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Teacher Education Graduate Assistant

Job Description:
This Graduate Assistant (GA) works in the Office of Certification and Accreditation (OCA) within the College of Education and Community Innovation, which serves GVSU by providing teacher certification resources and information on the Education programs. It is a full-time (20 hours per week), extended contract position, and is open to full-time graduate students only. 
This assistantship includes a tuition waiver of 24 hours and a stipend of $4,500 per semester for the fall and winter semesters. The contract runs Monday, August 5, 2024, through Friday, May 16, 2025. The GA is expected to work in the office 20 hours per week and is paid from the stipend in regular paychecks through the semester.
Responsibilities:
Recruitment for undergraduate teacher certification program (35%) 
· Attend GVSU admissions events (in-person or online) to promote Education and the undergraduate teacher education programs, including Laker Open House day(s) and Transitions.
· Advise prospective students: high school and transfer students who are interested in becoming teachers and pursuing admission to the undergraduate teacher education program. Advising may be remote through phone/video or face-to-face.
· Collaborate with and coordinate events (in-person or online) for prospective students interested in undergraduate teacher education programs, including: 
· local community colleges
· teacher academies
· GVSU admissions events
· and high school organizations 
Retention for undergraduate teacher education program (35%)
· Advise undergraduate students who are interested in becoming teachers and pursuing the undergraduate teacher education program. Advising may be remote through phone/video or face-to-face.
· Coordinate Education program retention events by managing communication, catering, room reservations, printed materials, and promotional items.
· Education Programs Open House
· EDF 315 Classroom presentations
· Education Group Advising Sessions
· Teacher Apprenticeship Orientation
· Majors Fair
· Send out bi-weekly Education email newsletter to undergraduate students.
· Collaborate with GVSU student organizations to showcase events.
Maintaining GVSU Education Programs presence on social media accounts. (15%)
· Serve as main content creator for social media posts.
· Schedule weekly social media posts through GVSU Education Programs social media calendar.
· Collaborate with faculty and staff to curate and create content.
Assist with hiring, training, and supervising new and current student employees. (10%)
· Post open student employee positions on Handshake.
· Interview candidates with office staff.
· Co-supervise student employees with office staff.
· Create desk schedule for student employees.
Review and update the undergraduate teacher education student handbook and program information sheets. (5%)
· Collaborate with the Academic Department Coordinator for Teacher Education and OCA Assistant Director to review and update.
Follow Security and Safety Guidelines
· FERPA (Family Educational Rights and Privacy Act) Laws
· Americans with Disabilities Act (ADA) Regulations
· Ongoing CDC and University Health guidelines
Expectations:
· Strong oral and written communication skills.
· Ability to relate to people in a helpful, positive manner.
· Analyzes situations and uses problem-solving skills. 
· Detail-oriented and able to handle multiple tasks.
· Effective organizational skills.
· Works efficiently with little supervision.
· Self-motivated and shows initiative.
· Develops timelines and meets deadlines.
Qualifications:
· Bachelor’s degree. 
· Knowledge of K-12 teaching programs and career opportunities.
· Experience with Word processing and Excel essential; knowledge of PowerPoint and desktop publishing desirable.
· Acceptance to the GVSU Master of Education (M.Ed.) program. Preference is given to students pursuing the College Student Affairs Leadership (CSAL) program, although other full-time graduate students may be considered if they meet the other qualifications.

Work Environment: 
This position will hold office hours on the Pew Campus in downtown Grand Rapids, with office space and resources provided in the Richard M. DeVos Center. A laptop computer and parking pass will be provided. In the event of any health or regional sanctions, work may be facilitated through online/remote workspaces per supervisor approval.

Expected learning outcomes/professional competencies:
This position aligns with the Professional Competency Areas for Student Affairs Educators, published by the ACPA College Student Educators International and NASPA Student Affairs Administrators in Higher Education. While each phase of the two years will focus on specific competencies, the position will engage with all Professional Competencies throughout the length of the position. The GA will also be given flexibility in the position to allow them to focus on developing skills in areas of expertise that they see as relevant to their long-term career goals.

