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Our company is hiring for a graduate program. We appreciate you taking the time
to review the list of qualifications and to apply for the position. If you don't fill all
of the qualifications, you may still be considered depending on your level of
experience.

Responsibilities for graduate program

o Register students in courses

e Facilitate classroom and lecture transmission

e Experience navigating and reporting sensitive issues or information with
good judgement and diplomacy

o Comfortable with enforcing policies and procedures

e Other corporate initiatives as required

» Develop and update the Graduate Handbook, and graduate Plans of Study

e Organize and attend department Graduate Committee meetings

e Determine priorities

e Facilitate faculty /student interactions

» Monitors all aspects of graduate students in NGP

Qualifications for graduate program

e College, university, or non-correspondence business school course work may
substitute on a year for year basis for the general experience, but not the
specific experience

e Resident of Colorado

e Fluency in French, English and Dutch

e Demonstrated technical expertise with various computer software programs
(i.e., application management systems, CRMs, ) and detailed oriented to
accurately manage data for reporting and statistical analysis






