
Graduate Assistant 
Graduate Admissions 

 
Overview:The GA interacts with applicants, graduate program coordinators, the application processing 

team, and admissions staff to provide a student- focused, customer - friendly applicant 
experience to IUP.    
 The GA also has the opportunity to work with recruitment initiatives including,  but not limited 
to, Open Houses, tours, and other special programs designed to recruit Graduate students.   
  

 
Specific Duties: 
  
Provide assistance to domestic and international applicants completing the graduate application process: 
 

 A d d r e ss pro sp e ct i ve  stud e nt qu est i o n s daily, in perso n (tou rs, ind ivi du a l meet in gs, etc.) 
and via alte r n at e mode s of commu n i cat i o n (phone, email, chat, etc.) , abou t gen e r a l 
grad u at e ad missi on req ui r e m e nt s an d requ i r e m en t s sp eci f i c to an in d ividu a l ’s ap p li ca t io n .  

 Wo r k with ac ad e m i c depar t m en t st aff an d th e app li ca t i on pro ce ssi n g team to 
ad d re ss/ r e so l ve app li ca nt qu est io n s.  

 Provide support for Graduate recruitment initiatives, including but not limited to: Outreach 
Communication Campaigns, Graduate Events (on and off campus), and working on individual program recruitment initiatives. 
 
Provide support for projects assigned by Admissions staff: 
 

 Co l l a b o r at e with  ou r  team to evalu at e and  assist with cont i nu ou s impro vem e n t of 
op erat i o na l pro ce du r e s.  

 P r o vi d e rese a r ch sup po rt for assigne d pro je ct s .  
 


