
Our company is looking to fill the role 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

Ensures accuracy in the Course Schedule for the Fall and Spring Semesters
Has general knowledge with University immigration policies
Serves as a HRMS manager for graduate students
Processes annual appointment forms for graduate students
Maintains NGP website in conjunction with Neuroscience Department IT
Supports the events for the Society for Neuroscience Rochester Chapter
ManagesNGP’s Facebook account
Academic accrediting body
Graduate Medical Education Committee
Resident Manual

Qualifications for graduate program

Proven ability to execute multiple initiatives simultaneously, to promote
teamwork and collaboration, and to creatively solve complex problems
Minimum of six years of professional work experience
Proficiency with MS Word, PowerPoint, Outlook and Excel
Familiarity with website management, Google Drive, and Google Forms
Currently in last semester of Nursing School or recently graduated from
Nursing School with eligibility to obtain Maine RN license
Highly motivated recent university graduate, demonstrate natural leadership
ability and passion to learn within a cutting-edge environment, we are looking
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