Advisor Handbook

This handbook can be used as a reference and checklist to monitor student’s success.  It can also be used as a reference to services on campus where a student may find other sources of help.

Student’s Name __________________________________ POE_____________________________ Projected Graduation Date _____

	FRESHMAN YEAR

What are your plans for employment or graduate school immediately after finishing at Juniata?
	

	“Eagle Track” Statements for FRESHMEN
	Possible Course/s of Action and/or Where to Find Help
	Notes

	FALL SEMESTER

        Adjust to college life; seek to balance 

        academic, campus and personal life.

        Complete a self-assessment activity, like 

        SIGI+ or the Campbell Interest and Skill 

        Survey Instrument available in Career 

        Services to confirm your POE.

        If undecided about a POE, take the 1 

        credit course Career Planning course 

        offered by Career Services.

        Attend Club Fest during Lobsterfest to 

        learn about what student organizations 

        are available on campus.

        Work at getting good grades.

        Develop an initial curriculum plan 

        including an internship.
	· Participation in programs/events sponsored by Residence Life, JAB, and/or other clubs.

· Assistance available from student’s RA, RD, Career Services, or the Health and Wellness Center.

· Encourage the student to use the Pathfinder to facilitate organization/discipline in maintenance of his/her studies.

· Determine if joining a study group to maintain good grades is sufficient or if tutoring is warranted.
	

	SPRING SEMESTER

        Assess grades form the first semester.

        Are support services being utilized?

        Suggest student join a campus 

        organization and a chapter of a 

        professional organization to assist in 

        developing interpersonal skills.

        What are the students plans for the 

        summer? Are they career related?

        Has student completed initial POE? The 

        initial POE is due in March.
	· If student needs help in understanding how to adjust his/her study habits suggest a consultation with Academic Support Services.

· Initial POE forms can be found on the Juniata WEB page. Contact the Registrar for more information on how to access these forms.
	


	SOPHOMORE YEAR 

Have your plans changed regarding employment or graduate school immediately after finishing at Juniata?



	

	“Eagle Track” Statements for SOPHOMORES
	Possible Course/s of Action and/or Where to Find Help
	Notes

	FALL SEMESTER

        Is student participating in activities 

        and events sponsored by campus 

        organizations.  

        Is student seeking out opportunities 

        that will allow him/her to develop 

        written and verbal communication 

        skills?

        Is student thinking of an internship 

        experience? What has s/he done 

        towards getting one?

        Is student thinking of studying  

        abroad?  Is student prepared for study 

        abroad (up to date on course requirements;

        meeting GPA standards)? What has

        student done in terms of research

        concerning exchange possibilities?

        Is student developing a broad 

        background of skills related to his/her 

        career interests?

        Reevaluate curriculum plan with 

        student.

       
	· Determine with student what   

       additional steps should be taken in   

       the next academic year to ensure

       progress toward goals. Help student 

       determine an effective academic 

       plan.

· Visit the Career Services Office.  Write resumé and review it.

· Contact Jarmila Polte at the   

        International Programs Office. 

        Attend study abroad fairs.


	

	SPRING SEMESTER

        Student should consider an internship, 

        summer job or volunteer position in 

        order to test his/her career field.

        Is student considering summer school?

        Is student progressing sufficiently 

        towards  his/her career goals?

        Has student applied for study abroad? 

        Has the student completed his/her 

        Sophomore POE?  Sophomore POE’s 

        are due at the end of March.


	· Advise student as to what options  are available to them for additional training in their career field.

· Assist student in realistically evaluating their goals.

· Applications are available in the International Programs Office.

· POE forms can be accessed on the Juniata WEB page. Contact the registrar for more information on how to access these forms.
	


	JUNIOR YEAR 

Have your plans changed regarding employment or graduate school immediately after finishing at Juniata?
	

	“Eagle Track” Statements for 

JUNIORS
	Possible Course/s of Action and/or Where to Find Help
	Notes

	FALL SEMESTER

        Discuss the career choices that will 

        be available to the student after 

        graduation. Help student decide on 

        his/her first and second choices 

        (grad/professional school, 

        employment, internship, other).

