Administrative Assistantships
Administrative Assistants work with the administrative staff within the department - the Chair, the Director of Graduate Programs, the Director of the Marriage and Family Therapy Program, and the Coordinator of Internships, secretary ~ to assist with the administrative operations of the department.
The work of the Administrative Assistants is divided among the faculty administrative staff. One assistant is assigned to the Chair and the Director of Graduate Programs and one is assigned to the Director of the Marriage and Family Therapy Program and the Coordinator of Internships. Beginning with the Summer Session I, the Administrative Assistant is expected to work 15 hours per week for a 12 month period with the possibility of reappointment. Ordinarily, the appointment of the Administrative Assistant is for a two year period because of the time necessary to learn the operations and functions of the department.
Selection of the Administrative Assistant is conducted in the spring of the year. The primary criteria for selection are the same as for admission. Additional factors considered are the administrative skills and experience of the student and departmental needs. Reappointment is contingent upon past performance as an Administrative Assistant, compliance with University standards of conduct, academic performance, comparison with other applicants for the position using initial selection criteria, and needs of the department.
Specific duties of the Administrative Assistant include but are not limited to the following: assist in the activities pertaining to the role of the Chair, Director of Graduate Programs, Director of the Marriage and Family Therapy Program, and the Internship Coordinator; assist in the development of departmental documents such as student handbooks; assist in the coordination of department events such as student orientation, Supervisor's Luncheon, pre-internship meetings, pre-comprehensive examination meeting, etc.; assist in the processing of applications for admission for entry level students; assist in maintaining degree plans and in processing applications for graduation; assist in the development of course schedules; assist in the coordination of faculty meetings, comprehensive examinations for entry level students; assist in the performance of activities which provide for the smooth, efficient operation of the department.
