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LGBTA Student Resource Center
101 Boucke Building, State College, PA  16802

Phone: 814-863-1248, Fax: 814-865-0790

lgbta@psu.edu

2006-2007
Graduate Assistant Work Agreement

between Name (Graduate Assistant) 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 Assistant will serve in the position from August 22nd, 2005 through May 1st, 2006.
b. Hours: 20 hours per week
c. Stipend: 9-month Graduate Assistant Stipend, first-year
2. Scope of Work: 

a. Assist the Director and Assistant Director with responsibilities related to supporting, mentoring and supervising student staff assistants, interns and volunteers;

b. Take primary responsibility for coordinating Straight Talks presentations, including scheduling presentations, contacting & assigning presenters, coordinating all paperwork, forms, applications, records, assessment data etc. related to the Straight Talks programs;
c. Support, mentor and supervise the OUTRider Editor and volunteer columnists, including setting timelines & deadlines for completing work, assisting editors and columnists in developing topics, reviewing newsletter formatting, layout and content, etc.;
d. Work in collaboration with the Assistant Director and staff of University Health Services to coordinate HIV Testing and HIV/AIDS education;

e. Coordinate, in collaboration with other graduate interns, planning and hosting at least one late-night social events in the Center, per semester;
f. Work in collaboration with the Director, Assistant Director and Center staff to develop, plan and host the annual Lavender Graduation ceremony and reception;
g. Work in collaboration with the Director, Assistant Director and Center staff to develop, plan and host the annual LGBTA Student Leadership Retreat;

h. Assist the Director and Assistant Director with planning and hosting ICA LGBTA Liaison training sessions;
i. Spring semester, as needed: assist the Director and Assistant Director with the task of recruiting, interviewing, hiring and training succeeding graduate assistant;

j. 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;
k. Other similar duties as assigned.
3. Direction:  The Graduate Assistant will work in collaboration with the Director 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 and Assistant Director will provide written performance evaluation of work accomplished by the Assistant.  

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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