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College Student Affairs 

Graduate Assistantship Position Description Form 

2017-2018/2019 
 

 

I.  GENERAL INFORMATION: 

 

 

Name of Department: Career Services- Career Planning     

 

 

Name of GA Supervisor: Alicia Walker 

 

 

Supervisor Direct Line: 813-974-4461     

 

 

Supervisor email: awalker2@usf.edu 

 

 

Name of Authorizing Unit Head:  

 

 

II. ASSISTANTSHIP INFORMATION: 

 

 

1. Number of GA positions you will have available in fall 2017:  

 

New _____1______  Title of Assistantship: Graduate Assistant for Career Services 

 

 

*Please attach a job description for this position 

 

 

Returning __________  Title of Assistantship: ______________________ 

 

*Please attach most current job description 
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Total Number of GAs for 2017-18/19: _______1_________ 

 

 

 

III. GA DUTIES AND RESPONSIBILITIES & LEARNING OUTCOMES 
 

(How to develop GA Learning Outcomes is listed on pages 3-5) 

 

 

 

1. Major duties/responsibilities of the GA position (please list in bullet format): 

 

 Position is tied to the My Plan, My Pathways (MP2) program 
 Assist Director and Assistant Director with planning, implementation, and 

evaluation of the MP2 program 
 Conduct benchmark research and analysis of data collected for My Plan + 

My Pathways program 
 Control communication with My Plan + My Pathways students using tools 

like Qualtrics,  Handshake, and Survey Monkey 
 Provide assistance for workshops and presentations as needed 
 Market and promote Career Center services and events through various 

campus venues 
 Learn about Career Assessment Tools used with our student/alumni 
 Participate in Career Planning Team workshops/activities 
 Conduct outcome assessment surveys, which will involve collecting and 

analyzing data and writing reports on outcome assessment results.   
 Conduct workshops and presentations on various topics 
 Special projects as assigned 

 

 

 

 

2. Learning Outcomes of the GA position (please list in bullet format):  

 

 GA will gain knowledge of career services programs aimed at special populations 

(FTICs and Transfers) 

 GA will understand how a program impacts retention and persistence numbers 

 GA will gain knowledge of the student development cycle in relation to career 

planning 

 GA will have an understanding of programming from planning, implementation, 

to evaluation 

 GA will have gained technological skill sets related to survey tools and 

communication outreach 

 GA will have gained an understanding of how to generate statistical reports 
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 GA will understand how Student Affairs units operate an interact with one 

another to reach students 

 GA will develop presentation skill sets through student outreach 

 GA will understand all aspects of a career services department and be able to 

increase knowledge in any area of interest of their choosing 

  

 

 

 

 

Please return this form via email to denton2@usf.edu  

 

 

 

 

 
Developing Learning Outcomes for Graduate Assistants 

 
Developing learning outcomes can be an important strategy in the recruitment of graduate 
assistants for your departments.  Additionally, outcomes can be used on a semester basis to 
assess performance and provide feedback for your GA’s professional development.   
 
Many professional associations have developed competencies and outcomes for 
professionals working in specific functional areas.  In some cases those competencies are 
grounded in the CAS Standards and Guidelines which is the example provided in the “Steps 
to Individual Excellence as a Campus Activities Professional”.  Developing learning 
outcomes centered in the professional competencies is an excellent way to bridge the roles 
of GA to professional.   
 
Sample outcomes include the following: 
 
Interactive competencies with students: 

 Demonstrates knowledge and practice of effective student organization advising and 
leadership. 

 Builds and sustains productive relationships among students through open and 
honest relationships. 

 Exercises good judgment based on the information at hand when making decision. 

 Develops and practices advisor-leader boundaries and responsibilities 
 
Additionally, you may consider developing outcomes that speak specifically to the functional 
area the GA is assigned.  Samples of those types of outcomes are listed below and come 
from colleagues at Old Dominion University. 
 
