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OFFICE OF THE VICE PRESIDENT FOR STUDENT AFFAIRS 

GRADUATE ASSISTANTSHIP 

Position Title 

Graduate Assistant in the Office of the Vice President for Student Affairs  

 

General Description 

The Graduate Assistantship working with the Office of the Vice President for Student Affairs 

functions as a staff member, working directly with the staff members within the Office, as well 

as a variety of offices throughout the Division of Student Affairs and across the University. The 

graduate assistant has an opportunity to learn about the Division of Student Affairs from an 

administrative perspective, working on various projects, programs, and individual assignments, 

including assessment and DSA Student Success initiatives.  

 

Primary Responsibilities 

Listed below is an outline of the responsibilities.  The nature of this position requires staff 

members to be both proactive and responsive.  As a result, the graduate assistant, as an important 

member of the VPSA Office, not only must have excellent time management skills, but also 

must have the ability to pursue more than one project, program, task, or assignment at a time, 

AND, be flexible to adapt at any given time. Confidentiality is a requirement, as the graduate 

assistant will be exposed to numerous privileged communications and types of information not 

available to the general Colorado State University community. 

 

1. Coordinate the Vice President for Student Affairs’ Council of Student Leaders, including 

a. recruitment of student leaders, 

b. planning and attending monthly meetings,  

c. taking minutes, and  

d. communicating with presenters and members on a regular basis. 

 

2. Assist with the Division’s Student Success efforts, including: 

a. coordinating the Student Success Work Group, assisting the co-chairs with 

forwarding the charge put forth by the VPSA and AVPSS, 

b. conducting research on the student retention literature, and 

c. analyzing student data to identify patterns, trends, and relationships across the 

division. 

 

3. Assist in the coordination of DSA staff sitting on Student Success Implementation Teams 

through quarterly or semesterly meetings to share information and make connections 

between and among what is happening in the larger University-level Implementation 

Teams. 

 

4. Assist with Division-wide assessment and research projects, including: 

a. ensuring division assessment processes and materials align with the new DSA 

Strategic Plan, assessment cycle, and Student Success framework, 

b. assisting in the creation of the annual division annual report, reviewing individual 

office goals and outcomes to support alignment with the new DSA Strategic Plan 

and Student Success framework, 
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c. survey creation, distribution, and analysis in support of individual units and the 

division, all through the application of socially just assessment strategies, 

d. serving as a member of the DSA Assessment Steering Committee, supporting data 

access and management solutions to better integrate student affairs data into the 

larger institutional story, and  

e. participating in the implementation of learning from the Today’s College Student 

Research Project, including presentations and publications. 

 

5. Coordinate the NASPA Undergraduate Fellows Program by recruiting students and 

mentors, preparing a year-long series of professional development opportunities, meeting 

regularly with fellows and mentors, and promoting the Student Affairs profession to 

interested undergraduate students. 

 

6. Research, create, implement, and manage professional development sessions for student 

staff in the VPSA Office throughout the academic calendar year. 

 

7. Explore and participate in Division of Student Affairs’ unit and department initiatives 

such as: Vice President’s Council, Student Affairs Director Meetings, Retention & 

Student Success, Campus Life, Research & Assessment, and many others. 

 

8. Interview administrative professional staff members in the VPSA Office and throughout 

the Division of Student Affairs to learn more about their responsibilities and assist with 

projects and programs of interest. 

 

9. Assist with special projects such as recognition events, advising student clubs and 

organizations and other University-wide activities requiring Student Affairs collaboration 

and involvement, such as Ram Welcome, Homecoming & Family Weekend, Symposium 

for Inclusive Excellence, International Symposium, and other campus events. 

 

10. Assist with special projects and other duties as assigned. 

 

Qualifications 

1. Strong interpersonal skills 

2. Well-developed organizational and administrative skills 

3. Excellent writing and oral communication skills 

4. Flexibility and adaptability 

5. Willing to learn computer systems for data manipulation and analysis 

6. An interest in division and institutional policy 

7. Sound decision making, judgment, and ability to maintain confidentiality 

8. Commitment to diversity, equity, inclusion, justice, and accessibility 

9. Enrolled as a student in the Student Affairs in Higher Education Graduate Program 

 

Terms of Employment 

 

The assistantship is a 25 hour/week appointment that provides the student with tuition for the 

2024-2025 academic year (full tuition regardless of the student's in-state or out-of-state residency 
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status), plus a monthly stipend, as determined by the Graduate School. Students typically apply 

for, and receive, in-state residency for the second year of the program. The period of 

employment is from mid-July 2024 through mid-May 2026. 

 

Supervisor/ Contact 

Dr. Jody Donovan 

Associate Vice President for Student Affairs 

(970) 491-5312 

Jody.Donovan@colostate.edu 

 

Kacee Collard Jarnot 

Director of Assessment 

(970) 491-7308 

kacee.jarnot@colostate.edu  

 

Websites 

http://www.studentaffairs.colostate.edu/ 

http://www.studentsuccess.colostate.edu/  
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