
Binghamton University – Office of the Vice Provost for Undergraduate Education 
Communications Graduate Assistant (1 position available) 
 
The Communications Graduate Assistant will join the Provost’s Office staff to support the programs and 
initiatives under the umbrella of the Office of Undergraduate Education. 
 
Description of Duties: 
The GA will provide support for a broad range of undergraduate initiatives, including assessment of General 
Education and research projects on other universities within the SUNY System and nationwide, as well as other 
short-term projects.  The primary focus of this position will be assisting with production of the University 
Bulletin, including working with faculty and staff to coordinate updates for the 2019-20 Bulletin, tracking 
responses and managing contacts, and updating and editing Bulletin text in Omni Update.  The successful 
applicant may expect a variety of experiences within an Academic Affairs office setting, opportunities to 
research, propose and implement new ideas related to undergraduate education and enrollment, a reasonable 
workload, good communication, and feedback about job performance. 
 
Job Requirements: 
This position requires excellent written and verbal communication skills, as well as strong interpersonal skills.  
Primary responsibilities will involve project management and communication with faculty and staff in 
departments and campus offices, as well as writing, research, data analysis and some editing work.  Work will 
include short- and long-term assignments that must be completed by strict deadlines, so attention to detail, 
reliability, and strong organizational and time management skills are essential.  
 
Qualifications: 
Candidates must be accepted into a Binghamton University graduate program for the 2018-19 academic year 
and hold a bachelor’s degree.  The successful candidate should possess: 

 Strong organizational skills 

 Excellent written and verbal communication skills 

 Ability to work in a team environment and meet deadlines 

 Proficiency with Microsoft Office products, particularly Microsoft Word and Excel 

 Experience with producing items for electronic and print communication 
 

Additional Considerations: 
The following are preferred but not required: 

 Familiarity with Binghamton University  

 Experience with data analysis and statistics and the preparation of reports utilizing this type of analysis 

 Prior experience with OmniUpdate or willingness to utilize campus training resources  

 Continued availability through at least June 15, 2019, if possible (with additional compensation).  The 
position is an academic year position, but some projects, including the University Bulletin, extend past 
the end of the academic year.  

 
Stipend: 
This assistantship includes a salary stipend for the academic year of $12,000, paid biweekly. This position is 
represented by the Graduate Student Employees Union (GSEU), and the stipend will include all potential union-
negotiated raises applicable for the academic year.  Twenty hours of work per week is expected.   
 
To Apply: 
Persons interested should submit the general application. Applicants who are selected for an interview will be 
asked to provide a one-to-three page writing sample (part of a paper is fine).  Questions related to this position 
should be directed to Liz Abate, Senior Staff Assistant for Undergraduate Education, at labate@binghamton.edu. 

https://goo.gl/forms/BWVEc3LwYm7sfOIy2
mailto:labate@binghamton.edu

