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Classification Title: Senior Grad Student Specialist  
 
FLSA Exemption Status: Exempt
 
Pay Grade: 13
  
Job Description Summary:  
The Senior Graduate Student Specialist, under direction, provides highly developed skills for guiding graduate students/faculty/staff on various aspects of the graduate educational experience. Provides detailed information on and refers students/faculty/staff to University resources that can assist in meeting their needs or solving their problems.

Essential Duties and Responsibilities: 

40% Guidance and Oversight of Graduate Education
· Provides advanced professional and specialized guidance to graduate students and staff related to all aspects of graduate education.
· Manages the processing of official University graduate student documents related to degree plans.
· Supervises the review of graduate degree evaluations and clearing students for graduation.
· Directs efforts to strengthen the graduate advisor network.

20% Compliance and Policy Development
· Possesses extensive knowledge of and assists in developing and updating University graduate student policies and procedures.
· Coordinates graduate student participation in professional development activities and award ceremonies.
· Provides advanced guidance in areas involving degree requirements, graduation, and related issues.
· Utilizes University systems for degree evaluation and processing related to milestone tracking.

10% Training and Development
· Develops, directs, plans, and implements new staff training in various systems used by the Graduate and Professional School.
· Provides guidance and training on university graduate student policies and procedures to staff.
· Manages communications with faculty and staff regarding graduate program requirements and procedures.


10% Data Management and Reporting
· Enters, tracks, analyzes, and reports data critical to graduate records processing and funding.
· Manages the export of needed reports for review and data analysis.
· Liaises with leadership to ensure achievement of unit goals and priorities.

20% Duty Title (for the department's use)
· Remaining Percentage Can Be Determined by Department to Meet Business Needs or Can Be Incorporated into Percentages Above.

Required Education and Experience: 
· Bachelor’s degree or equivalent combination of education and experience.
· Seven years of related experience.

Required Licenses and Certifications: 
· None

Required Knowledge, Skills, and Abilities: 
· Ability to multitask and work cooperatively with others.

 Machines and Equipment: 
· Computer
· Telephone

Physical Requirements: 
· None 

Other Requirements and Factors: 
· None
 
Is this role ORP Eligible? If so, it needs to meet the criteria on the Rules and Regulations of the Texas Higher Education Coordinating Board.  
☐ Yes 
☒ No 

Does this classification have the ability to work from an alternative work location? 
☐ Yes 
☒ No   
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