GRAND VALLEY STATE UNIVERSITY

Office of Student Life and Event Services 
College Student Affairs Leadership (CSAL)
Event Services and Kirkhof Center Graduate Assistant

Terms of appointment:
The position will be full-time (20 hours a week) for 10 months. The start date is July 29, 2024 and the end date May 31, 2024. This position is open to full-time graduate students in the College Student Affairs Leadership (CSAL) program. The stipend for this position is $6,500.00 per academic semester paid bi-weekly. A tuition waiver covers 21 graduate credit hours per academic year and includes a stipend. This is a one-year appointment with an opportunity for renewal for the 2024-2025 academic year. 

Job Description:
This a new position in the Event Services area.  There are six Graduate Assistant positions that serve as essential team members in The Office of Student Life and Event Services.  All GA positions include substantial programming responsibilities as well as significant student advising, mentoring, and/or student interaction.  Each GA has specific responsibilities related to a functional area but additionally will become exposed and contribute to a wide array of student services and events through The Office of Student Life and Event Services.  

The Event Services Graduate Assistant provides training and development opportunities for nearly 50 student employees. Programming responsibilities include the coordination and implementation of various activities within the Kirkhof Center, Cook-DeWitt, and reservable outdoor space. Core responsibilities also include but are not limited to; student staff hiring, development, and supervision, program assessment, promotions, and website maintenance. Graduate Assistants report directly to a full-time master’s level professional staff member.

Responsibilities:
· Assist in managing building processes related to staffing, set up and equipment, building usage, etc. (20%)
· Advance student union engagement agenda through coordination of intentional programming daytime events, weekend retention, and game room use. (20%)
· Partner with Assistant Director in student staff hiring and training, development, and evaluation,  (20%)
· Collaborate with team in the development and improvement of programs and services. (20%)
· Website maintenance, participation in staff meetings, and additional event support as needed. (20%)

Expectations:
· The ability to set goals, establish priorities, and demonstrate effective use of time, facilities, skills, and other resources to accomplish objectives.
· Strong communication and presentation skills. 
· Basic knowledge of audio and video system as would be found in a student union
· Basic knowledge of Event Management System (EMS) or an equivalent platform.
· Awareness of (ACUI) Association of College Unions International 
· Demonstrate effective critical thinking skills and adaptability in a dynamic ever-changing work environment.  
· Due to the vibrant campus culture, GAs must have a willingness to work frequent irregular hours, including evenings and weekends for programs and events.

Qualifications: 
· Education Requirements: BA/BS required & acceptance to the College Student Affairs Leadership (CSAL) program. 
· Experience in event planning, facilitation/training, and audio/visual skills preferred.   

Work Environment: 
This position holds office hours entirely on the Allendale Campus. A designated desk space, including a laptop and headset for Zoom Phone, is provided within the Office of Student Life and Event Services in the Kirkhof Center. 

Orientation:
Orientation/training begins on July 29, 2024 and ends August 16, 2024 within the Office of Student Life on the Allendale, Michigan campus. It will cover how the graduate assistant will gain skills in student organization advising, program/event planning, conflict management, strategic planning, presentation abilities, database and website management, inclusion and equity topics, and other professional development opportunities. 

Supervision: 
The GA will report directly to the Assistant Director of Event Services, Nick Smith with additional support provided by the Associate Director of Event Services, Kellie Pnacek-Carter. The GA will have weekly one-on-one’s, mid-semester evaluations/progress reports, and end-of-the-semester evaluations completed with their direct report following the Office of Student Life and Event Services Graduate Assistant evaluation plan that is consistent among the six graduate assistants within the Office of Student Life and Event Services.  

Selection Process: 
The potential GA will need to provide a cover letter and resume, application form, and reference letters through the CSAL hiring process. Interviews will be conducted based on students signing up for slots with our office on the CSAL Visitation Day. Interviews will involve a committee of current graduate assistants, current undergraduate student staff, and the direct supervisor. The committee will make recommendations and the direct supervisor will provide rankings to the CSAL Program for selection. 

Contact Information: 
Main Contact
Name & Title: Nick Smith, Assistant Director of Event Services
Department: Office of Student Life and Event Services
Address: 1110 Kirkhof Center, Allendale, MI, 49401
Phone: 616-331-2350
E-mail: smithni7@gvsu.edu

Secondary Contact
Name & Title: Kellie Pnacek-Carter, Associate Director of Event Services
Department: Office of Student Life and Event Services
Address: 1110 Kirkhof Center, Allendale, MI, 49401
Phone: 616-331-2350
E-mail: pnacek-k@gvsu.edu  

For more information on the College of Student Affairs and Leadership master’s program and application process visit httip://www.gvsu.edu/csal/
