Success Specialist Graduate Assistant (SGD004 - 00) 
Overview: 
Reporting to the Coordinator of Tutoring and SPI, the Success Specialist is a 12-month Graduate Assistant position charged with contributing to the mission of Academic Success, which is to promote an inclusive community, foster personal growth and intellectual development, and support each student along their individual path of success.  This position focuses on the facilitation of our Success Coaching program which provides individual and group academic skill-building support to help students be more confident and successful in their academic career.  This position will assist with Academic Success’ initiatives while working synergistically with departments within Career and Professional Development (CaPD), faculty and academic leaders from all of Stetson’s educational programs, and the university in its entirety to challenge and support students who dare to be significant™.
The Success Specialist will also assist with the tutoring and SPI initiative within Academic Success and provide support to the advising team with all office initiatives and administrative duties. The Success Specialist is responsible for assisting with developing flyers and graphics for digital marketing, conducting student outreach campaigns, and representing the department through various methods including tabling events, managing the main phone lines, and department email inboxes.  
	Duties and Responsibilities
	Critical Thinking
	Professionalism
	Teamwork
	Communication
	Technology
	Leadership
	Career & 

Self-Discovery
	Equity & Inclusion

	Meet regularly with students to provide transformative success coaching to develop students’ academic skills in areas such as, but not limited to time management, note taking, motivation, active reading, test preparation, and test anxiety.
	x
	x
	x
	x
	x
	x
	
	

	Oversee Peer Success Coaching program, including hiring and training of new Peer Success Coaches, supervision of Lead Peer Success Coaches and Peer Success Coaches, and daily coordination of program.
	x
	x
	x
	x
	x
	x
	
	x

	Learn about and maintain a basic understanding of the 4 main branches of Academic Success: Tutoring/SPI, Success Coaching, Advising/Discovery Advising, and Accommodations
	x
	
	
	x
	
	x
	
	

	Outreach to target populations (e.g. students with mid-term deficiencies, students on academic warning or probation, etc.) to offer success coaching and advice concerning their academics
	x
	x
	x
	x
	x
	
	
	x

	Maintain confidentiality of students’ information
	
	x
	
	
	
	
	
	

	Oversee a population of New Hatter Advising students throughout the Summer and participate in events as needed.
	
	x
	x
	x
	x
	
	
	x

	Facilitate presentations and workshops pertaining to academic success for student classes, organizations, and Academic Success sponsored events.         *These presentations may take place after-hours*.
	
	x
	x
	x
	x
	x
	
	

	Develop and implement assessment of Success Coaching initiatives to determine the impact on student success and identify continued areas of focus.
	x
	
	x
	x
	x
	
	
	

	Regularly review available Success Coaching data to make real-time adjustments focused on increasing the utilization and effectiveness of the program.
	
	x
	
	x
	x
	
	
	

	Support supervisor with outreach and coordination of student work schedules, website edits, and communication throughout the semester.
	
	x
	
	x
	x
	x
	
	

	Initiate and maintain contact with faculty and staff on matters concerning tutoring and success coaching.
	x
	x
	
	x
	x
	
	
	

	See to the maintenance and vibrancy of the assigned workspace. Integrate social media techniques to increase awareness of tutoring and success coaching services.
	
	x
	x
	x
	x
	x
	
	x

	Maintain documentation of hours worked and communicate any changes, concerns, or issues to their supervisor.
	
	x
	
	x
	
	
	
	

	
	
	
	
	
	
	
	
	


Descriptions of the LevelUP Competencies can be found here.
Qualifications:

Required 

· Current enrollment (minimum of six credit hours per semester) as a graduate student at Stetson University in one of our graduate programs. 

· Maintain a clear student conduct record throughout duration of employment.

· Ability to work 20 hours per week. 

· Ability to work non-staff holidays such as Spring Break and Stetson Showcase.                                                Note: Graduate Assistants follow the staff calendar, not the student calendar. Special permission required if time off is needed during these times.
· Have and maintain at least a 3.00 GPA.
· Strong people skills and the ability to communicate effectively with team members, students, staff, and faculty.
· Ability to think creatively and problem solve.

· Ability to work independently.

· Commitment to diversity, equity, and inclusion.

Desired  

· Knowledge of Microsoft Office Suite. 

· Be punctual, professional in attitude and dress, dependable, and trustworthy. 

· Be comfortable with computers and phones. 
· Exude good, quality organizational skills.

· Effective written and oral communication skills.

· Supervision or leadership skills.

Additional Information:

· 20 hours per week (see flexible schedule options below)

· Four days per week @ 5 hours 

· Five days per week @ 4 hours

·  Business Casual Attire
Application Process:
Applicants must submit the following materials to Marlene Vinciguerra, Coordinator of Tutoring and SPI, at mvinciguerra@stetson.edu for consideration: 
· Cover Letter
· Resume

· Professional references (2): Please provide name and contact information for each reference.
Position Information: 
Department Name: Academic Success 
Department website: https://www.stetson.edu/administration/academic-success/ 
University Division: Academic Affairs 
Supervisor Name: Marlene Vinciguerra 
Supervisor Title: Coordinator of Tutoring and SPI 
Position Number: SGD004 
Pay Level: Level 2 
