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Graduate Administrative Assistantship for Mentoring Program 
This is a full-time graduate administrative assistantship (20 hours per week) focused on supporting graduate student success through mentoring and professional development. The position works with the School of Graduate Education (SGE) to strengthen faculty mentoring practices and prepare graduate students to become effective mentors.

Key responsibilities include:
· Coordinating the graduate student mentoring program under the guidance of the SGE. 
· Assisting with the development, organization, and implementation of mentoring and professional development programs for faculty and graduate students. 
· Coordinating workshops and training opportunities, such as mentor training sessions and difficult conversations workshops. 
· Attending SGE and other required meetings. 
· Completing additional duties as assigned. 
· Occasionally working evenings or weekends when programs or events require it.
Minimum Qualifications: 
· Strong oral, presentation, and written communication skills 
· Excellent interpersonal and cross-cultural engagement skills
· Professional relationship building and collaborative skills
· Program coordination and management skills
· Curriculum development, teaching, or presentation experience
· Ability to work independently and collaboratively on teams and with supervisor
· Time management skills, ability to prioritize tasks to meet targeted time frames 
Desired Qualifications: 
· Prior volunteer experience, work experience, research, or classes focused on mentoring
· Leadership or participation in departmental or university level graduate student organizations 
· Data management and assessment skills
· Adapts to changes and additional training quickly 
· Doctorate-level graduate student preferred
Work Location: 
On-campus: This position provides vital support to campus customers, and the successful candidate must be available to work and perform essential job functions on campus, understanding our location is at 7,220 feet above sea level.  
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SGE assists students in completing a graduate education and awards assistantships on a competitive basis for an academic year (Fall/Spring semesters).  The Mentoring Graduate Administrative Assistantship includes tuition-and-mandatory fee coverage, up to 12 graduate credits per semester (normal resident rate), and a stipend for performing services (working) at UW while completing graduate studies for a master’s or doctorate degree. Placement in the Mentoring Graduate Administrative Assistantship is for one academic year.  Continuing students who wish to apply for support the following year must complete a new application.  If academic progress and work performance as a graduate assistant are unsatisfactory the assistantship is subject to forfeiture or modification of the award.  

A complete Mentoring Graduate Administrative Assistantship application includes:
· Completed Mentoring Graduate Administrative Assistantship application form 
· Cover letter outlining interests and qualifications for position
· List of two references with contact information
Applications must be complete and must be received by July 24, 2026.
Email: graded@uwyo.edu (PDF files) Attention: Mentoring Graduate Administrative Assistant Application
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Mentoring Graduate Administrative Assistantship Application Form

Applicants for the Mentoring Graduate Assistantship must meet the following criteria:
 Accepted or enrolled in UW graduate program      
 Full-time enrollment (9 credit hours per semester) in fall and spring)
  Demonstrate academic potential and accomplishments    


Last Name: __________________________   First Name: ___________________ Middle Name: _____________
W-Number: ________________   UW Employee ID Number: _____________
Local Mailing Address: _______________________________ City: ________________ State: ___ Zip: _______
Perm. Mailing Address: ______________________________   City: ________________ State: ___ Zip: ________
Phone 1: ____________________    Phone 2: ______________________ Email: __________________________
Highest Ed. Level: ______________
Undergraduate Major: ___________________		Undergraduate GPA: _____
Current Class Standing:  College Senior: □   	Graduate Student: □   
Graduate Major: _______________________	Graduate GPA: _________      Total # of Graduate Hrs: _______
UW Graduate Degree Sought:   Master’s □   	Doctoral □ 	Other □   	
Accepted into Program:  Yes □ No □   
Are you a current UW employee?  Yes □   No □      

Briefly list collegiate institutions attended, dates, and degrees:   









Signature: _______________________________   Date: _______________ 
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