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Position Title: Graduate Apprentice for Inclusive Excellence Education and Development
Department: Inclusive Excellence Education and Development (Division of Inclusive Excellence)
Key Responsibilities: This role supports faculty and staff inclusive excellence development and community-building through the planning, coordination, and facilitation of workshops, dialogues, and anti-bias education initiatives. Responsibilities include creating and maintaining printed and digital content for department initiatives; overseeing the I-Excel Mini Grant; maintaining the Phoenix Pathways for Inclusive Excellence website ; administering program evaluations and interpreting data to inform future initiatives; and monitoring research trends and benchmarking aspirant universities on inclusive excellence efforts to recommend continuous improvements. The role also involves collaborating with campus partners to further inclusive community support, development, and bias response.

Career Options: Primary – Inclusive Excellence/ Multicultural Affairs; Diversity, Equity, Inclusion and Belonging Programs;
Other - Leadership Programs; Campus Activities Programs; Civic Engagement; Graduate Student Support Services


Brief Overview of the Department:
The Office of Inclusive Excellence Education & Development (OIEED) promotes self-awareness and critical consciousness through education and development initiatives that support skill-building efforts, leading to greater levels of inclusion on campus.

OIEED focuses on two areas:
· Faculty & Staff personal and professional development, with an emphasis on Inclusive Excellence core constructs
· Bias education, response and prevention processes for the campus community

Through interactive workshops, educational development, and exposure & access to resources, OIEED seeks to:
· Expand one’s critical consciousness (moving from awareness to equitable action) concepts related to inclusive excellence, belonging, and well-being.
· Encourage individuals to think deeply and engage in dialogue that help them better understand themselves and the perspectives, experiences, and actions of others.
· Help people develop and practice skills to recognize and challenge identity-based bias, so they can build positive relationships with others from different backgrounds.

Position Description
The Graduate Apprentice for Inclusive Excellence Education and Development will play a key role in supporting programs and initiatives that advance institutional inclusive excellence priorities. Reporting to the Director of Inclusive Excellence Education and Development, the Graduate Apprentice will work collaboratively with the professional staff team to develop and implement inclusive community-building and anti-bias programming, assist with the I-Excel Mini Grant and program evaluation efforts, and support the office's marketing, outreach, and resource development initiatives. Occasional night and weekend work is required.
Primary Responsibilities 
Program Development and Collaboration
· Assist in the planning, coordination, and facilitation of workshops, dialogues, and initiatives supporting faculty and staff inclusive excellence development and inclusive community-building efforts (e.g., Inclusive Lens workshops, Inclusive Community Conversations, Summer Race, Reflections & Discussion series)
· Assist with anti-bias education workshop design and facilitation for faculty, staff, and students (Themes: BE Aware, BE Accountable, BE Advocates)
· Observe and assist with Bias response meetings
· Collaborate with appropriate campus partners to further inclusive campus community support, development, and bias response efforts.
Administrative and Assessment
· Assist with oversight of the I-Excel Mini Grant by promoting and advertising it; managing the review of applications and eligibility requirements; notifying recipients; and providing follow-up support to recipients. Research and publicize development opportunities eligible for grant use.
· Manage and maintain the Phoenix Pathways for inclusive excellence website, including collecting and publishing campus entries.
· Create, maintain, and update resource materials, website content, and electronic newsletters related to department initiatives.
· Update, create, and assist with administering program evaluations. Analyze, and synthesizing information; presentation of results to department leadership and other stakeholders.
· Monitor and assess research trends and benchmark aspirant universities on inclusive excellence (diversity and inclusion) efforts (e.g., dialogues, restorative practices, inclusive leadership and development) and make recommendations for continuous improvement.


Meetings and Additional Responsibilities
· Weekly 1:1 supervision meeting with Director of Inclusive Excellence Education and Development
· Bi-weekly OIEED team meeting
· Quarterly Bias Education and Response Team meeting
· Monthly Inclusive Excellence Division Meetings; other IE trainings, meetings, and committees when applicable
· Support the implementation of Institutional priorities, Inclusive Excellence divisional priorities, and Inclusive Excellence Education and Development departmental priorities.
· Other duties as assigned (some evening and weekend hours on a limited basis)


[bookmark: _Int_wflV7km0]Professional Development: Professional development opportunities will be supported and encouraged for the GA in this position. The Division of Inclusive Excellence commits to funding a professional association membership for the GA for both years of the apprenticeship. The Graduate Apprentice will write a professional development plan (PDP) during the first semester. With support from their supervisor, the apprentice will revise the PDP each semester, and utilize the plan to establish connections between coursework, career goals, and professional engagement opportunities. The GA will be encouraged to seek out and attend workshops and trainings offered by offices/departments within the Elon community. In the first year of the program, the Division of Inclusive Excellence will provide the apprentice with access to $750 (contingent on budget approval) to support their involvement in professional conferences, drive-ins, webinars, and/or other professional development activities. During the second year, the MHE program will provide the graduate apprentice with $1250 in professional development funding (subject to budget approval). 
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