Number of GAs: 1
Position: Graduate Assistant (GA)-Office of Continuing Education (Global Online)
Position Summary: 
The Graduate Assistant (GA) in the Office of Continuing Education plays a vital role in supporting non-credit, non-degree programs aimed at generating Non-Credit Revenue. This position primarily involves tasks related to marketing, data entry, and general office work. While the primary focus will be on developing a social media calendar, designing graphics, and scheduling posts using various platforms such as META (Facebook and Instagram), the GA will also be expected to assist with ETPL data entry for Workforce Development programs via the Jobs4TN website.  Additionally, the position provides exposure to event planning and grant writing support, enhancing the candidate's skills and experience in various aspects of higher education administration.
Responsibilities: 
· Social Media Management:
· Develop and maintain a comprehensive social media calendar for the Office of Continuing Education.
· Design engaging and visually appealing graphics for social media posts and marketing materials.
· Schedule and publish posts across multiple social media platforms to promote non-credit programs and events.
· Data Entry and Management:
· Assist with data entry tasks related to the Eligible Training Provider List (ETPL) for Workforce Development programs into the Jobs4TN website.
· Event Coordination:
· Collaborate with Coordinator to ensure the successful execution of OCE events.
· Support with Grant Writing 
· Conduct thorough research to identify potential grant opportunities from various sources, including government agencies, foundations, and private donors.
· Collaborate with program managers and subject matter experts to gather relevant data, project details, and supporting documents for grant applications.
Qualifications:
· Graphic Design Skills: Proficiency in graphic design software (e.g., Canva, Adobe Creative Suite) to create eye-catching graphics for social media posts.
· Data Management: Familiarity with data management and databases, as well as the ability to learn and navigate new data entry systems.
· Strong Communication and Writing Skills: Excellent verbal and written communication skills are essential for conveying information to prospective students in addition to proficiency in the use of Microsoft Office Application
· Organized: Strong organizational skills are necessary for managing multiple tasks, deadlines, and projects simultaneously.
