
Student Success 

Graduate Assistant for the Office Student Success 

 

The Graduate Assistant for the Office of Student Success will serve as a part of the 

Student Affairs professional staff team reporting directly to the Success Coach for the 

Shepherd Success Academy and ultimately the Director of Student Success. This 

Graduate Assistant will assist with the administration of services sponsored by the Office 

of Student Success and the Division of Student Affairs.  This position is a 12 month, 25 

hours per week graduate student position and does not include benefits.  Requirements 

include a bachelor’s degree; acceptance into Shepherd University’s Graduate School; the 

ability to research programming opportunities and facilitate student learning; and also the 

flexibility to work evenings and weekends.   

 

The Graduate Assistant will be paid $10.42 per hour for performing the duties below. The 

start date of employment will be determined during the interview process, but be no later 

than August and end in May.  For second year graduate assistants, the position ends upon 

graduation.  The graduate assistant will also receive a graduate waiver up to 16 credit 

hours per year at Shepherd University. 

 

Position Responsibilities 

 

Learning Outcomes/Professional Development Opportunities 

 Understand how Student Success fits into the Student Affairs division and how 

office services support the Student Affairs division mission and goals. 

 Understand the role the Office of Student Success plays in the retention, 

persistence, and graduation rates of Shepherd University students. 

 Understand how the Office of Student Success supports Shepherd University’s 

mission and goals. 

 Apply student development theory in working one on one with students who 

utilize the services of the Office. 

 

Job Responsibilities 

 Assist with office coverage by answering office telephones, providing excellent 

customer service while greeting office visitors, serving as resource for students, 

and completing other administrative tasks. 
 Manage an assigned cohort of Academy students meeting weekly with each 

student in their assigned cohort. Develop learning/life strategies and 
financial literacy skills that promote student success. 

 Utilize individual learning styles, and other student success skills and 
strategies; assist students in developing skills in time/stress management, 
goal setting, creation of study plans, and test preparation.  

 Provide easy access to and an understanding of institutional resources, 
assistance, and guidance to students to overcome barriers and to foster a 
spirit of engagement, encouragement and support 

 Track and report the advancement of the Shepherd Success Academy 
students and program through various assessment tools, including creating 
and assessing learning outcomes and tracking student success. 



 Identify policies, processes, procedures, and behaviors that create barriers to 
student success and work with the Coordinator of Student Success to address 
and resolve those system-level issues. 

 Plan and host events and workshops for the Office of Student Success.  This 
will include public speaking. 

Qualifications 

 Maintain a high level of confidentiality  
 Public speaking and written communication skills required.   
 Use technology to effectively manage case load to work with effectively and 

efficiently with students. 
 Understanding of university systems and structures, and experience 

collaborating with campus departments to implement intervention strategies 
to facilitate and support student success 

 Experience working with diverse student populations, including work with 
students from underrepresented ethnic/racial groups, first generation, low-
income, non-traditionally aged college students, and others. 

 Ability to use all products in the Microsoft Office Suite including Word, Excel, 
and PowerPoint. 

 Must be a self-starter who is able to work independently and complete 
research on student success when directed to do so. 

 

 


