WESTERN OREGON
UNIVERSITY

GRADUATE TEACHING ASSISTANT POSITION DESCRIPTION

Graduate Student’s Name: V#

Appointment Effective Date: Authorized Hours (Maximum 195)
Appointment: oNew CReappointment Term: Academic Year:

Office Assignment: Division:

Work Site Supervisor/Evaluator:

Duties:

Assists non-classified employees in a university department or college by performing any
combination of the following professional duties: library research; data and information warehousing;
institutional research and technology projects; development of teaching/training materials, such as webinars,
online modes of course content delivery, face-to-face presentations, power point presentations and visual
aides; laboratory and field research; examination preparation; development and delivery of conference and
workshop materials; grades examinations/papers; and, teaches lower division courses. May be designated
other duties specific to the supervising unit’s needs in their pursuit of achieving the university’s mission.

Qualifications:
e Bachelor’s degree from an accredited institution
e Full-time enrolled WOU graduate student in an approved program

Work Environment:
o  Work may be performed in a variety of areas (e.g., indoors and outdoors; on and off campus)
e Office space is limited; may need to use the library and/or rotating office space

Skills Needed:
e Strong written and verbal communication skills
e Able to use technological tools, e.g., common computer software, multiple line telephone
e Ability to work independently with little supervision; be conscientious and reliable, with an aptitude
for creative problem solving and an attitude of mutual respect and collegiality.

Hours & Pay:
Typically the Graduate Assistant is expected to:

e work 12 to 19.6 hours per week depending upon the number of graduate hour coursework being
undertaken in any given term

arrive on time, in suitable attire, and prepared

notify their assigned supervisor in advance, of any absences

be approved for and evaluated on their appointment each term

receive full tuition remission for 9-12 credits (NOT INCLUDING STUDENT FEES)

work not less than .15 FTE nor more than .49 FTE each term, as stipulated in the conditions of
employment for graduate assistantships, which excludes GTAs from student employment, and as
authorized above

e submit an employment verification form and assessed student fees by the first week of term

Distribution: Human Resources, Budget & Payroll, Assigned Office, Unit Supervisor, Graduate Assistant

Revised August, 2009



GRADUATE ASSISTANTSHIPS
Policies and Procedures for Appointment /Conditions of Employment and Fee Assessment -Revised 08/01/09

A. Conditions of Employment

1. Graduate assistants must be fully admitted, registered full-time* graduate students at Western Oregon University,
working toward a WOU graduate degree at Western. Appointment as an assistant may not be for less than .15 FTE nor
more than .49 FTE each term. The University has established maximum numbers of credit hours for which assistants
may register. (see II, A, 3.) These limits are related to work hours and FTE appointment. Registration for hours in
excess of the listed maximums during any term requires prior approval of the Graduate Director.

*Full time is defined as nine (9) quarter hours during the academic year and six (6) quarter hours during summer
session. Graduate students in their last term may register for less hours as needed for their degree.

2. If an assistant has been on an academic year appointment, serving in that appointment spring term, and the institution
intends to re-appoint the assistant during the following fall term, the assistant may exercise the study privilege during
the intermediate summer term.

B. Fee Assessments

1. Graduate students appointed by the University are paid at established institutional salary rates based on minimum
wage and are exempt from the payment of the instruction fee (tuition), on the first twelve (12) credit hours per term.
Graduate assistants are assessed and are individually responsible for payment of the building fee, incidental fee, health
fee and any other fee approved for the University according to and with the graduate student fee schedule. See WOU
tuition and fees schedule

2. The instruction fee up to 12 credits will be assessed to the employing division within the University. The
Budget/Payroll Office will transfer funds to the employing division based upon the allocation determined. Upon the
conclusion of the Fall term funding allocations will be reviewed and adjusted accordingly.

3. When an assistant is authorized to register for more than twelve (12) credit hours per term, the institution shall
charge the assistant the resident rate for additional instruction fee for the excess of the twelve credit hour limit.

II. Procedures for Employment of Graduate Assistants

A. Employment Parameters
1. Full-time salary rate of $12,402 - $19,000 for a 9 month appointment.

2. Calculate FTE on the basis of clock hours, using a 40 hour week for 5 days as the basis. For example, a student who
is expected to work 12 hours per week as a graduate assistant would be budgeted at .30 FTE. Likewise one working
19.6 hours per week should be budgeted .49 FTE. This calculation should also be used for Summer Session pay.

Quarter hour enrollment limitations should be set according to the following schedule:

'Work Hours FTE Minimum credits Maximum credits
6 .15 9 16%*

] .20 9 16**

12 .30 9 16**

13 .33 9 12

19.6 .49 9 9

Deviations from the above listed credit hours requires prior approval of the Graduate Director.
** Graduate Assistantships are awarded for 9 - 12 credit hours, additional hours must be paid by the student.


http://www.ous.edu/dept/budget/files/AY08-09 Fbk_3-17-09.pdf#page%20102
http://www.ous.edu/dept/budget/files/AY08-09 Fbk_3-17-09.pdf#page%20102

B. Employment Procedures

1. Departments seeking authorization to offer assistantships should obtain approval by utilizing an "Employment
Authorization". This form can be obtained from the Human Resources Office, Administration 205 or off the website.
Employment Authorization form

2. When the assistantship is approved, the position should be advertised with specific applicable information
(description of work, salary, FTE assignment, duration of position, enrollment limitations, application procedures).

3. After selection of an assistant the sponsoring division should complete the Employment Authorization and forward it
to the appropriate Dean. The Dean will approve and forward to the Budget/Payroll Office for processing.

C. Enrollment Procedures

There must be an approved Employment Authorization before the tuition remission is applied. Failure to complete the
Employment Authorization in a timely manner may result in late fees for the assistant.
To obtain remission of the instruction (tuition) portion of enrollment costs a graduate assistant should:

1. Complete the Graduate Assistant Approval Request. This form is available in the Budget/Payroll Office.

2. Obtain signature of Division Chair (Division Chair should review conditions of appointment to determine that the
enrollment request is appropriate to applicant's assignment).

3. Secure approval from Graduate Director.

4. Submit approved request form to the Budget/Payroll Office for determination of fee remission applied directly to the
students account.

Budget/Payroll Office Western Oregon University
345 N. Monmouth Ave.,

Monmouth, OR 97361

503-838-8204

e-mail: dunkins@wou.edu


http://www.wou.edu/admin/hr/forms/emp_auth_fac_temp_apr2008.doc
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