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College Student Affairs

Graduate Assistantship Position Application
2018-2019/2020
This form is an application to request partnership with the College Student Affairs M.Ed program.  The CSA program must provide renewed scrutiny to the offices we partner with for two primary reasons: a) ensuring fieldwork experiences provide a quality and meaningful learning experience in a student affairs related area; b) accountability to the College of Education which supplies tuition waivers.  As such, this document asks for applicants to describe how well the position aligns with promoting student affairs professional outcomes and learning, and contribution to the institution.  If the GA position does not sufficiently meet program faculty’s evaluation of these objectives, the CSA program may refuse partnership with the sponsoring office/unit.
Please return this form with a signed Memo of Understanding (separate document) via email to denton2@usf.edu.

I.  GENERAL INFORMATION
Name of Department:
Career Services



Name of GA Supervisor:  Lynn Chisholm, M.S., Certified Public Manager
Supervisor Direct Line: 813-974-5350




Supervisor email: lynnchisholm@usf.edu
Name of Authorizing Unit Head: Russ Coughenour, AVP
Number of GA positions you will have in Fall 2018: 

New (hiring) ___1

Title of Assistantship(s): 
                                                GA in Internships and Career Readiness
*Please attach a job description for each position (if different positions)
Returning (not hiring)  __________

Title of Assistantship(s): 
*Please attach most current job descriptions (if different positions)
Total Number of GAs in Unit: Only one on my team (Internships and Career Readiness), but we have had 3 this past year in Career Services

II. GA DUTIES AND RESPONSIBILITIES & LEARNING OUTCOMES
Please make sure to review the learning outcomes guide on the next page. If multiple positions, please complete sections II-V for each position.
1. Major duties/responsibilities of the GA position (please list in bullet format):

· Develop materials for Canvas in support of internship programming, the Career Readiness Badging Program, and professional development of student employees (13 student employees as part of the ICR team)

· Evaluate student work submitted in the Career Readiness Badging program and provide developmental feedback when needed.

· Assist and support Career Peer Advisor program through administrative, skill development, and supervision in collaboration with the Coordinator of Student Employment

· Design, assist, and support assessment for internship programs, data collection, and data management

· Work with team in the development of marketing and presentation materials, facilitate presentations on career readiness and experiential learning topics as part of our team
· Participate in on and off campus collaborative events and meetings in support of internships and career readiness; interact with partner offices on campus

· Learn to use and assist with management of the Handshake system (database for student employment 

· Participate in and support the CS career fairs and other CS events

· Attend and experience meetings at a wide range of levels, with a wide range of colleges, both on and off campus, with and in lieu of the Internship Director

2. Learning Outcomes of the GA position (please list in bullet format): 
The Graduate Assistant for Internships will:

· Obtain a broad but specific foundation within Career Services focused on experiential learning opportunities focused on development of career-relevant experience

· Gain experience in Internship and career-readiness program planning, campus collaboration, and community networking/marketing

· Develop and utilize resources for advising and supervising student interns in Career Services Internship programs; gain experience in assisting students as they clarify and pursue their career goals and career development.

· Select a program to play an integral role in, and take the lead and ownership of in daily management; gain confidence in program administration.

· Learn to use process-mapping tools as part of program development and improvement; learn the importance of a continuous improvement cycle in managing dynamic student programs.
III. CONTRIBUTION TO STUDENT’S LEARNING

Briefly describe the ways in which this position will promote professional development in the field of student affairs for the student holding the position.

Our team’s focus is on student career and professional development and we provide both individualized and group opportunities for professional growth. Supervision is provided via a mentorship capacity to enable the GA to develop their own self-assessment skills. Goal attainment and implementing action plans will be a component of our weekly meetings, which also include reflection and problem solving.
IV. CONTRIBUTION TO USF

Briefly describe the ways the work of this GA position contributes to the goals and mission of USF.

Experiential learning and career readiness are high priorities for USF students and our team is deeply involved in this initiative. The GA will have the opportunity to learn how work such as ours affects students while they are on campus as well as when they look towards their future. This is impactful work, and the GA plays in integral role in enabling our team to advance these student-focused programs.
V. STUDENT CONTACT
Please describe in a few sentences the degree to which this position has contact with students. If your position does not involve interaction with students for the GA on a regular or substantial basis, indicate that briefly below.  Your position does not have to have student interaction, but we want to be clear with prospective students about this information as it often informs their decisions.  Please describe as best as possible the nature of that contact (e.g., group or individual advising, supervision), the frequency of that contact (e.g., daily, on weekends, monthly, never), the number of students and any notable or distinguishing characteristics of the students.   

The GA will have daily contact with students, and weekly contact within a supervisory capacity.  The number of students varies depending on the activity; however, the GA will develop relationships with those working in our office and will have the opportunity to assist them in their own growth and development throughout the year. 
Contact with students will be individual/face-to-face, individual/on-line, and in small groups (classes/workshops). 

Please return this form with the signed Memo of Understanding (separate document) via email to denton2@usf.edu 
Developing Learning Outcomes for Graduate Assistants

Developing learning outcomes are an important strategy in the recruitment of graduate assistants for your departments.  Additionally, outcomes can be used on a semesterly basis to assess performance and provide feedback for your GA’s professional development.  

The CSA curriculum is based on the professional competencies established jointly by ACPA and NASPA.  Given that this program, following CAS standards, considers the GA position as a necessary fieldwork experience and extension of the CSA curriculum, GA positions who have learning outcomes that reflect and/or are rooted in ACPA/NASPA competencies will receive the fullest consideration and priority in selection for partnership.  The most current version of that document is available here: https://www.naspa.org/images/uploads/main/ACPA_NASPA_Professional_Competencies_FINAL.pdf
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:

· 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.

· 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 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 learn about program development, marketing, implementation and assessment.

· 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.
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