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LGBTA Student Resource Center
Address
Phone, Fax

email

2005-2006

Graduate Student Intern Work Agreement

between __________(Graduate Intern) and the

LGBTA Student Resource Center (SRC)
This agreement is an outline of work to be accomplished by the Graduate Assistant, and a record of assigned duties to provide clarification regarding the expectations of work to be accomplished.

1. Appointment: 
a. Term: The Graduate Intern will serve in the position from August xxth, 2006 through May xst, 2006
b. Hours: 10 hours per week
c. Stipend: This is an unpaid internship during Fall 2005; the internship is compensated with a stipend for up to 5 hours per week for duties related to the Mentorship Program during Spring 2006
d. Academic Credit: CSA 595 during Fall 2005; No credit during Spring 2006
2. Scope of Work: 

a. Take primary responsibility for developing, hosting, and facilitating the Mentorship Program on behalf of the LGBTA SRC;

b. Coordinate all paperwork, forms, applications, records, etc. related to the Mentorship Program;

c. Recruit mentors and publicize information about the Mentorship Program, review mentor applications, work in collaboration with Center staff and interns to develop outreach materials related to the program;
d. Interview new mentors and mentees, develop, host and facilitate training & orientation sessions for mentors, match trained mentors with mentees;

e. Maintain regular contact with mentors, advise mentors and mentees, as needed;

f. Develop and coordinate a bi-weekly or monthly support/discussion group for mentors;
g. As a member of the staff of the LGBTA SRC, assist with general office support, such as answering phone calls, replying to emails, greeting visitors in a positive and professional manner, attend staff meetings and staff in-services;
h. Other similar duties as assigned.
3. Direction:  The Graduate Intern will work in collaboration with the Graduate Assistant and Assistant Director of the LGBTA SRC who are directly responsible for supporting and supervising the Assistant.
4. Feedback and Evaluation of Work:  Upon completion of the appointment, the Director, Assistant Director and Graduate Assistant will provide written performance evaluation of work accomplished by the Intern.  

5. References: Requests for the Graduate Assistant and/or the Assistant Director of the LGBTA SRC to provide recommendation letters as well as requests to serve as references will be made by the intern with at least 3 weeks notice.  Exceptions may be made, given specific circumstances.
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