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

	Undergraduate Admissions
Recruitment

Student Services Building


	50%
	This position supports the basic administrative functions and assists with the recruitment endeavors within Undergraduate Admissions.  This includes, but is not limited to responding to student inquiries, participating in recruitment efforts and events, and assisting with general needs in the recruitment area.  
Major Duties:

Responds to stakeholder (student and/or counselors/schools) inquiries regarding SIU.

Assists with events and functions for student recruitment.

Data entry and documentation with CRM.

Assists with Campus Visit Program, including assisting with campus tours.

Assists with special calling campaigns to prospective students.  

This position will work directly with the Director, Administrative Assistant, and Customer Service Representative while serving Undergraduate Admissions staff and students.  
	Basic software applications experience.  Excellent customer service skills.  Excellent written communication skills.  Ability to prioritize and complete tasks independently.  Driver’s license required.  Candidate should be organized, detail-oriented, self-motivated, and work well with others.  The employee will be required to multi-task in a fast-paced, always changing environment.  
Applicant must be a full-time, degree-seeking graduate student at SIU Carbondale.  

Preference given to applicants with prior Undergraduate Admissions experience.  


	Full calendar year including summers.  This position will begin Fall 2025.  
	Email cover letter and resume to echeek@siu.edu

Only emailed cover letter and resume will be considered.  Please no phone calls or personal visits.  


	July 6, 2025, at 4:00 p.m.

	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
