Department:  Student Success Center
 Job Title:  Graduate Assistant Evening Supervisor 
Supervisor: Terence Sullivan/ Brittany Smith
Assigned Department: Student Success Center
Job Responsibilities:  Position consists of supervisory and clerical duties including, but not limited to: managing the reception desk; supervising multiple student assistants and tutors; resolving escalated calls and issues; responding to general inquires; scheduling tutoring appointments; filing and photocopying; reviewing student employment applications and interviewing applicants, monitoring the upstairs computer lab; submitting work orders; creating documents and advertisements; assisting Office Manager with administrative tasks (including payroll, training or policy review), and other duties as assigned. 
Additional responsibilities may include: 
· Survey creation and data analysis using Qualtrics
· Help in developing and improving student employee training within our office
· Promoting our office across campus through flier creation
· Help coach student employees on customer service skills
Primary Duties:  
· Facilitating operations of tutoring center and securing space upon closing. 
· Timecard data entry in ADP (matching payroll pay codes, troubleshooting, checking for accuracy and university policy/legal compliance)
· Needs to be available to work Monday-Thursday, 4:30-7:00pm and Sundays 3:00-7:00pm. These are hour are fixed.
· Managing student assistants and Front Desk assistants
Necessary Skills: Ability to understand and follow written and oral directions; ability to work in a dynamic environment; possession of strong customer service and interpersonal skills; knowledge of phone and business etiquette; and the possession of basic computer skills and the ability to learn new technology.   

Qualifications:

1. Bachelor’s degree from an accredited institution required
2. Acceptance into a graduate program at Valdosta State University required
3. Student Services experience preferred

4. Excellent communication skills
Hours per week: 14

Compensation: Tuition Waiver and 1,904/semester (fall & spring) 1,309(summer)
