Springfield College Health Center

GRADUATE ASSOCIATE POSITION DESCRIPTION

The Springfield College Health Center has one Graduate Associate position offering 

12 credits (6 credits per semester) of tuition remission each academic year.  In addition, the Graduate Associate is paid to work 15 – 20 hours per week at the Health Center.

Responsibilities:

· Assist with data entry

· Provide secretarial assistance and front desk coverage

· Oversee the distribution of the annual patient satisfaction survey and analyze results     from the survey

· Serve as a representative of Springfield College Health Services to campus departments and community organizations

· Participate in health education activities

Qualifications:

· Proficient word processing and data entry skills
· Desktop publishing skills desirable
· Basic receptionist skills
· Effective organizational skills
· Strong interpersonal and communication skills
· Ability to work effectively with health professionals, administrative staff, and students
· Ability to manage multiple tasks in a busy clinical setting
· Ability to work with minimal supervision
· Understanding of confidentiality issues
· Experience and knowledge in health care preferred but not required
To Apply:

· Complete the attached application form
· Include a current resume
· Provide a written personal statement addressing your interest in the Health Services Graduate Associate position, the reason why you should be considered as a candidate for the position, and an overview of your professional or career goals
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Springfield College Health Center

GRADUATE ASSOCIATE APPLICATION

Name: __________________________________________     Date: _____________________

SSN: _______________________     Academic Year Applying For: _____________________

Area of Graduate Study at Springfield College: _____________________________________

Mailing Address: 
_____________________________________________________________




_____________________________________________________________

Telephone: ____________________________     E-mail: ______________________________

Record of Undergraduate Study:

Degree: __________________    College/University: _____________________________

Graduation Date: ___________
Major: _______________________________________

GPA: ____________________

Record of Other Graduate Study:

Degree: __________________
College/University: _____________________________

Academic Program: _______________________________________________________

1. Briefly explain why you are interested in the Health Center associateship.  Attach a separate page if needed.

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

2. Describe experiences or talents you feel would be relevant for work as a Graduate Associate in the Health Center.

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Please submit your application together with a copy of your resume and a personal statement to the following address:

Carol Keeney, M.Ed., RN

Springfield College Health Center
263 Alden Street

Springfield, MA  01109

(413) 748-3175
(413) 748-3444 (fax)
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