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EXTENDED CAMPUSES OF NORTHERN ARIZONA UNIVERSITY 
 
Spring ’18 - Academic Year Graduate Service Assistant---Specialized Area: Small Business Administration (SBA) 
 
Personalized Learning (PL) incorporates innovative teaching and learning methods. Administered by the Extended 
Campuses Division, PL differs from but complements the traditional classroom-based academic model, with the goal of 
students achieving deeper learning through a personalized approach of multiple, hybrid and other effective learning 
methods and modalities and within timeframes that best meet the students' needs. Our model combines best learning 
practices from the educational field to ensure competency, including shared and open-source content; multiple delivery 
modules such as video, simulations, and gaming; faculty-led mentorships and tutoring; customized instruction; pre- and 
post-competency testing, capstone/applied projects and service learning. Tuition is based on length of time rather than 
by course or credit hours, providing a financial incentive to the student to complete the degree in a timely fashion.  
 
The Graduate Assistant will provide feedback to students on specific content related materials in the appropriate 
discipline (see list below).  The GA will facilitate the lead grader role for all lessons and technical quality assurance 
surrounding the PL degree path build.  In addition to these central duties the  
 
Graduate Assistant duties: 

• Provide ongoing grading of PL lessons and assignment submissions and function as a subject-matter 
advisor/tutor for PL students.  

• Effective protocol and social skills to provide prompt and accurate feedback to students in an online 
environment 

• Customize student communications based on individual student goals to effectively promote learning and 
convey positive and constructive communication, especially in the submission of assignments and assessments 

• Provide basic technical support in use of online student tools and learning platform 

• Communicate with students working on relevant subject matter content including but not limited to telephone, 
instant messaging, email, threaded discussions, group discussions, and message boards 

• Maintain and communicate regular hours of availability for synchronous student interaction 

• Develop a strong understanding of available problem-solving resources by collaborating with NAU student 
services staff 

• Interpret and explain department and university policies and procedures to students 

• Adhere to university policies and protocol  

• Serve as an active member of a business program; regularly consult with Lead Faculty on student progress 

• Other duties as assigned 
  
Knowledge, Skills, and Abilities: 

• Strong communication and organizational skills, especially in working with students and colleagues from a 
distance 

• Demonstrate the ability to work with students one-on-one as a subject-matter tutor as needed.  

• Exemplify understanding of competencies in the general areas of education, interpersonal skills, and 
professional education 

• Knowledge of various technologies and how to integrate them into the instructional mentoring support of PL 
students.  

• Demonstrate integrity, dependability, and independence to guide oneself with little supervision 

• Creative and proactive communicator to facilitate problem-solving and unexpected changes. 
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• Customer service ethic  

• Ability to serve as a member of a unique remotely driven team 

• Commitment to student accessibility 

• Comfort with technology 

• Ability to interact effectively with faculty, students, and community members of diverse cultural backgrounds, 
age ranges, and experience levels 

• Detail oriented; timely follow up with student inquiries and paperwork 

• Ability to work effectively with people from a variety of culturally diverse backgrounds 

• Ability to work non-standard hours 
 
Required Experience and special skills or background:   

• Working toward a Master's or doctorate degree in relevant area, business preferred.  

• Experience in online or competency-based programs preferred. 

• Knowledge of essential basic business functions and real-world business practices. 
 

How to Apply:  If you are interested in gaining valuable work experience in a dynamic, technology-driven learning 
environment while pursuing your graduate degree, please send your resume (including academic and professional 
references), along with a letter of interest articulating your skills related to this position to Dora Donovan: 
Dora.Donovan@nau.edu 
Note:  Specify on your email “SBA Graduate Assistant.” 
 
Closing Date: Open until filled 
 
Approximate stipend:  This is a 20-hour per week appointment for Spring 2018 with a $6,000 stipend and contract 
period of 01/08/18 to 05/11/18.  Position may be renewable.  Work may be available on a student wage hourly basis 
starting immediately. 
 
In addition, the graduate service assistant benefit package includes: 

• Waiver of non-resident tuition (if applicable);  

• In-state tuition remission of 100% per semester;  

• Student health insurance premium subsidy;  

• One paid holiday and 15 hours paid time off in Spring 2018.  
 
**Position may begin before 01/08/18 and continue after 5/11/18 as a student worker.** 
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