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

	University Communications & Marketing

	50
	Assist in setting up media shoots, including tracking schedules, organizing tasks, and meeting deadlines.
Support planning and pre-production, as well as maintain inventory for staff and student employees. 
Perform administrative duties such as note-taking, file management, and updates in project management software.

Keep up-to-date with trends in social media and work with student employees to ensure content is posted on appropriate channels.
	Strong organizational and multitasking skills.
Clear and professional communication skills.

Familiarity with basic project management tools preferred.

Detail-oriented with a proactive attitude, strong problem-solving skills, and ability to quickly change directions.

A basic understanding of production workflow is a plus.

Experience managing social media content is preferred.
	Fall25/Spring26
	No Walk-Ins or Phone calls please. Forward letter of interest, a current resume, and the names and addresses of three references to photo@siu.edu
	Aug 4
	1


*For Administrative Positions Only.
*Please keep “Job Description” and “Qualifications” to a minimum.
*Please fill out this form and email as an attachment to GAOffice@siu.edu.
*Must post for a minimum of 14 days.  Please inform us when position is filled and we will remove from the Web.
