Number of GAs: 3

Graduate Assistants (GA): 
Aid faculty and staff members with administrative functions available in academic and non-academic units. Duties vary depending on the administrative needs of the team making the award. Such work may be clerical, computer-based, or editorial. Graduate Assistants must: 


Responsibilities: 
· Provide needed assistance to the students in the areas of test preparation by setting student up on the computers and sending results to Program Coordinator for Personalize Tutorial Sessions (PTS). 
· Have students check in to Kiosk when entering the Lab. 
· Provide input data as needed for record keeping. 
· And other office duties. 

Qualifications: 
· Have strong organizational skills. 
· Ability to implement standard office roles and able to operate office equipment.
· Excellent interpersonal skills.
· Proficient with Microsoft Office applications (Word, Excel, PowerPoint, and Access).
· Effectively interact with the general public, students, GAs, faculty, staff, and Director of the Lab. 