        Has student continued to participate     

        in guest lectures, special events, 

        career fairs and student conferences?

        Is student seeking out leadership 

        opportunities in coursework, activities   

        and career related positions?

        Suggest student obtain career-related 

        experience; intern, summer job, summer

        research, and/or volunteer activities.
	(   If appropriate, encourage students to  

     take increasingly more challenging   

     academic responsibilities.

(   Encourage students to attend  

     workshops held by Career Services.


	

	GRAD TRACK

        Has student begun to prepare for 

        graduate/professional school admission

        examinations (GRE, GMAT, LSAT).

        Plan and schedule when student can 

        visit grad/professional schools of 

        interest or businesses which employ 

        those with his/her training background.
	(   Career Services offers workshops on 

     selecting and applying to grad/ 

     professional schools and writing   

     personal statements and essays.

(   Information, application booklets, 

     and computerized and hard copy

     practice tests are available from

     Career Services.

(   The Law School and Health    

     Professions Committees annually

     offer workshops and assistance to   

     students preparing for grad/

     professional school admissions tests.

(  Assist student in understanding when

    to visit grad/professional schools

    or refer them to Career Services.
	

	JOB TRACK
        Is student developing  career search 

        skills: resume and cover letter 

        writing, interviewing, developing 

        personal statements, etc.? 

        Is students’ resume updated?

        Is student attending job/career fairs 

        both on and off campus to make 

        contacts and learn more about 

        employing organizations?
	(   Assistance is available from Career 

     Services. Meet with the professional

     staff of Career Services.

(   Numerous fairs are held annually  

     and advertised by  Career Services.

     Encourage students to check which 

     events are appropriate for them.
	

	SENIOR YEAR 

Have your plans changed regarding employment or graduate school immediately after finishing at Juniata?
	

	“Eagle Track” Statements for 

SENIORS
	Possible Course/s of Action and/or Where to Find Help
	Notes

	FALL SEMESTER
        Has student applied for graduation?

        Has the student completed his/her Senior 

        POE? Senior POE’s are due in November.

        Has student registered with Career   

        Services? Have they established a 

        credential file? Are they familiar with the 

        services and how they can utilize them?

        Has student requested recommenders to 

        write references in their behalf? Have they

        presented their references with their 

        updated resume ?

        Has student been practicing interviewing 

        skills by preparing to discuss his/her 

        experiences and skills, abilities, strengths

        and weaknesses?

        Has student developed a contingency plan 

        in case his/her immediate career or grad/    

        professional school plans are not realized?
	· POE forms are available on the  Juniata WEB page. Contact the registrar for more information on how to access these forms.

· Forms are available from Career Services.

· Encourage students to participate in a video taped Mock interview.  Students can schedule mock interviews through Career Services and discuss their interviewing strengths and weaknesses. 
	

	JOB TRACK

        Has student finalized his/her resume    

        and/or converted it to a curriculum vita;  

        and prepared general cover letters?

        Has student developed and implemented a 

        job search plan?  Has student researched

        possible employers; geographic areas; and

        identified career search targets?

        Is student participating in job fairs, both 

        on and off campus?
	· Assistance is available from Career Services.

· Encourage students to develop concrete steps and timelines towards meeting their career goals. 

· Encourage students to interview with a wide variety of employers both on and off campus.
	

	GRAD TRACK

        Has student completed his/her applications   

        for grad/professional school. Has student  

        taken required admission exams and 

        written personal statements and essays? 
	
	

	SPRING SEMESTER

        Encourage student to continue to research 

        possible employers and add them to 

        his/her employer file.
        Encourage student to seek assistance if  

        needed in negotiating job or grad school 

        offers; they should discuss it with you 

        and/or Career Services.
	· Encourage students to notify Career Services when they have accepted an offer for a job or graduate school. Or notify the Career Services in their behalf at 641-3350.
	


