University of Kansas – Graduate Teaching Assistant Position Description Template

Job Title:


Graduate Teaching Assistant 
FT/PT:


Part time

FTE:



.XX
Regular/Temp:

Temporary

FLSA:



Exempt (Salaried)
Position Overview:
Responsible for teaching discussion or laboratory or lecture sections for the following courses: XXXX. Meet with individual students by appointment or during office hours to provide assistance as requested/needed. Grade tests and class materials. 
Responsibilities and Percent of Time:

XX% Perform teaching duties in accordance with the instructions of their supervisors, departments, and/or schools and in adherence to University and Board of Regents policies. Hold classes at the assigned times and places.  Adhere to departmental approved course outlines or syllabi, use approved text and other instructional materials, and meet with supervisor upon request. Administer tests or other graded activities in accordance with instructions of supervisor, department, or school. 
XX% Maintain office hours and assist individual students. 
XX% Grade class materials and submit grades in accordance with University polices and instructions. 
XX% Special school/department requirements if applicable, e.g. Completion of teaching and Leadership 815 before the beginning of Spring 2010 semester. 
XX% Perform other duties as assigned. 

Required Qualifications:
During the term of the appointment the individual is 1) admitted and enrolled in KU graduate degree program, 2) enrolled in no less that six graduate hours or hours required by the degree, 3) in good academic standing and making satisfactory progress toward degree, 4) has satisfied all English proficiency criteria established by the Regents and/or University, 5) Meet conditions of employment as specified in the University/KAPE Memorandum of Agreement, 6) Department specific required qualification(s).
Preferred Qualifications: Department specific, e.g. completion of Career Counseling course or equivalent.
