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POSITION DESCRIPTION 

Northwest Outward Bound School changes lives through challenge and discovery. Our students test 

their strengths, challenge their fears, and discover that they are capable of far more than they ever 

thought possible. They learn how to bring out the best in themselves every single day and to apply 

that goodness back to their world. By bringing their Outward Bound experiences back to their 

families, schools and communities, our students are the leaders who will help create the peaceful, 

equitable, and sustainable world we all yearn to have. 

Northwest Outward Bound School was founded in 1965 and facilitates wilderness-based programs in 

Oregon, Washington, and Idaho, and serves urban youth, schools, and partner organizations in the 

Portland metropolitan area. We are committed to the core values of compassion, integrity, 

excellence, inclusion, and diversity, striving to achieve the following outcomes: building character, 

developing leadership skills, and creating an ethic of personal, social and environmental 

responsibility.  

Our administrative team consists of 20 dedicated, fun and supportive leaders spread over three 

locations, a Portland administrative office and base camps in Central Oregon and Northern 

Washington. We also employ phenomenal instructors steeped in youth development, social and 

emotional learning, technical outdoor skills, and expert facilitation. Our Portland office is located in 

the west end of downtown and hosts an inclusive, active, flexible, and results-focused culture.  

We are a family and adventure friendly employer.  

 

Summary 

The Course Advisor is part of a 4 to 5-person Student Services team providing support to incoming 

students and families in all areas of the student-centered experience. The Course Advisor is 

responsible for supporting students through the entire admissions process, providing outstanding 

customer service. Responsibilities may include and are not limited to: managing student paperwork, 

conducting student interviews and initial medical screening, and answering email and phone 

inquiries. 

 

  

Title: Course Advisor 

Reports to: Student Services Director 

Location: Portland, OR 

Status: Non-Exempt 

Salary: $15 – 17/hour, DOE 
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Primary Roles and Responsibilities 

Course Advising 

• Manage daily volume of incoming calls, emails, mail, and faxes from both enrolled and potential 

students.  

• Monitor students throughout the recruitment and admissions process to ensure all students are 

meeting deadlines for forms and payments.  

• Monitor statistics, ages, and gender balances on each course.   

• Maintain consistent contact with every student and/or their parents/guardians/mentors to set 

expectations and prepare students for success on course. 

• Conduct student interviews as part of application approval process. 

• Work closely, while being in different locations, with the National Admissions Office in Asheville, 

NC as well as local NWOBS staff; Executive Director, WA/OR Program Directors, Associate 

Program Directors, Course Directors, and field staff to support student participants and staff. 

• Responsible for processing enrollments, transfers and cancellations in a timely manner.   

• Provide superior customer service to potential and enrolled students, their parents, and 

organizational partners. 

• Answer course inquiries and questions, recruiting potential students who may be forwarded on 

from the National Admissions Office or who come through NWOBS website or general phone 

line. Meet the goals and deadlines established by the Student Services Director and team. 

• Other duties as assigned. 

 

Medical Screening 

• Perform initial assessment of student’s psychological, behavioral, and physical fitness for an 

Outward Bound course using assessment guidelines and screening tools; higher level screening 

will be handed off to senior medical screener for final approval.   

• Follow-up with student, parent, doctor, and/or therapist to assess motivation, and fitness level, 

as well as gather relevant psychological and medical information.   

• Consult with Program Directors, Student Services Director, and Outward Bound consulting 

physicians if additional expertise is needed.   

• Approve or reject applicants in a timely fashion with a high standard of professionalism. 

 

Projects as Assigned 

• Database maintenance and preparation of materials for upcoming season. 

• Website upkeep and further development of Student Services Handbook and Standard Operating 

Procedures. 
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Knowledge and Skills 

• Ability to problem solve, prioritize, and multi-task successfully within consequential tight 

timelines. 

• Very organized with attention to detail. 

• Excellent customer service skills including problem solving, patience, and adaptability to 

accommodate varying personalities. 

• Excellent oral, written, phone, email and interpersonal communication skills. 

• Must have solid computer skills: MS Word, Excel, database, and email experience. Experience 

with Salesforce a plus. 

• Ability to establish rapport with both youth and adults. 

• Ability to work both independently and as a team to meet the goals of NWOBS and the Student 

Services team. 

• Self-starter, strong initiative and ability to work with minimal supervision. 

• Must work well in a team environment and excel under pressure.  

• Associate’s degree or equivalent preferred. Substantial experience may be considered in lieu of 

educational requirement. 

• Familiarity with NWOBS course activities and course areas in Oregon, Idaho, and Washington. 

• Ability to develop positive, productive relationships with students and their families, Outward 

Bound staff, and the Odin Falls and Mazama Basecamps. 

• Familiar with Outward Bound courses and educational philosophy. 

• Outward Bound or other wilderness expeditionary experience (Outward Bound, NOLS multi-day 

course or equivalent) a plus or willing to attend an NWOBS course.  

• Wilderness First Aid or other medical training and certification. 

• Professional or educational background in a medical and/or mental health related field 

beneficial. 

• Experience working with teen populations. 

• We recognize that many transferable skills from other experiences may be relevant and 

encourage the applicant to highlight those in their cover letter and resume. 

 

Hours, Compensation, and Benefits  

• This is a non-exempt, part time position January – September 2020. 

• Anticipated hours are variable:  

▪ Initially this position is scheduled to work 20 hours per week with flexible hours.   

▪ Beginning April 2020, this position will increase to 40 hours per week with specific office 

hours assigned, including possible weekend work, until September where it will decrease to 

25 hours per week again.  

• All positions qualify to participate in our gear discount program and course tuition discounts.  

• Compensation: $15-17/ hour, DOE. 
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To apply, please email a cover letter, resume, and three references in PDF format to 

hiring@nwoutwardbound.org. In your cover letter, please describe the specific skills you possess that 

we require.  

No other emails or phone calls, please. We appreciate all responses, but due to the high volume of 

resumes received, we can only contact those applicants whose qualifications best match the position 

requirements. 

NWOBS recognizes that there are barriers precluding people with marginalized identities (e.g., black, 

indigenous, and people of color, immigrants, refugees, women, genderqueer, trans, people from low income 

communities, rural communities, people with disabilities, and more) from being able to access transformative 

and inclusive educational experiences. These barriers also prevent people from accessing and having inclusive 

and culturally relevant experiences in the outdoors. NWOBS believes it has the responsibility, as an educational 

institution, to dismantle these barriers so that it can fulfill its mission of changing the lives of all who desire a 

quality outdoor education experience, and not just the lives of those with the privilege of being able to access 

NWOBS today. As such, NWOBS aspires to be more reflective of and relevant to the communities in the Pacific 

Northwest, both within its staff and leadership body as well as its student body. 

 

NWOBS is an equal opportunity employer. It is the policy of NWOBS to provide equal employment opportunity in 

accordance with applicable law to all qualified individuals without regard to race, color, creed, religion, age, 

gender, gender identity, sexual orientation, marital status, military status, political opinion, national origin, 

familial status, mental or physical disability, source of income, or any other status protected by federal, state, or 

local law, in all personnel actions 
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