
Year:

Position Start Date:

Telephone Number:

Email:

General Duties / Responsibilities - Graduate Assistants 

Application Deadline:

Continuously Hiring*

The classification for Graduate Assistant is one of three classifications in a collective bargaining unit, Unit 11. The Graduate 
Assistant classification provides currently enrolled or admitted University graduate students the opportunity to assist faculty 
or teaching staff by performing various professional and technical duties associated generally with the subjects or programs 
in which the Graduate Assistant is doing graduate work.

Hiring Contact Person:

Building / Room No:

*Contact department for details
Minimum Qualificaitons & Restrictions

OGS Office Use Only

Hours Per Week: Monthly Pay:

Position End Date:

Position Title:

Semester:

Graduate Assistant (GA)
Academic Student Employee / Unit 11 Position Description

California State University, Sacramento

Department/Program:

Position Information Position Number: 460224



Special Requirements (e.g. health clearance, live scan, drug test)**:

**Exceptions may be granted at the sole discretion of the University.

Additional Qualification**:


	Sheet1

	DepartmentProgram: Divison of Inclusive Excellence/Office for Equal Opportunity
	Position Title: Cozen Review Implementation Team Graduate Student Assistant
	Semester: Spring 2024/Fall 2024/Spring 2025
	Year: 2024-2025
	Continuously Hiring: Off
	Hours Per Week: 10-20
	Monthly Pay: Hourly - MInimum Allowable
	Application Deadline: April 1, 2024
	Position Start Date: April 8, 2024
	Position End Date: May 31, 2025
	Hiring Contact Person: Skip Bishop
	Telephone Number: 8-7469
	Email: william.bishop@csus.edu
	Building  Room No: Del Norte Hall - 2005
	Additional QualificationRow1: The Sacramento State Discrimination, Harassment, and Retaliation (DHR)/Title IX Implementation Team Graduate Student Assistant will support the University’s DHR/Title IX Assessment Implementation Team (“iTeam”) by providing a full range of administrative, analytical, and operational support to the iTeam. Working in conjunction with the iTeam co-chairs, this position performs a wide variety of project management and analytical duties in support of implementation the DHR/Title IX Assessment recommendations. This includes, but is not limited to, scheduling/organizing team meetings, support the creation and distribution of meeting agendas and taking meeting notes, leading special projects, independent research, and other related functions/tasks as needed. The Graduate Student Assistant is expected to maintain a high level of confidentiality with respect to the responsibilities assigned to this position. This position can be triggering as the subject-matter is related to issues of protected status discrimination, harassment, retaliation, sexual harassment, sexual misconduct, sexual exploitation, dating/domestic violence, and stalking.

Qualifications:
•	Possession of strong organizational and administrative skills including the ability to manage multiple projects and priorities.
•	Demonstrate competence in administrative duties (scheduling meetings, preparing meeting agendas, taking/summarizing meeting notes, lead project assignments, etc.).
•	Excellent written and oral English language skills. 
•	Detail oriented and self-directed.  
•	Proficiency in standard office equipment and programs (e.g., Word, Excel, PowerPoint, Adobe, Zoom, Teams, etc.).
•	Webpage content management
•	High level interpersonal etiquette and customer service skills. 
•	Ability to work independently & as a team member in a multi-task environment. 
•	Be responsible, ethical, and team oriented. 
•	Ability to maintain confidentiality. 
•	Ability to create, compose and edit reports, correspondence, social media content, and create effective presentations.
•	Commitment to working with and serving a diverse population with cultural competency and sensitivity, as well as the ability to work with a wide range of constituencies including staff, students, faculty, administrators, and third parties with diplomacy and tact.
•	Utilizes a trauma-informed approach and recognize the sensitive nature of the work and topics discussed.
•	10-20 hours per week. Flexible, independent work schedule. Must be available for bi-weekly 60-90 minute virtual team meetings. Weekly, 30-minute check-in meeting with supervisor (virtual or in-person - depending on the selected candidate's preference). 

General Duties:
Program Support – Assists with implementation of the DHR/Title IX Assessment by providing administrative support, preparing and tracking communications, deadlines, and overall program organization.
•	Schedule iTeam meetings, create meeting agendas, take meeting notes, and summarize meeting notes for the iTeam.
•	Coordinator and track iTeam activities to ensure the timely completion of projects.
•	Provide detailed analysis, monitoring, forecasting, and recommendations for project implementation. 
•	Oversee and update on a regular basis the University’s Assessment website.
•	Assist with composing, proofreading, and editing draft documents, reports, communications, social media content, and other iTeam documents.
•	Maintain appropriate discretion and confidentiality in handling and exposure to sensitive topics/information. 
•	Determine priorities, monitor projects, and delegate assignments of completion as directed by the ED OEO and/or iTeam Co-Chairs.
•	Maintain accurate files and records.
•	Establish and maintain effective working relationships with the campus community.
•	Other duties as assigned. 
	Special Requirements eg health clearance live scan drug testRow1: Please submit an GA application, resume and your availability for the remainder of the spring 2024 semester and fall/spring 2025 to equalopportunity@csus.edu. Incomplete applications will not be considered.
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