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 Health and Human Sciences Dean’s Office, Applied Sciences and Arts Building, Room 244
















	
50
	
Will assist Dean and Dean’s Office staff with the following duties:

-Perform college-related research and program evaluation for the Dean
-Assist Associate Deans and office staff on tasks as needed
-Serve as college webmaster
-Process and track scheduling forms, MOU’s, annual disclosure forms, and other reports as needed
-Provide assistance to Recruitment and Retention Coordinators during special events
-Deliver envelopes and packages to offices on campus
-Answer phones and greet visitors to the office
	
Must be enrolled in a Master’s or Ph.D. program at SIU.  

Must have a working knowledge of Microsoft Word and Excel.  

Must be reliable and detail oriented.

Valid driver’s license.
	
08/16/2026-12/31/2026
	
Please email the following to: Julae.grosz@siu.edu

Cover letter explaining your qualifications for this position;

Resume;

List of three references including phone number and email of each reference;

And class schedule for the Fall 2026 semester.

NO WALK-INS OR PHONE CALLS PLEASE.
	April 9, 2026

	
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 

