
Graduate Assistant
University Life Space & Events
Penn Student Agencies 
	JOB LEVEL / CLASS
	Part-Time / Hourly Weekly Paid 
	REPORTS TO
	Associate Director for Student Development 

	SCHEDULED HOURS
	20 hours (Mon-Fri) up to 4 hr. Remote
	HOURLY RATE
	$23.00



Organization Details
Founded in 1933, Penn Student Agencies (PSA) is a community of student-run businesses dedicated to providing experiential learning opportunities. We focus on teaching transferable skills while serving the Penn and Philadelphia communities. As part of the University Life Space & Events’ Student Development Team, PSA aims to develop leadership, foster growth, cultivate engagement, and care for all students. Our portfolio of student run businesses include Williams Cafe, firstServices and The Record.

Position Summary 
The PSA Graduate Assistant (GA) will support Penn Student Agencies in delivering experiential and leadership training, and mentorship to students managing on-campus businesses within the Penn Student Agencies. Key responsibilities include assisting with student training and professional development opportunities, guiding/coaching student entrepreneurs in product/service development and evaluation, and ensuring adherence to established University protocols. The role also involves assisting in PSA Program assessment and student engagement initiatives.

Duties & Responsibilities 
· Collaborate with the Associate Director to deliver experiential and leadership training and mentorship to undergraduate and graduate students managing student-run, on-campus businesses within Penn Student Agencies. 
· Guide, mentor, and support student entrepreneurs in developing business management skills; as well as researching, pricing, implementing, and evaluating products and services to ensure the successful operation of their businesses while using educational theory and best practices in business leadership. 
· Advise and review marketing campaigns, materials, and sales efforts with student team to ensure alignment with strategic goals optimizing effectiveness and maximizing impact.
· Assist the Associate Director with financial management practices, including verifying transactions; preparing reports; updating records; and conducting student financial audits.
· Ensure student leaders adhere to established University policies, protocols and procedures and provide support for project management and implementation of student-led initiatives. 
· Manage the PSA annual calendar of events, programming, and internal process timelines, including recruitment, selection, hiring, training, professional development sessions, social engagement events and project deliverable due dates.
· Support the Associate Director in feedback collection, programmatic assessment, and documentation.
· Support the Student Development team in executing programs, employee training and development, and other initiatives as they arise.
· Maintain the PSA website and update changes regularly. Maintain PSA Program social media accounts and post regularly. 
· Manage the PSA office space, ensuring a clean, efficient, and well-stocked working environment.
· Perform additional related duties and responsibilities as assigned.

Preferred Skills & Experience 
· Prior experience in student affairs programming, client services, or service-related roles; displaying exceptional written and verbal communication skills.
· Demonstrated ability to work cross-functionally and manage multiple concurrent projects effectively.
· Previous experience communicating with business executives and stakeholders. 
· Strong attention to detail and problem-solving abilities.
· You are entrepreneurial and work well in a rapidly changing environment with the ability to work collaboratively with diverse groups of students and staff.
· Previous supervisory and/or leadership experience, programming experience, and assessment.

Performance Expectations & Position Requirements 
· Adhere with the organization's dress code, attendance, communication, and performance standards.
· Represent the organization with integrity, upholding its values in all professional interactions.
· Foster a culture of innovation and continuous improvement to achieve business goals and objectives.
· Work Schedule: Monday to Friday, 20 hours per week between 8am-6pm, with flexibility to support evenings and weekends as needed for programmatic and student needs.

Please submit a cover letter and resume as part of your application for the role. 
