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

	Records & Registration (within Office of the Registrar)

	50%
(20 hours per week)
	This position requires knowledge of University Policy, Procedures and deadlines.  
Assist full-time staff with daily tasks, such as:

Answer high volume of phone calls. Assist students with the Records and Registration process.

Process course request forms, name changes, enrollment verifications and degree verifications. 
Train and supervise student workers

Other duties as assigned. 
This is a highly confidential position.
	SIU Graduate Student admitted to a Graduate Program.  Must be registered in at least 8 hours for the Fall 2025 term.

Prefer experience in customer service, excel and word as well as experience with our Banner computer system.  Ability to grasp area functions and how they relate to other areas within the Office and University. Dependable with a solid work ethic. Detail oriented. Excellent verbal and written communication skills. 
energetic /hard working, excellent time management and organizational skills, eagerness to learn, attention to detail, positive attitude, punctual/dependable, works well with others. 

	Fall 2025 – Spring 2026
Must be available to work all breaks.
	Submit resume, cover letter, Dawg Tag number, class schedule, and contact information for 2 references to:

Angela Pavloff
angiepav@siu.edu
No walk-ins or phone calls. Must be available to interview in person.
	April 21, 2025
	1


*For Administrative Positions Only.
*Please keep “Job Description” and “Qualifications” to a minimum. 
*Please supply 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 as an attachment to gaoffice@siu.edu and charris@siu.edu
