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MPA Job 

Functions
December, 2008
Office Assistant





filing


tracking students


schedule admin


listserve admin


web support


compiling data


purchase orders


event support


support ADs and Director





AD - 


Specific to General Cohort





Recruiting (cohort enters every year)


admissions


general cohort student support (approx 110)


internal and external relations


Graduation checks


Enrollment mgmt and support








AD - 


Specific to Tribal Cohort





Recruiting (cohort enters every other year)


admissions


tribal cohort student support (approx 25)


internal and external relations


Graduation checks


General TMPA support


Support for tribal-specific events


Collaborate and coordinate with other Indian Education programs at TESC


MPA Publications (newsletters, catalog, brochures, etc)











Shared - General Administration of MPA Program





Financial Aid 


Orientation 


Graduation


Academic Fairs


Student group support


Alumni group support


Advisory Board support


Web maintenance 


Event support








Director





scheduling


faculty support


courses/ curriculum support


faculty recruiting


reporting and communicating


budget


represent program to internal and external stakeholders


problem solver


lead MPA program


assessment and reporting


Advisory Board


supervise staff








Program Secretaries





support faculty


support courses





Faculty





teach classes


plan curriculum


advise students


Sponsor contracts (learning, internship, capstone, thesis)


MPA faculty governance and administrative support


Public service
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