Graduate Assistant Posting Form*
	
Department Name and Location
	
% of Time
	
Job Description
	
Qualifications
	
Time Period of Position
	
How to Apply
	Deadline to Apply
	Number of Positions

	College of Business and Analytics – Graduate Programs Office

   SIU

Rehn Hall


	50%
	Assist the Graduate Programs Office in effectively and efficiently operating on a day-to-day basis in areas of recruitment, retention, report generation and providing excellent customer service to all stakeholders.
	Admitted to a Master’s or Doctoral program at SIU. Preference will be given to CoBA graduate students. 

Working computer knowledge and Microsoft Office proficiency.

Advanced Excel skills.  Strong data collection, assessment and entry skills.  

Prior SIU clerical and software program experience helpful.

Energetic self-starter with excellent written/verbal skills.

Take direction well.  Attention to detail and accuracy is key.    

Personable, reliable and work well with others.  
	August 2025 through June 30, 2026.

	NO WALK-INS OR PHONE CALLS PLEASE.

Submit a letter of interest, a current resume including three references with email and phone number to:

GradBusinessProgs@siu.edu


	August 4, 2025

	1


*For Administrative Positions Only.
*Please keep “Job Description” and “Qualifications” to a minimum. 
*Please supply a specific “Deadline to Apply” date. Posting will be removed after this date.
*Must post for a minimum of 14 days.

*Please fill out this form and email it as an attachment to gaoffice@siu.edu
