
Posi�on Title: Graduate Assistant, Graduate Student Success 
Department: Graduate School 
Reports To: Graduate Student Development Coordinator 
Appointment: Academic Year 
Hours: Approximately 20 hours per week 
 
Posi�on Summary 
 
The Graduate Assistant for Graduate Student Success serves in an academic year appointment 
working approximately 20-hours per week and reports to the Graduate Student Development 
Coordinator in the Graduate School. The Graduate Assistant will primarily work in the Graduate 
Student Success office overseeing the project request process, assis�ng with communica�ons, 
and suppor�ng programming ini�a�ves. 
 
Marquete University offers graduate students programming that aligns with its Catholic, Jesuit 
iden�ty and supports personal, academic, and professional success during their graduate 
educa�on journey and beyond. The Graduate School provides access to services, resources, and 
opportuni�es in an inclusive environment that fosters a sense of community across campus and 
throughout Milwaukee. 
 
This posi�on supports both long term and short-term projects, including educa�onal and social 
programming, student leadership development, and event support. While not required, interest 
or experience in graphic design and communica�ons is beneficial. The Graduate Assistant is 
responsible for graduate student success programming, communica�ons, assessment, and 
collabora�on with key campus partners to offer inclusive events. All responsibili�es are 
expected to be carried out in a manner that reflects the Catholic, Jesuit mission of the 
University. 
 
Key Responsibili�es 
 
Programming and Community Building 

- Assist the Graduate Student Success team with designing, planning, implemen�ng, and 
assessing programming that supports community building, awareness, health and 
wellness, and professional development 

- Provide support and leadership for ac�vi�es and events such as new student 
orienta�on, TA orienta�on, the Graduate Student Services Fair, Interna�onal Student 
Peer Support programming, advising the Graduate Student Organiza�on and other 
graduate student organiza�ons as needed, Wisdom Walks, research and professional 
development programming, health and wellness informa�on sessions, community 
building events, career events, Disserta�on Wri�ng Workshop, Graduate Student 
Apprecia�on Month events, and gradua�on 

- Coordinate and facilitate opportuni�es that foster leadership skill development and a 
sense of belonging within the graduate community 



- Assist with developing peer mentoring ini�a�ves that connect new graduate students 
with advanced students  

- Assist with coordina�ng small cohort-based communi�es for first year or disserta�on 
stage students  

- Facilitate wri�ng accountability groups or structured study sessions  
- Assist with coordina�ng wellness ini�a�ves addressing stress management, �me 

management, financial management, and exploring health insurance  
- Collaborate with campus ministry and campus partners to offer reflec�on opportuni�es 

aligned with Marquete’s Catholic, Jesuit mission  
- Assist with May commencement ac�vi�es 

 
Professional Development 

- Assist with research and professional development programming 
- Coordinate workshops on academic and non-academic career pathways such as the 

Career Development Bootcamp and Career Explora�on Days 
- Partner with campus offices to provide sessions on grant wri�ng, conference proposals, 

publishing, and teaching development  
- Create a professional skills series focused on leadership, communica�on, conflict 

management, and networking  
 
Communica�on and Outreach 

- Oversee the project request process and assist with office communica�ons 
- Assist with communica�on and promo�on of graduate student programming 
- Assist the Graduate School Admissions team by mee�ng prospec�ve students and 

providing tours 
- Support and help conduct informa�on sessions for new students 
- Assist the Graduate School and partner offices with the First Des�na�on Survey 
- Create content and write graduate student news features for the weekly MUGS NEWS 

newsleter  
- Assist with managing graduate success web content and the web calendar for academic 

and social events  
- Conduct listening sessions or focus groups to beter understand graduate students’ 

needs  
 
Assessment and Strategic Ini�a�ves 

- Assist the Graduate Student Success team with projects and data collec�on 
- Assist in assessment and evalua�on efforts, including developing evalua�on strategies, 

collec�ng data, and analyzing results 
- Assist with analyzing par�cipa�on data to iden�fy gaps in engagement  
- Develop learning outcomes for graduate student programming and track impact over 

�me  
- Benchmark peer ins�tu�ons to iden�fy best prac�ces in graduate student support 

 
 



Qualifica�ons 
- Current enrollment or acceptance into a Marquete University graduate program. 

Preference for students pursuing degrees in student affairs, educa�onal leadership, 
counseling, communica�on or a related field 

- Strong oral and writen communica�on skills 
- Strong project management skills 
- Experience working with students from a variety of cultural and ethnic backgrounds 
- Commitment to values compa�ble with and suppor�ve of Marquete’s mission as a 

culturally diverse, Catholic, Jesuit university 
- Availability to work some evenings and weekends as needed to support student 

programming 
 
Compensa�on 
This is a 20-hour per week assistantship. Compensa�on includes a 12-credit tui�on scholarship 
and a s�pend of $20,700.  

 
Apply 
Interested applicants should send their resume and cover leter to: 

Melissa Econom 
Graduate Student Development Coordinator 
Graduate School, Zilber 205 
Melissa.econom@marquete.edu  
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