Request for Student Help 2012-2013
Academic Program Name: Master in Public Adminitration - Tribal Governance Concentration 
Supervisor: Erin Genia, Assistant Director, MPA - Tribal Governance
Timesheet approver: Erin Genia
Job title: MPA Graduate Assistant 
Hours per week: 19
Job Begins: 9/15/2012
Job Ends: 6/14/2012

Rate of Pay*: $12/hr
Total # positions w/this job title:1 

Work Schedule: TBD
Date you would like JOB posted:      
Incumbents' names:      

(List only present incumbents who will be returning to same position the following academic year.)
Preferred type of funding:
 FORMCHECKBOX 
 Work Study Funding 
 FORMCHECKBOX 
 Institutional Funding  (These funds are very limited.  If you require Institutional, you will be allocated fewer hours.)
 FORMCHECKBOX 
 Either
Job description: Provide faculty and staff support in order to meet the academic needs of students in the MPA-Tribal Governance program. Discuss assigned duties with course faculty to coordinate instructional efforts. Assist in the preparation of course materials including syllabi, schedules, documents, media, presentations, and others. Post documents to Moodle sites and maintain Moodle sites as needed. Collect work from each seminar group and distribute to faculty. Understand and employ MPA-Student handbook policies and procedures. Work with staff on fundraising, planning, alumni outreach and web outreach. Provide limited audiovisual support during class time. Attend meetings with faculty and staff as needed. Other duties as assigned
Skills/qualifications:  Excellent written and verbal communication skills. Demonstrated academic excellence in public administration coursework or application. Ability to build rapport with faculty, students and staff. Ability to work successfully with Moodle site and with computer hardward and software such as office equipment and word-processing programs. Willingess to learn technological skills. Excellent organizational and research skills.
Why is this position necessary to support this program? The 2012-2013 academic year will be a year of transition for the faculty, due to the MPA-Tribal Governance founding faculty retiring. In addition, a new tribal cohort will begin. In order to maximize student retention, the MPA program has recognized a need for additional support for both faculty and students.
Educational benefits (required field) to be derived by student in this job. How will job enhance the student's education or relate to future career track? The student employed in this position will work closely with faculty and staff to carry out classroom activities and program support. This position will allow the student to experience the administrative side of teaching and gain skills in professional research and organizational support..
(Budget office use only)           

Date Submitted:      
Job ID #:       
      Ref.#:            Job Open:            Job Closed:      
*Suggested rate of pay: take into account level of skill and responsibility position requires.

 (Undergraduate: $9.25 (basic skills); $9.50 (intermediate skills); $10.25  (advanced skills); graduate up to $13/hour)

Submit this request either by email or campus mail to the Program Coordinator of Budget and Space, for approval by the Budget Dean. The Program Coordinator for the Academic Year 2012-13 is Sherri Willoughby: willougs@evergreen.edu  Mailstop L2002.

