
 
 
 

 

Position Title: Graduate Studies Administrative Assistant 

Reports to: Director of Graduate Studies  

Appointment: Part-time, Hourly Salary  

 
POSITION SUMMARY:  

The Graduate Studies Administrative Assistant will support the two current graduate programs, and any 

future programs as they are offered.   

 

TASKS:  

The position is responsible for providing support to the Division of Graduate Studies by maintaining 

regular contact with graduate students and faculty; creating digital files of grades and advising sheets; 

assisting with the maintenance of the graduate Moodle platform; maintaining and updating files of adjunct 

faculty; assisting with marketing of graduate programs; preparing graduate studies meeting agendas and 

minutes; maintaining timely communication with graduate admissions counselor, registrar, IT 

department, and other services on campus, as necessary; ordering of supplies; creating payroll requests; 

archiving and retrieving documents for accreditation and licensure purposes; updating and publishing of 

graduate studies catalog, online forms, and other documents, as needed.  

 

SKILLS AND ATTRIBUTES:  

The candidate must exhibit professional and personal conduct that is spiritually mature and morally 

constructive, and be supportive of the mission, vision, and values of the college, including signed 

agreement with the college statement of faith. Knowledge of college policies, procedures, and practices 

with the ability to answer work related questions; knowledge of general office procedures and office 

filing systems; strong basic software (MS Office) skills; familiarity with the development of online 

learning platforms (Moodle); effective telephone and email communication skills; skilled use of social 

media (Facebook, LinkedIn, etc…); marketing experience, helpful; superior organizational, multitasking, 

and problem resolution skills; ability to interact effectively as a member of a team, working 

collaboratively with a variety of people, including students, employees, adjunct faculty, and supervisors; 

ability to work without close supervision and to set priorities and work schedule.  

 

EXPERIENCE & EDUCATION:  

Minimum Bachelor’s degree. Experience in higher education, preferred.  

 

PHYSICAL REQUIREMENTS:  

Sitting and looking at a computer screen for long periods of time; typing/keyboarding. 

 

APPLICATION PROCESS:  

A cover letter and resume, along with a completed TFC application should be sent to: Mary 

Kaye Ritchey, Director of Human Resources, at mritchey@tfc.edu. Review of applications will 

begin immediately, and the position will remain open until filled. The TFC application can be 

found at http://www.tfc.edu/employment/. All application materials must be submitted for a 

candidate to be considered. 
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