
 
 
 

Job Opening 
 
College Success Advisor - Peninsula Bridge 
Location:  San Mateo and Palo Alto, CA 
Start Date: May 1, 2019  
 
About the Organization 

Peninsula Bridge closes the achievement gap and provides access to higher education for high-achieving, 
underserved youth by providing support from middle school through college graduation. Our expanded 
year-round program and 12-year commitment prepares students for success on the college track. 
Peninsula Bridge serves 650 motivated low-income youth from San Mateo to Mountain View with 
academic, college, career and social-emotional support. The College Success Program is currently 
supporting 18 college students and will be adding a class of 27 students in the Fall of 2019. The program 
is being developed to offer personalized advising and tracking support for college students. It provides 
academic and college and financial aid planning support to students and their families. Students receive 
academic advising, mentoring, tutoring and workshops on college success and career readiness.  
 
The College Success Advisor position involves both hands-on advising of current college students and the 
opportunity to help develop and shape our programming as we grow.  
 
Duties and Responsibilities 
The College Success Advisor reports to the Director of College Programs and will be responsible for 1:1 
advising a caseload of 25-40 college students and their families from college enrollment to college 
completion, ensuring students graduate ready for a career. 
 
In addition, the College Success Advisor will: 

● Lead key information sessions and workshops during summer and winter breaks around the 
college enrollment process and financial aid, college success, and career readiness. 

● Lead in-person meetings with students and families during winter and summer breaks.  
● Check-in with students through phone calls/messaging/email/skype on a weekly or bi-weekly 

schedule depending on the students needs. Visit students on campuses as needed. 
● Identify areas of strength and areas of growth for college students.  
● Provide social and emotional learning support for students as needed. Collaborate with our 

licensed therapist to ensure students are receiving all necessary mental health support.  

● Identify potential problems and/or opportunities and implement interventions when 
necessary to ensure student success. This may include direct intervention with students, 

counselors, residential advisors, or outside community resources, etc. 

● Document and record students' needs for services, which can include: verification of household 
income, citizenship classification, first generation status, and qualification for disability programs 
and resources. 

● Support student with annual FAFSA application completion and verification process to ensure 
student has completed all financial aid requirements.  



● Track report cards/transcripts, current contact information, and course selection for all 
assigned students. 

● Maintain an updated database of support programs and contacts at 2-year, 4-year and 
community colleges. Stay informed regarding UC, CSU and selective private college 
low-income/First Generation support programs and resources.  

● Collaborate with counseling/admissions/First Gen program professionals at the colleges 
attended by Peninsula Bridge students to support development of college partnerships. 

● Co-plan, create,  and execute calendar-year of college cohort events and interactions. 
● Partner with parents throughout the college process, to ensure successful student outcomes by 

providing information and support. 
● Support the creation of the annual Cohort Academic Report. Analyze data and report outcomes 

to the Peninsula Bridge management and Board of Directors 
● Develop the expertise needed to support low-income, first-generation students and their 

parent(s)/guardian(s) through the college completion process. 
● Travel to conferences and visit college success staff and students at colleges in order to stay 

current in the field and develop and maintain professional relationships. Willingness to pursue 
professional development opportunities to strengthen college success advising skills and 
knowledge. 

● Work evenings and weekends when necessary 
 
Skills and Knowledge 

● In-depth understanding of California public and private colleges as well as highly selective 
colleges across the U.S., especially those that offer excellent need-based financial aid and strong 
first-generation student support programs. 

● Have comfort and confidence in working with first-generation college students. Comfort 
discussing issues of race and class, as well as an understanding of the obstacles and conditions 
of at-risk urban youth. 

● Have experience in counseling, coaching and/or mentoring children and young adults, and 
relating to students of various ages, ethnic background, and abilities. 

● Have experience with the college admissions and the financial aid process; including an 
understanding of requirements, forms, and college opportunity programs 

● Ability to organize and complete multiple tasks simultaneously with close attention to detail and 
strong ability to prioritize to meet various deadlines. 

● Strong written and oral communication skills, including the ability to write clearly and 
persuasively in support of students. 

● Strong networking, presentation, communication, influencing skills. 
● Ability to thrive in a fast-paced, entrepreneurial environment; flexible, able to work 

autonomously as well as take direction as needed. 
● Possesses maturity, humility, strong work ethic, sense of humor, and 

“roll-up-my-sleeves”attitude. 
●  Willingness to serve as a “team player” and implement program-wide discipline and culture 

systems. 
 
Qualifications 

● Bachelor’s Degree required. 
● Fluency in Spanish highly desired. 

● Knowledge of two-year and four-year and community college systems is strongly preferred. 



● Because the College Success Advisor will work with first-generation college students, he or 

she must possess exceptional patience, understanding and have strong listening skills. In 

addition, must be able to respond appropriately to stressful situations. 

● Reliable transportation to get around to meetings, college visits, and necessary work-related 
local travel a requirement. 

● Familiarity with Google Suite. 
 
Application Information   

This is an hourly full-time position (40 hours per week), based in Peninsula Bridge’s San Mateo Office                 
and Palo Alto College Counseling Center. The position will occasionally require travel outside of the area                
and attendance at meetings or events outside of regular office hours.  

Peninsula Bridge provides competitive compensation, based on experience. Peninsula Bridge is an equal 
opportunity employer.  

To Apply: Submit an email with a cover letter and resume to: rene@peninsulabridge.org. You will 
receive verification of receipt of your resume. Please specify in your cover letter how you learned 
about this position.  

 

mailto:rene@peninsulabridge.org

