	      Assigned Task
	         Requirements

	Assist in Data Entry

	http://us.gcsu.edu

GA must acquaint his/herself with Microsoft Frontpage to assist in editing some of the University Senate webpages as well as update the various committees’ attendance records. All can be found on the aforementioned website. 


	Assist in Minute Taking
	Attend University Senate and ECUS meetings and assist in taking minutes at the meetings upon request.

	Handout Duplication and Distribution

	Assist in preparation and duplication of handouts for various events regarding University Senate faculty. 

	Research BoR policies
	http://www.usg.edu 
Research BoR and GCSU policy manuals in search of relevant references for committee guidance documents.

	Update University Senate Suggestion Box

	Through excel file, import answers to questions acknowledging that the questions has been addressed and directed to the appropriate school administrator. 


	Draft additions to Graduate Assistant handbook

	As more job descriptions become available for the University Senate graduate assistant, draft additions to the handbook. 

	
	


