[image: ]


Position Title: Graduate Apprentice for Elon 1010/Academic Advising
Department: Koenigsberger Learning Center
Key Responsibilities: Recruit, hire, and assist with training and supervision of 100+ peer educators in the Elon 1010 Peer Educator (PE) program; Assess Elon 1010 PE programming and experiences; Co-teach Elon 1010 with Director of Elon 1010; Serve as an advisor to undergraduate students on their academic courses, majors, and goals; Collaborate with appropriate student support systems to promote student success.
Career Options: Primary: First-Year Experience/Seminar Programs, Peer Education Programs; Academic Advising Center. Other: Academic Support Services; Orientation and New Student Programs, Career Advising; College Access and Success.

Position Description
For the third year in a row, Elon University is ranked #1 in First-Year Experiences (FYE) by U.S. World News & Report and Elon 1010 is a signature FYE program on campus. Located within the Koenigsberger Learning Center (KLC), Elon 1010 is a nationally recognized, 1-credit hour, first-year seminar course designed on a foundation of holistic academic advising. Each section is co-facilitated by a talented cadre of faculty and staff serving as Elon 1010 instructors and upperclass students serving as Elon 1010 Peer Educators (PEs) for 100+ sections of Elon 1010.
[bookmark: _Hlk210833211]The Graduate Apprentice for Elon 1010 reports to the Director of Elon 1010 and will assist with all aspects of program planning and development with primary focus on the Elon 1010 Peer Educator (PE) program. The GA will be an integral partner in managing recruitment, hiring, supervision, assessment, and development of the Elon 1010 PE Program. The GA will also work with staff in the office to provide comprehensive academic advising services for undergraduate students. The GA participates as professional staff in office programs and functions, including opening of term activities, advising presentations, individual advising appointments, invited campus events, and serves on internal committees and work groups when applicable. The GA will also be provided with a workspace, computer, and phone. Please note that some evening/weekend work hours may be periodically required throughout each semester.
Primary Duties
Elon 1010:
· Assist the Director of Elon 1010 with all aspects of program development and implementation.
· Co-manage and co-supervise 100+ Elon 1010 PEs throughout duration of position to include coordination of monthly in-service professional development workshops throughout the fall semester.
· Coordinate the Elon 1010 PE recruitment and hiring process to include marketing, publicity, application, interview, and selection process.
· Plan and facilitate the Elon 1010 PE Contract Party during spring semester.
· Coordinate the logistical planning of Elon 1010 PE programs and information, including requesting presenters, communication with campus partners, managing multiple databases, maintenance of the Moodle site and PE listserv, and creating marketing for KLC social media accounts/platforms.
· Communicate with Elon 1010 Instructors (faculty and staff) in the facilitation of the Elon 1010 Instructor and PE matching process.
· Assist Coordinator of KLC Peer Mentoring Initiatives with facilitation of Elon 1010 PE August Training activities and events.
· Co-teach Elon 1010 with Director of Elon 1010 in fall semester. 
· Assist Elon 1010 Team with creating an assessment cycle for the Elon 1010 PE program to include benchmarking, designing, and evaluating assessments. 
· Other duties as assigned by the Director of Elon 1010. 

Academic Advising/KLC:
· Complete advisor training modules to learn and utilize advising approaches, philosophies, and models for new academic advisors. 
· Advise a caseload of undergraduate students (not to exceed 20 students) on their academic courses, majors, and goals. (Year Two)
· Assist team of 6 professional advisors within the Office of Academic Advising with drop-in and scheduled advising and academic support appointments. 
· Attend weekly staff meetings and participate in KLC committees and initiatives; when appropriate, attend campus-wide committee meetings with office staff.
· Participate in inclusive excellence discussions, trainings, and development opportunities to enhance skills in culturally responsive advising and teaching. 
· Understand and implement federal, state, and university laws and policies (i.e. FERPA).
· Collaborate appropriately with a student’s support system (i.e. family, residence life, instructors, coaches, etc.) to help provide a holistic experience promoting student success.

Other Responsibilities/Opportunities:
· Utilize several types of software and technology systems to perform daily work tasks and to help with strategic office initiatives.
· Apply and enhance program planning, implementation, and assessment skills across various programs/trainings/events.  
· Practice personal and academic wellness and self-care through calendar management and supervisor support.
· Apply classroom theory to day-to-day work practice through weekly reflective discussions with supervisor. 
· Participate in weekly 1-on-1 meetings with supervisor to reflect on learning, growth, and tasks/projects. 
· Participate in continual professional development opportunities on and off campus that support the individual professional development plan co-created with supervisor to connect course topics and career goals (i.e. NACADA membership, informational interviews, workshop/conference attendance).
· Provide written information to be included in supervisor’s end of semester evaluation, such as self-evaluation, reflective writing, any change in personal goals, etc.

Professional Development Opportunities

Multiple professional development opportunities aligned with coursework in the MHE program will be provided for the GA. In addition to advisor training modules and instruction on first-year pedagogy, the GA will be encouraged to seek out and attend workshops and trainings offered by offices/departments within the Elon community. The GA will also be provided with a membership to NACADA during both years of the apprenticeship and a minimum of $750 of professional development funds to attend a national, regional, or local conference (i.e. NACADA, NASPA, FYE, SACSA, UNCG Careers in Student Affairs Conference, etc.). During the second year, the MHE program will provide the graduate apprentice with $1250 in professional development funding (subject to budget approval). Lastly, the supervisor will share and discuss professional development opportunities for master’s level graduate students and new professionals that the GA may be interested in or that may benefit their personal and professional growth. Specific opportunities will be outlined in the GA professional development plan.
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