
Shepherd University 
Office of Sponsored Programs and Research Administration 

Graduate Assistantship 
 

 

Position Description: 
The OSP Graduate Assistantship (OSP GA) is an entry-level PROFESSIONAL 
position with two goals: 

Providing excellent support and supervision to staff and faculty grant-seekers 
across campus 

Providing the OSP GA with skills and experience needed for success in their 
chosen career 

OSP GA’s will also be encouraged to explore career opportunities in Sponsored 
Programs and Research Administration, a growing field within higher education, 
non-profits, medicine, etc.   

 

 Year One: tasks focus on Post-Award Support including the following phases of the 
Grants Cycle: 

 Award Negotiation, Contract Review, Project Administration, Close Out 

 

Year Two: tasks focus on Pre-Award Support including the following phases of the 
Grants Cycle: 

 Prospecting, Budget Development, Proposal Writing, Institutional Review, 
Application 

  
According to the abilities and interests of the applicants, the position could also entail: 

 policy development 

 publicity and marketing 

 technical writing 

 researching federal regulations 

 webpage management 

 accounting 

 small business management skills 

 

Special projects could include leadership on: 

 institutional social justice initiatives  

 environmental action projects  

 campus-wide instrument and equipment upgrades  

 championing support for special populations on campus. 

 

All team-members share responsibilities for basic office support as needed, including: 

 data entry 

 editing 

 organizing information 

 preparing reports 

 customer service 
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Ample time will be provided for engaging in professional development activities.  

 

 

This position will assist and report directly to the Director for the Office of Sponsored 

Programs and work collaboratively with the Grants Accountant. 

 

Qualifications. 

 

 Organized, with strong time management. 

 Attention to detail.  

 Ability to follow written directions. 

 Self-directed, capable of independent research. 

 Ability to maintain detailed and accurate documentation. 

 Great customer service 

 Strong work ethic  

 Excellent written and verbal communication. 

 Comfortable with Excel  

 Committed to social justice, especially racial and gender equity 

 Accountable, honest and dependable 

 

 

Other qualifications: 

The successful candidate must be able to work independently and maintain a regular weekly 

schedule. Student must be a degree-seeking student and must have been accepted (and must 

enroll) in a graduate program at Shepherd University. Student must be registered for a 

minimum of six graduate credits each semester. If the student drops below this requirement, 

the student may be terminated from the position. Student must maintain a minimum GPA of 

3.0 to be in good standing academically with the graduate program and to maintain 

employment. 

Employment in this position is contingent upon a satisfactory background check. 

 

Compensation: 

This is a 12-month, two-year appointment offering a waiver for 16 credit hours per year 

and an hourly wage of $10.42. OSP GA’s may work between 1,000 and 1,250 hours per 

year. Maximum allowable hours per week is 25. 

 


