Graduate Student Wage Position
The Office of Equity and Diversity Services

D 105 Mason Hall

Job Category:  Student Hourly

Job Title:  Graduate Research and Administrative Support Specialist
Job Type: part time

Working hours: flexible 10-20 hours/week

Salary $15.00 an hour
Temporary position: Spring Semester 2009, with possibility of renewal
Location:  Fairfax, Mason Hall D105
Application Materials:  Resume and statement of interest

Apply by: Open Until Filled 
Reports to:  Josie Evola, Associate Director and Ruth Townsend, Associate Director

Send to: Heather Madnick, hmadnick@gmu.edu
George Mason University’s, Office of Equity and Diversity Services is seeking a proactive and efficient Graduate Research and Administrative Support Specialist who will be responsible for a variety of tasks with the two Associate Directors.
This position requires excellent command of written English, strong interpersonal skills, and proficiency using Microsoft Office applications, especially EXCEL, the ability to work independently, to multi-task, problem solve, and manage competing priorities and deadlines.  Preferred skills and knowledge include experience with Adobe InDesign CS2 (for page layout) Photoshop 7.0 (for creating graphics), Adobe Illustrator CS2 (for creating vector based graphics) Adobe Acrobat Professional 6.0 (for creating and editing PDF files) Macromedia Dreamweaver 8.0 (for creating web pages). This position will support the work of the Associate Directors. Responsibilities may include but are not limited to:
· Assisting in the development and design of print and web-based training and technical assistance materials;
· Researching  and organizing web-based disability resources both internal and external to George Mason University to be placed on the “accessibility at Mason” web site;
· Researching and organizing on-campus diversity resources to be place on a “Diversity at Mason” Website;
· Scheduling and attending advisory group meetings;

· Entering data into existing databases and generating reports;
· Organizing and maintaining compliance publications and files;
· Researching employee recruitment strategies and resources;
· Editing, proofreading, office support

Qualifications, Knowledge, skills, and abilities: Excellent research, writing, organizational and interpersonal skills; problem solving abilities; proficiency with professional applications and other office technology (Microsoft Office applications, e-mail, spreadsheet, web-based applications, Internet research).  Basic understanding of Equal Opportunity and Civil Rights laws, employee recruitment practices, experience in training and/or proficiency with Adobe Photoshop, InDesign, and Illustrator  are preferred. 

Education or training: Graduate student preferred 

Prior office, research and writing and “people organizing” experience, preferably in a university setting. 