The Center for Leadership & Civic Engagement at USF has developed outcomes for its 
grads that speak both to the specific roles of the GA and to the greater learning of how to 
become a professional: 

mailto:denton2@usf.edu
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 Gain an understanding of the student affairs profession 

 Develop an understanding of the Center for Civic Engagement & Volunteerism and 
its programs 

 Develop an understanding of the Community Service FWSP program and similar 
programs at other institutions 

 Learn program management and program planning skills  

 Develop advising skills and facilitation and training skills 

 Gain an understanding of the community service movement and the relationship 
between college student volunteers and community organizations 

 

 
 
 
 
 
 
Learning outcomes that are functional area based: 

 GA will achieve experience in international education and develop skills in 
programming activities for training events and activities. 

 GA will improve cross-cultural competency skills. 

 GA will enhance his/her communication and cultural skills working with an 
international population. 

 GA will enhance knowledge of application of federal law as it relates to post-
secondary students with disabilities. 

 GA will enhance their conflict mediation skills. 

 GA will gain practice in making presentations and learning how to work with 
administrative aspects of the community. 

 GA will acquire knowledge in counseling international students and assisting them 
for preparation with life skills. 

 GA will receive training in crises management. 

 GA will learn immigration and other international laws relating to international 
education. 

 GA will obtain understanding of skills need to work with a diverse student 
population. 

 GA will obtain individual and group counseling experience. 

 GA will obtain organizational and managerial experience working with support 
group, PAW Event, note-sharing, and transportation service programs.   

 GA will gain first-hand experience in advising student leaders and large student 
organizations. 

 GA will gain first-hand knowledge on athletic event promotions and marketing. 

 GA will learn how to create large leadership, education and social programs for 
students. 

 GA will obtain experience in working with a team of professional staff, fellow GA’s 
and student workers in a fast-paced environment. 
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 GA will enhance his/her verbal and written communication skills. 

 GA will obtain experience in providing training designed to promote an inclusive 
campus environment for LGBTQ student. 

 GA will develop educational tools that raise the awareness and knowledge of 
LGBTQ and other cultural populations. 

 GA will develop an in-depth understanding of the management and delivery of 
online and mixed media course formats. 

 GA will gain experience in planning new student events. 

 GA will gain experience developing and implementing a semester and week-long 
training course for orientation leaders. 

 GA will gain direct supervision experience of student staff. 

 GA will gain experience in managing the day-to-day operation of a complex 
orientation program. 

 GA will gain first-hand experience in the implementation of the processes and 
procedures necessary to provide services to students with disabilities. 

 GA will gain experience in layout design and editing of unit’s magazine. 

 GA will gain experience in understanding of students’ needs for services and in 
making recommendations. 

 GA will gain supervisory experience. 

 GA will gain knowledge on how to address student disciplinary issues. 

 GA will gain experience developing, and assessing programs that focus on student 
needs. 

 GA will gain knowledge of working with non-profit organizations and supervising 
volunteers. 

 GA will gain direct experience planning, implementing and evaluating health 
education programs. 

 GA will gain experience collaborating with other departments on campus as well as 
other public and private organizations, health clinics and other universities. 

 GA will gain experience coordinating and speaking at planning meetings. 

 GA will gain direct experience designing and marketing programs and services. 

 GA will gain experience planning large, campus-wide events. 

 GA will gain knowledge of how to create programs and trips geared toward 
providing service to others. 

 GA will gain knowledge on budgeting, marketing, and contract negotiating. 

 GA will develop an in-depth understating of student governance and the role it plays 
on campus. 

 GA will develop in-depth knowledge of community/University agencies that serve as 
referral resources for students and others. 

 GA will obtain experience in organizing retreats, managing budgets, and facilitating 
student learning. 

 GA will obtain experience working with a team of student affairs professionals. 

 GA will become familiar with University policy and procedures. 

 GA will learn about program development, marketing, implementation and 
assessment. 
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 GA will obtain experience working with committees and teams. 

 GA will obtain experience in managing course logistics. 

 GA will obtain experience working with a team of fellow graduates in research 
activities. 

 GA will develop an awareness of women’s issues by researching and reporting data. 

 GA will obtain experience in preparing special research projects and grant proposals. 

 GA will obtain experience collaborating with other departments and offices on 
campus. 

 GA will obtain experience in establishing and monitoring diverse planning 
committees. 

 GA will increase knowledge of local, national and global cultural trends. 

 GA will enhance his/her/zir communication and analytical skills and detailed 
projection and analysis of project time lines. 

 GA will obtain experience in navigating and working with diverse communities. 

 