· 1st Month in position: 
· Values, Philosophy, and History (VPH) - Understand these in relation to the institution, and be able to apply these to your work.
· Law, Policy, and Governance (LPG) - Knowledge and critical application in your work. 
· 1st Semester in position:
· Personal and Ethical Foundations (PEF) - Understand your personal identity as related to professional ethics. Professional development in self-awareness and modeling/mentoring others. 
· Technology (TECH) - Develop college materials and promote programs, learning new technology to support advising and information sharing.
· 1st Year in position: 
· Advising and Supporting (A/S) - Support individuals and groups through direction, feedback, critique, referral, and guidance.
· Focus on Student Learning and Development (SLD) - Improve and inform student affairs.
· Leadership (LEAD) - Understand processes to develop leadership in self and collaborate with others to envision, plan, and affect change. Know how to respond to issues.
· 2nd Year in position:
· Social Justice and Inclusion (SJI) - Create equitable learning and advising environments. Address issues of oppression, privilege, and power.
· Assessment, Evaluation, and Research (AER) - design, conduct, critique, and use various AER methodologies.
· Organizational and Human Resources (OHR) - Understand how to facilitate mentoring, evaluation, and supervision of college students, and address barriers to professional development.

[bookmark: _heading=h.1cuk5dezlx4y]Supervision/Collaboration with organization: 
The position is supervised by the Assistant Director of the Office of Certification and Accreditation. Supervision is through individual meetings (Zoom or in-person, as conditions allow), and participation in regularly scheduled department meetings. The supervisor will work with the GA to develop a professional development plan and goals for the position, regularly meeting to discuss development and support.

[bookmark: _heading=h.5687xfl3uc6r]Orientation:  
An orientation to the college and the position will occur during the first week of the position starting. The GA will be provided with a comprehensive overview of the college, the office, and the responsibilities of the position. The GA’s supervisor will schedule training and development for the GA as needed, or provide contact information and directions for the GA to schedule their own training with GVSU personnel.

The Graduate School also hosts a mandatory New GA Orientation for any incoming GA. Information about the 2024 Orientation will be shared by the supervisor and The Graduate School.

Terms of appointment:
The position will work 20 hours per week for 10 months, from Monday, August 5, 2024, through Friday, May 16, 2025. This position is open to full-time graduate students in the Adult & Higher Education and/or College Student Affairs Leadership (CSAL) programs. 

A tuition waiver covers 24 graduate credit hours per academic year, and includes a stipend of $4,500 per semester for the fall and winter semesters.

This position follows the university’s academic break schedule:

· Fall semester: Labor Day, Fall Break, and Thanksgiving Break are off.
· End of Year Break from the end of the Fall semester finals week (mid-December) to the first day classes of the Winter semester (early January).
· Winter semester: Martin Luther King, Jr. Day Recess and Spring Break Week are off.

Additional spring/summer hours may be available May through August upon approval by the supervisor and are paid at an hourly equivalent to fall and winter.

Selection Process: 
Students apply for this position through the College Student Affairs Leadership Graduate Assistant Application process. The application process and due dates are explained on the CSAL program website: 
https://www.gvsu.edu/csal/graduate-assistantships-37.htm 
Materials required with the application include: 
· Résumé.
· Three references.
· Personal statement that addresses the reasons the candidate is interested in the student affairs profession and graduate study as well as the skills that they will bring to a graduate assistantship and the CSAL program.  
Candidates are interviewed during the CSAL Visitation Days, or have the option to coordinate a remote/online interview if the Visitation Day interviews are not feasible. Candidates are provided with a copy of the interview questions in advance. The interviews are conducted by the position supervisor and typically the out-going GA.

Contact Information of Supervisor:
Alex Jacobsson
Assistant Director, Office of Certification and Accreditation
Grand Valley State University College of Education and Community Innovation
Office Phone: (616) 331-6248
Email: jacobale@gvsu.edu 

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

Affirmative Action/Equal Employment Opportunity
Grand Valley State University is guided by values for inclusiveness and community which are integral to our mission to educate students to shape their lives, their professions, and their societies, and to enrich the community through excellent teaching, active scholarship, and public service. The University is an affirmative action, equal opportunity institution. It encourages diversity and provides equal opportunity in education, employment, all of its programs, and the use of its facilities. Members of the University community, including candidates for employment or admissions, and visitors or guests have the right to be free from acts of harassment and discrimination, including sexual misconduct, which are prohibited if they discriminate or harass on the basis of age, color, disability, familial status, height, marital status, national origin, political affiliation, race, religion, sex/gender (including gender identity and expression), sexual orientation, veteran or active duty military status or weight. The University will provide reasonable accommodations to qualified individuals with disabilities. See www.gvsu.edu/affirmative/. TDD Callers: Call Michigan Relay Center at 711 (in State) or 1-800-833-7833 (out of State)
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. Must have the physical stamina to work 20 hours per week while pursuing a Master’s degree as a full-time student. 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 as amended by the ADA Amendment Act (2008), Section 504 of the Rehabilitation Act of 1973, and other applicable federal and state laws that prohibit discrimination on the basis of disability. GVSU will provide reasonable accommodations to qualified individuals with disabilities upon request.
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