 
Career Pathways, International Center, OEOD, Ombudsman, Disability Services Center, etc.). Advise 
students interested in taking a leave of absence of the requirements, procedures, and consequences of 
such action. 

 
 
Skills, Knowledge and Abilities: 
 
Required: 
 
BA/BS with 2-5 years experience. 
 
Demonstrated ability to communicate effectively with a broad range of individuals including students, 
faculty, administrators, and the general public. Must be able to positively and constructively 
communicate and interact with others at work. Strong communication and interpersonal skills. 
 
Knowledge and skills in academic counseling techniques and practices. 
 
Ability to maintain confidentiality, tack, and discretion in completing all responsibilities and duties 
associated with the position while demonstrating flexibility and patience. 
 
Ability to analyze situations, define problems and objectives, formulate logical conclusions, and 
recognize alternative solutions and their implications, and initiate plan of action. 
 
Skill in planning and organizing a wide variety of detailed tasks while maintaining flexibility in 
accomplishing unit goals, especially when faced with frequent interruptions. 
 
Ability to work evenings and weekends for special events. 
 
Knowledge of the Bren School of Information and Computer Sciences degree 



programs. Knowledge of ICS and UCI graduate admission requirements. 

Knowledge of SEVIS policies and procedures. 
      
 
Please apply via the link below:  
https://careersucirvine.ttcportals.com/jobs/5501753-graduate-counselor 


