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Department of Campus Life

Graduate Assistant for Evening and Weekend Operations

Hewitt Union Operations

(anticipated vacancy for 2007-08)

About the College
SUNY Oswego is located in Oswego, New York approximately 35 miles northwest of Syracuse and 65 miles east of Rochester. The College’s 690 acre tree-lined campus spreads along the southern shore of majestic Lake Ontario. Originally founded in 1861 as the Oswego Normal School, the College became a charter member of the State University of New York system in 1948. In 1962, it expanded from teacher education to a multi-purpose College of Arts and Sciences. Today the College offers 50 undergraduate majors and 31 master's degree programs through the College of Arts and Sciences, the School of Business, and the School of Education.

Program Overview
Hewitt Union Operations is a division of the Department of Campus Life. The staff and students who work within Hewitt Union Operations are responsible for the daytime, evening, and weekend operations of the Hewitt Union. In addition, the Hewitt Union Operations staff is responsible for the following administrative programs:  reservations and event planning, event support, facility maintenance and minor facility renovation.

Position Responsibilities
The Graduate Assistant for Evening and Weekend Operations will serve as a member of Hewitt Union Operations staff. The Graduate Assistant will be an active team member and is expected to provide input toward the work of Hewitt Union operations including evaluation of those programs and services provided to the University community. The Graduate Assistant reports directly to the Associate Director of Campus Life and will be responsible for the following:

1. Building Managers :  Coordinate recruitment, selection and training of student building managers. Schedule building managers for regular coverage and special events. Schedule and conduct regular building manager staff meetings. Supervise and evaluate building managers. Review building manager time sheets and process payroll.

2.
Manuals:  Assist in the development and revision of the Building Manager manual.

3.   
Operations:  Assist in evening and weekend coverage. Serve as Building Manager for a minimum of six hours per week. Work with event staff to coordinate set-up and strike information.

4.
Equipment:  Develop working knowledge of audio-visual equipment.

5.
Work cooperatively with the Graduate Assistant for Operations Support to ensure coordination between building managers and housecrew.

6.
Participate in weekly supervision meetings with supervisor and participate in other meetings and training sessions as deemed appropriate.

7.
Assist in special projects, departmentally coordinated events, and committees as assigned by supervisor.

8.
Other appropriate duties as assigned by supervisor.

Qualifications
The successful candidate will present evidence of the following:

1.
Full matriculation into a graduate program at SUNY Oswego.

2.
Experience and interest in the student union operations -or- a strong desire to gain a working knowledge of student center operations.

3.
Prior experience as a member or a leader of a college student organization is desired.

4.
Ability to write clearly and concisely in a style that effectively communicates information to students, faculty, and staff.

5.
Ability to work as an effective member of a professional team.

6.
Ability to use computer word-processing, desktop publishing, and other software programs.

7.
Organizational skills, effective time management skills, strong oral and written communication skills, and high levels of integrity, energy, and enthusiasm.

Appointment
The term of appointment runs from one week prior to the first day of classes in Fall 2007 to Spring 2008 graduation, excluding academic recesses. The Graduate Assistant for Evening and Weekend Operations is expected to work twenty (20) hours per week, excluding applicable holidays, during the term of appointment. Regular evening and weekend hours may be required.

Remuneration
Remuneration includes a stipend of at least $5,600 (first year of appointment; $400 increase second year of appointment) and a tuition scholarship equal to in-state tuition for six credit hours per semester (for a total of 12 credit hours for the academic year). All stipend and tuition scholarship amounts are subject to final budget allocations.

Rights and Privileges
1.
Parking: Graduate Assistants are entitled to receive an employee parking sticker. Graduate Assistants do not pay a parking registration fee and they may park in employee parking lots.

2.
College Store:  Graduate Assistants are entitled to a 10% discount on textbooks purchased through the College Store.

3.
Penfield Library:  Graduate Assistants are entitled to an extended time when borrowing books from the library.

4.
Holiday Leave (Stipendiary Appointments):  Graduate Assistants are eligible for holiday leave. If there are no classes on a holiday, then holidays are considered holidays with pay. If a Graduate Assistant is required to work on such holidays, he/she is entitled to compensatory time off.

5.
Sick Leave (Stipendiary Appointments):  Graduate Assistants are eligible for sick leave. Graduate Assistants will receive five (5) days of sick leave per agreement year commencing with their second (2nd) semester of employment. Sick leave is not "accrued" as with other employees. Sick leave is available in a "block" and the unused portion is not carried from agreement year to agreement year. Sick leave is to be used for any occasion where the Graduate Assistant cannot fulfill his/her work obligation due to a temporary disability, or death, or illness in the immediate family.

To Apply

    Applications will be accepted beginning February 1, 2007. Submit letter of application, resume, and the names and phone numbers of three references to:

Ms. Barbara St. Michel

Associate Director of Campus Life

125 Hewitt Union

Oswego, NY  13126

Phone   (315) 312-2301

FAX   (315) 312-2924

February 9, 2006
stmichel@oswego.edu
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