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Our company is growing rapidly and is searching for experienced candidates for
the position of graduate program. Please review the list of responsibilities and
qualifications. While this is our ideal list, we will consider candidates that do not
necessarily have all of the qualifications, but have sufficient experience and talent.

Responsibilities for graduate program

 Facilitates program specific student orientation, course registrations, and
exam registrations

e Initiates yearly performance evaluations for graduate students

» Provides guidance and interprets rules and regulations of the Program, and
University to faculty and students

e Develops and maintains a database of current students, containing all
academic activities

e Obtains financial information

e Maintains the confidentiality of all student records

e Coordinates seminar speaker series and annual Neuroscience Retreat

¢ Manages the Graduate Programs Calendar

e Makes travel and meeting arrangements for invited guests, prepares
itineraries, and processes reimbursements

e Prepares routine correspondence and takes meeting minutes as necessary

Qualifications for graduate program

Obtained or be working towards your degree (2.1

With passion of learning, teamwork and high interest of chemical induestry

Bachelor’s degree from an accredited university or college in Related field e

Minimum cumulative

Plays a key role in communications with School, University, and external



e Strong commitment to nurturing future public policy leaders and ensuring
that the School provides exceptional support and service to a diverse student
population



