


POSITION DESCRIPTION	


	Position Title:
	Graduate Assistant
	Job Code:
	

	
	
	
	

	Division/Department:
	Dean of Students Office (DSO)
	Classification:
	



Summary

The Graduate Assistant (GA) for the Dean of Students Office (DSO) is a valued team member within the DSO. The GA is primarily responsible for engaging with students through student meetings involving student conduct, CARE services, and special projects and events coordinated by the Dean of Students. 

The GA will have an opportunity to connect theory to practice by meeting with students one-on-one, facilitating restorative meetings, attending regular staff and CARE Team meetings, participating in outreach activities, and facilitating a wide variety of presentations and trainings to various campus stakeholders. 

TERMS
This 10-month GA position must work 20 hours per week and will be supervised by the Director of Student Conduct & Conflict Resolution. The start date for the 10-month contract is July 31, 2024, with an end date of May 31, 2025.	Comment by Jeffrey Potteiger: This should be included in a section titled Terms.

Renumeration includes 21 credits per year (9 fall, 9 winter, 3 spring/summer for the first year of the contract.)

Compensation will be through a stipend total of $13,000 annually which will be allocated as $6,500 per semester.

PRIMARY DUTIES	Comment by Jeffrey Potteiger: Each responsibility needs a percentage effort, with a total of 100%.
1. Receive and review allegations of student misconduct, academic misconduct, organizational misconduct, CARE concerns. 5%
2. Conduct administrative conferences with students who are alleged to have violated the Student Code: The Anchor of Student Rights and Responsibilities.  10%
3. Conduct CARE meetings with students referred for support. 10%
4. Help with logistical support for new student orientation, convocation, commencement, and other campus events 10%
5. Maintain and manage case records in the Maxient student case manager system. 15%
6. Attend DSO staff meetings and one-on-one meetings as scheduled. 25%
7. Assist in informing campus stakeholders on university conduct policies and CARE Services. 5%
8. Assist in the creation, coordination, and facilitation of educational and restorative practices, programs, and materials. 10%
9. Performs other duties as required/assigned by the Director of OSCCR or their designee. 10%

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED
· Enrolled in a graduate program, preferably the College Student Affairs Leadership (CSAL) program
· Able to effectively listen and communicate, both verbally and in writing
· Able to manage and respect sensitive and confidential student information
· Able to pay attention to details
· Able to manage multiple projects and tasks while working independently
· Able to work with campus stakeholders from diverse backgrounds and perspectives
· Must be eager to learn, possess a positive attitude, committed to the restorative justice philosophy

LEARNING OUTCOMES
· Develop knowledge of restorative practices and experience with GVSU’s student conduct and conflict resolution process
· Assist students in finding resources through advocacy and connection efforts
· Project management experience
· Enhance facilitation and presentation skills
· Improve listening, communication, reasoning, negotiating, problem-solving, and decision-making skills

WORKING CONDITIONS	Comment by Jeffrey Potteiger: Information for the following is needed: Work Station, Orientation, Selection Process, Supervisor contact information.	Comment by Sheri DeVries: Orientation section should also include information about the Graduate School's mandatory New GA Orientation held each semester before the start of classes. 
Incumbent will report to the Director of the Office of Student Conduct and Conflict Resolution Ben Witt. Contact email is wittbe@gvsu.edu.

Normal office environment with dedicated work space provided in Student Services Building. Some travel may be required.

Selection will be conducted in conjunction with the CSAL graduate assistant process during the Winter semester. 

Will attend the Graduate School's mandatory New GA Orientation held each semester before the start of classes.

Physical Demands: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed are representative of the knowledge, skill and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The information contained in this job description is for compliance with the Americans with Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this position. 


The above statements are intended to describe the general nature and level of work being performed and are not intended to be an exhaustive list of all responsibilities, duties and skills which may be required.
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