Molloy University
Request for Graduate Assistantship/Graduate Research Assistantship Position

School / Department; Career Center
Supervisor's Name and Title: Cristen D'Accordo, Director

Graduate Assistantship Position Title: Career Center Assistant

Check One: | U | Graduate Assistantship Graduate Research Assistantship

Graduate Teaching Assistant

Please identify the areas you feel best suits your position for a graduate assistant (check all that apply):

MBA Criminal Justice Education Nursing Music Therapy Speech Language-Pathology

linical Mental Health Counseling Education — Ed.D. Nursing Ph.D. Nursing DNP

Communication Sciences and Disorders Ph.D.

Please describe the major duties and responsibilities of this position:
Assist in the development and execution of online campaigns to reach potential employers and

students via social media, website, and new releases for alumni

Maintain a current and accurate database of employers, students, and alumni in Handshake

Assist in the coordination and implementation of campus special events including workshops, career
fairs, open houses, etc.

Create and maintain a database containing recent alumni information using employment surveys to
collect data accurately

Prepare a monthly calendar of events and reports on new employers, job listings, and communications
with student/alumni/employers

Please list the knowledge, skills and abilities necessary for this position:
Proficient with Microsoft Office
Advanced Social Media and LinkedIn skills

Please detail the schedule of hours of work for this position (Must add up to 150 hours per

semester):
Flexible X or please list hours needed:

Do you have a graduate assistant currently in this position that you will be returning next year?
U | ves No If yes, Name :Juliet Maiello

Supervisor’s Signature: Cristen D'Uccornde Date: 10/21/25
Date: 10/22/25

Dean or Department Chair’s Signature: HKaxt Heeppel

Please return to the Gina Nedelka
Executive Assistant for Research, Scholarship, and Graduate Studies (K322)
gnedelka@molloy.edu
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