
                
 

 
  

 

         
    

 

  
             
  

 
           

      
 

    
   

      
 

     
        
    

 
  

    
               

            
  

                
    

            
             

      
   
       

      
   

 
 

 
 

  
 

 
      

              
 

 
 

Graduate Assistantship Job Description 

Posi%on Summary: 
Title: Graduate Assistant Hours per Week: 10 hours/week 
Department: Office of Interna9onal Programs 

Loca%on: 
_X_ Portland ___ Gorham ___ LAC _X_ Online/Distance 

Dura%on: 
_X_ Full Academic Year ___ Fall Semester 

___ Summer Semester ___ Spring Semester 

Total S%pend: $4500 
Monthly S%pend: $500 
Scholarship Amount: $3000 (in-state) / $5000 (out-of-state) 

Supervisor Name: Kimberly B. Sinclair 
Supervisor Email: ksinc@maine.edu 
Supervisor Phone: 2077804959 

Posi%on Details: 
Statement of Job and Essen%al Func%ons: 
STATEMENT OF JOB: Under the direc9on of the Director and the Assistant Director of Interna9onal 
Programs this GA posi9on provides support for ini9a9ves and services related to providing interna9onal 
opportuni9es for USM's student popula9on. Also assists, as needed, with interna9onal recruitment 
efforts and aligning the work of the Office of Interna9onal Programs with the ini9a9ves outlined in 
USM's Vision 2028. 
ESSENTIAL FUNCTIONS: 1) Assists students with exploring study abroad opportuni9es and successfully 
comple9ng the study abroad applica9on process 2) Assists approved study abroad students with pre-
departure prepara9ons 3) Assists with the development and facilita9on of USM's faculty led short term 
travel programs as needed 4) Assists with the promo9on and facilita9on of USM's micro-creden9al for 
global competency ini9a9ve 5) Assists with web and other communica9ons related to interna9onal 
program ini9a9ves 6) Supports the Office of Interna9onal Programs with other relevant tasks and 
research as needed. 

Supervisory Responsibili%es: 
None 

Budget Responsibili%es: 
None 

Public and Professional Ac%vi%es Related to Job Performance: 
Ac9vi9es may include marke9ng events, class visits and various on campus events and ac9vi9es. An 
interest in gaining public speaking experience is a plus. 
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Graduate Assistantship Job Description 

Internal Contacts: 
Students, faculty and staff 

External Contacts: 
Community members, service providers, educa9onal ins9tu9ons and organiza9on abroad an in the US 

Knowledge, Skills, and Abili%es: 
Comfort with Google Suite tools, oral and wrigen communica9on skills including the ability to create 
promo9onal materials, teamwork and collabora9on, global/intercultural fluency, cri9cal thinking and 
leadership skills, professionalism (punctual, reliable, organized, takes ini9a9ve) and must be 
compassionate and people oriented. 

Required Qualifica%ons: 
Ability to work with confiden9al informa9on. Access to a quiet and confiden9al loca9on if working with 
students via zoom from a remote loca9on. 
Must not be a University of Maine System employee. 

Preferred Qualifica%ons: 
Prior travel or study abroad experience and/or an interest or curiosity about other places and cultures. 

To Apply: 
Submit your resume and cover leger via email to Kimberly B. Sinclair (ksinc@maine.edu). 
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