
Provost’s Scholars Program Graduate Assistant: 
 

GA DUTIES AND RESPONSIBILITIES & LEARNING OUTCOMES 

 

Duties and Responsibilities: 

 

 Assist the Program Advisor in the retention of Provost’s Scholars through advising and high impact 

events. 

 Track the academic progress of students and record meeting notes throughout the semester utilizing 

the Honors College Advisors User Interface (AUI) online system. 

 Compile grades and comments in a report at the middle and at the end of each semester.    

 Assist Provost’s Scholars who are on probationary standing.  Check-in with students on a weekly 

basis. 

 Assist the Provost’s Scholars Advisor with the administrative responsibilities of the program, 

including admissions, advertising, record keeping, and email correspondence. 

 Play an active role in recruitment of potential incoming Provost’s Scholars and act as liaison between 

program and students and their families through phone, email, and appointments. 

 Maintain communication with students about campus resources and events, opportunities for 

involvement, etc. through the use of email, Facebook page, and Canvas. 

 Organize social and service oriented events for the Scholars to participate as a group. 

 Supervise and support the Provost’s Scholars student committees and provide input as needed. This 

includes but is not limited to: retreat planning, budgeting, purchasing, and managing issues as they 

may occur.  

 Assist in coordinating formal Dinners with the Provost’s Office.  

 Act as a liaison for and with the USF Honors College.  

 Support students in various ways as needed.  

 All other duties as assigned.  

 

Learning Outcomes:  

 

 GA will develop advising, facilitation, and training skills. 

 GA will obtain experience in navigating and working with a diverse group of students. 

 GA will obtain experience in organizing meetings, programs, and events. 

 GA will obtain experience in maintaining student records. 

 GA will develop an in-depth knowledge of community/university agencies that serve as (referral) 

resources for students. 

 GA will develop an understanding of the unique needs of students who have accelerated graduation 

plans. 


