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PLEASE POST/CIRCULATE
Date Issued: 2.10.17
Position Available: Immediately
POSITION ANNOUNCEMENT

ANNAPOLIS CAMPUS
Job Title: Associate Director for Graduate Student Services
Reports To: Associate Dean for the Graduate Program

Duties:
The Associate Director for Graduate Student Services oversees the administration of the graduate liberal arts program and manages academic and all other support services for students in the Graduate Institute. As students’ progress through the program, the Associate Director offers guidance in preceptorial and segment selection; prepares preliminary class lists each semester making routine updates or revisions to those lists as required; and communicates finalized lists to the Registrar’s Office for distribution to students, tutors, and the college community. The Associate Director also guides students through the Masters Essay process. These duties entail regular contact with the Business Office, to ensure proper billing for all student accounts and with the Santa Fe GI office to confer on enrollment details of graduate students transferring between campuses. The Associate Director is the advisor and liaison to the Graduate Student Council.  In addition to facilitating students’ progress through the program, the Associate Director works with the Dean’s Office and the Registrar to coordinate the GI calendar with college calendar;  provides academic counseling to students;  interprets policy, establishes and maintains efficient and appropriate office and advisory procedures;   maintains awareness of graduation requirements and students’ graduation eligibility status; makes budget recommendations; administers most of the Graduate Institute Office budget lines; and oversees GI invoice procedures.  The Associate Director plans and oversees new student registration and orientation three times yearly; coordinates with offices from around the college to plan a number of regularly occurring Graduate Institute events such as the Associate Dean’s receptions, and works with the appropriate offices on GI participation in college-wide events including Homecoming and Croquet. The Associate Director assists the Registrar in planning and overseeing the summer GI Commencement, two GI convocations per year, and serves on the Spring Commencement Committee and the Fall Convocation committee to coordinate GI participation in those events. The Associate Director works with the Registrar to maintain the Graduate Institute portion of the student database, including collaboration in the production of the official class lists, rosters, and various reports.  The Associate Director assists in the transition of new Associate Deans; recommends policy changes; supervises annual student handbook revisions; and assists with regular updates to the SJC website. The Associate Director performs office managerial tasks and other related duties as required. 

Supervision Given: May hire, train, and supervise a GI office student aid.

Supervision Received: Reports to the Associate Dean of the Graduate Program, who is appointed every four years; functions independently for most day-to-day activities. 

Qualifications:  To perform the job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Bachelor’s Degree (St. John’s College BA or MALA preferred) and three years related experience, including broad administrative responsibilities and considerable public contact, student advising and/or enrollment management, event planning, or acceptable combination of education and experience. Knowledge of enrollment procedures and automated student record management systems.  Excellent verbal and written communication skills.  Ability to counsel and effectively interact with faculty and students.  Must be organized and detail oriented, have knowledge of office and database software. Experience with generating and using reports to identify errors and achieve efficiency. Ability to understand and work with the St. John’s College community. 

Compensation: Grade 11- $46,800, excellent benefits. 

To Apply: Send cover letter and resume to Annapolis.Jobs@sjc.edu 

AN EQUAL OPPORTUNITY EMPLOYER
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