Graduate Assistant Job Description

Department of Nutrition

UNCG

Graduate Assistants in the Department of Nutrition who receive a stipend are responsible for 20 hours of work for the department each week:  10 hours for the course to which they are assigned, and 10 hours for their research mentor.  To help clarify the potential roles and responsibilities of the Graduate Assistant in his/her course responsibilities, this “job description” was developed by the NTR faculty.

Graduate Assistant responsibilities include:

· Report for work the week prior to the beginning of classes each semester and work through the last day of final exams (see The Graduate School Assistantship Work Schedule)

· Sign the FERPA document as required by UNCG to help assure student record confidentiality

· Meet with the course instructor on a regularly scheduled basis

· Be available to attend lectures and laboratory sections as required by the instructor

· Maintain office hours each week

· Assist the course faculty member in grading exams, quizzes, and assignments

· Proctor exams, quizzes, and other classroom activities as needed

· Other duties as required by individual course faculty (maintaining the grade book, answer student questions via email, taking roll, creating test questions, etc.).  These duties will be enumerated at the beginning of each semester by the respective course faculty member. 

· Maintain work records as instructed (e.g., timesheets)

· Conducting a lecture may be an assigned component, as agreed upon in advance by the course faculty member and the GA.  The faculty member may provide the GA with PowerPoint lecture slides and mentoring as required.

· Other duties as assigned by NTR Director of Graduate Studies or Department Chairperson

· GAs will NOT provide nutrition counseling for any students.  Please see the Nutrition Counseling handout and refer all students to Jill Shaw, MED, RD, at the Gove Student Health Center

Graduate Research Assistant responsibilities include:

· Meet with research mentor on a regularly scheduled basis

· Perform duties assigned by research mentor (such as researching articles in library or PubMed, assisting with research studies other than student’s own thesis/dissertation research, and assisting with training new undergraduate or graduate research assistants who are assigned to the same research group)

· Keep laboratory/research area clean and organized

· Other duties as assigned by research mentor

· RAs will NOT provide nutrition counseling for any students.  Please see the Nutrition Counseling Handout and refer all students to Jill Shaw, MEd, RD, at the Gove Student Health Center
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