
 
 
 

Upward Bound Academic Counselor/Tutor 
Job Description 

 
 
  

DIVISION/DEPARTMENT: Upward Bound DATE TO BE FILLED: Immediately 
SALARY: Commensurate with Experience 
SUMMARY 

The Academic Coordinator research, designs, and implements afterschool programming, college access workshops, 
service-learning opportunities, and curriculum design for the six-week Summer Academy, generally defined in the 
funded Upward Bound (UB) proposal. This position is responsible for the supervision of summer staff and student 
employees. The position requires the candidate to possess (or be able to quickly obtain) a current Mississippi driver’s 
license and access to a vehicle; during the academic year, the academic coordinator will drive to target schools located 
in Holly Springs, MS.  

REQUIRED SKILLS, ABILITIES, AND RESPONSIBILITIES 
• Ability to work with individual and groups of students from diverse academic, cultural, and socio-economic 

backgrounds 
• Ability to assist the teacher, staff, and the partnership with the target schools 
• Ability to work independently and to respond flexibly to changing events 
• Ability to assist in improving the program enhancement and communication through advertisement and social 

media 
• Ability to develop and bring to completion multiple assignments concurrently 
• Ability to analyze data and other information utilizing and maintaining spreadsheets and databases 
• Assist the Project Director with strategic planning, program management and operations 
• To lead, direct, and provide oversight in development and delivery of educational programming and external 

communications. 
• Implement all activities related to the identification, recruitment, selection, assessment, and advisement of 

Program participants each year; 
• To conduct academic needs assessment and develop student educational plans; 
• To assist the Manager with coordinating special events, including college tours, field trips, educational, and 

social issue workshops; 
• To assist the Manager with interviewing, hiring, training and supervising Faculty, Residential Staff, and Program 

Assistants/Tutors; 
• To develop workshops and provide information related to personal development, motivational, college 

admission requirements, scholarship opportunities, and the financial aid application process (in individual and 
group settings) to participants and their parent(s)/guardian(s); 

• To maintain accurate, confidential, and well-documented participant files in accordance with federal guidelines 
and Upward Bound policies and procedures; 

• To assist the Director in building partnerships with Target School Staff, Administrators, and the Community to 
brand Upward Bound and provide opportunities for students 

• To participate in the research and preparation of performance reports, evaluation, and assessments for internal 
use, the U.S Department of Education, Rust College, and other Program constituents; 

• To maintain and develop strong school and community presence by visiting and implementing programs at 
target schools, community-based organizations, and other off-campus sites; 

• To assist the Director in preparing on-line requisitions for goods and services as needed; 
• To be available to chaperone college tours and field trips including out-of-state and overnight; 
• To adhere to all General Policies for TRIO Staff as outlined for the current year. 



QUALIFICATIONS 
• Bachelors degree.  Area of study: Educational Administration or related field.
• Minimum one to three years of work-related experience.
• Analytical skills with an in-depth knowledge of information systems and technical expertise with Microsoft

operating systems, Access, Excel, PowerPoint, Word, Outlook/email, and Internet end-user applications.
• Minimum two years’ experience working with low-income, first-generation, or disadvantaged students.

Experience and/or training in student assessment, career development, academic advisement and guidance, and
educational planning and advisement.

• Ability to work effectively with students, parents, community organizations, school personnel and members of
the community.

• Good written and oral communications skills with preference given to individuals who are fluent in languages
other than English.

• Experience in facilitating workshops for students, parents and community members.
• Preference will be given to those candidates whose experience and/or background are similar to the target

population.
• Experience with Ellucian software. (Colleague and/or Banner)
• Proven record increasing enrollment for specific target audience.
• Understanding of higher education and ability to articulate the university’s mission.
• Must have valid driver’s license

SPECIAL INFORMATION 
The Federal Government requires that every individual hired since May 31, 1987, complete the I-9. This requirement is in 
response to the Immigration Reform and Control Act of 1986. Form I-9 has been developed to verify that persons are 
eligible to work in the United States. 
ABOUT US 
Rust College is a historically black college located in Holly Springs, Mississippi. Rust is a private, coeducational, four-
year, residential, comprehensive Liberal Arts institution, affiliated with the United Methodist Church. Founded in 1866, 
the college faculty, staff and students are comprised of diverse, social, cultural, ethnic, racial, and national backgrounds. 
The college is located 35 miles east of Memphis, TN with forty-seven buildings on a one hundred twenty-six-acre 
campus.  Often referred to as the "citadel on the hill", the campus and historic town provide the perfect backdrop for 
fulfillment of the mission to equip and inspire students for excellence and service in their communities and throughout 
the world. 

RUST COLLEGE IS AN EQUAL OPPORTUNITY\AFFIRMATIVE ACTION EMPLOYER 
TO APPLY 
Persons interested in the above position should submit a resume along with a letter of interest, unofficial 
transcript(s), and three references to: careers@rustcollege.edu 

Shonika Nixon, HR Manager 
Rust College 
150 Rust Avenue 
Holly Springs, MS 38635 
Closing Date:   Posting Date: 
Open Until Filled  09/2026 

mailto:careers@rustcollege.edu



