


The University of Akron
GRADUATE ASSISTANT FOR ZIPS PROGRAMMING NETWORK
DEPARTMENT OF STUDENT LIFE
The University: The University of Akron is a major, metropolitan, state assisted university.  The University has a long tradition of serving the needs of part-time and full-time students through day and evening classes, and it attracts traditional-age students and adult students of all economic, social and ethnic backgrounds.  The 218-acre campus, with more than 80 buildings, is within walking distance of downtown Akron which is located in northeast Ohio with a population of greater than 3 million.

[bookmark: _GoBack]The Department of Student Life:  The Department of Student Life is housed in the Student Union.  The Student Union is a 192,500 square foot facility that features various eateries including Auntie Anne’s, Subway and Starbucks,  PNC Bank, Barnes and Noble bookstore, convenience store, student organization offices, game room, theatre, information center, computer store, copy center, meeting rooms, event spaces, and administrative offices.

The Position: The Graduate Assistant for Zips Programming Network reports to the Associate Director, Student Life.  The Department of Student Life includes 13 professional staff, 5 full-time support staff, 8 custodial staff, 11 graduate assistants and over 110 student employees. 

Responsibilities: Characteristic duties and responsibilities of the Graduate Assistant for Zips Programming Network include: 
· Supervising: Supervise and oversee all aspects of the Zips Programming Network. Develop students through the planning, organizing, marketing, implementing and evaluation of activities/programs. 
· Collaboration: Foster collaborative relationships with other departments and campus programming boards in order to enhance student programs. 
· Financial Management: Manage the ZPN budget by planning, directing, and controlling the financial functions; monitoring and maintaining budget; and approving expenditures. Develop students by making them a part of the fiscal planning process. 
· Time Management: Utilize the tools given to you to maintain a minimum of 20 hours per work week. Attend ZPN meetings and events as time permits. 
· Student Development: Participate in the department student employment program to help develop and mentor student employees/leaders. 
· Outreach: Establish departmental (academic & administrative) relationships that will ultimately enhance service to students. 
· Planning: Preparing annual workshops and training retreats for the Zips Programming Network. 
· Marketing: Develop and implementing marketing strategies for ZPN programs; utilize LEGO Marketing students to enhance ideas & create marketing themes. 
· Assessment: Develop an ongoing assessment program (qualitative & quantitative) to monitor the satisfaction with and growth of programming 
· Involvement: Participation in campus wide committees to assist in implementation of programs and activities
· Administrative: Maintain policies and procedures of ZPN through the oversight of area manual. Utilize OrgSync to ensure board efficiencies. Handle contract negotiation and processing as it pertains to programs
· Assist Associate Director, Student Life with special projects and perform other duties as assigned. 

Qualifications: The Graduate Assistant for Zips Programming Network must be well-organized, high-energy person with: 
· A bachelor’s degree and pursuing a master’s degree in education or business administration. 
· Undergraduate experience in student affairs, student activities, or student unions. 
· Experience working with students of diverse educational, racial, ethnic, and cultural backgrounds. 
· Excellent written and oral communications skills. 
· Demonstrate leadership, organizational, and detailed-oriented skills 
· Experience with managing a budget and filing necessary paperwork. 
· Computer Literacy. 

Physical Requirements:  Job is physically comfortable; individual is normally seated and has discretion about walking, standing, etc; may occasionally lift very lightweight objects.

Working Conditions:  Standard working environment with possible minor inconveniences due to occasional noise, crowded working conditions, minor heating/cooling or ventilation problems, and/or up to 70% use of PC terminal.
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