 Master in Public Administration – Tribal Governance Teaching Assistant
19 hours a week for the 2012-2013 Academic Year
Work Study $12/ hour
The student employed in this position will work closely with the MPA- Tribal Governance faculty and MPA staff in order to carry out classroom activities, as well as faculty and programmatic support. This position will allow the student to experience the administrative side of teaching and gain skills in research and organizational support.
Job Description:
· Provide faculty support in order to meet the academic needs of students in the MPA-Tribal Governance program.
· Discuss assigned duties with course faculty in order 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.

· Work with staff on fundraising, planning, alumni research and outreach and web outreach.

· Understand and employ MPA – Student Handbook policies and procedures.

· Assist with hosting invited guests and speakers.
· Provide limited audio-visual support during class time.

· Attend meetings with faculty and or/ staff as needed.

· Communicate with students and faculty via email and phone.

· 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 students, staff and faculty.

· Excellent organizational and research skills.

· Ability to work successfully with Moodle site and with computer hardware and software such as scanners and word-processing programs, respectively.

· Ability to utilize office equipment such as copiers fax machine, etc.

