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Cornell University embraces diversity and seeks candidates who will contribute to a climate that supports 

students, faculty and staff of all identities and backgrounds. We strongly encourage individuals from 

underrepresented and/or marginalized identities to apply. 

 

Are you in interested helping graduate students discover career success and self-efficacy?  Our team 

works with graduate students at all stages of their career planning to help them be successful and 

confident in their preparation for academic and non-academic jobs alike. 

 

POSITION SUMMARY:  

 
Cornell University’s Graduate School enables graduate and professional students to undertake 

outstanding research and scholarship and prepare for diverse career paths. The professional and career 

development programming that we offer serves a community of 4,800 students across nearly 100 fields 

of study, as well as 700 postdoctoral scholars, helping them develop skills they need now and in their 

future careers. 

 

The Graduate School is committed to the promotion of inclusion and equity by fostering the academic, 

professional, and personal success of a diverse graduate student community. This position supports a 

broad and multicultural group of doctoral students and postdoctoral scholars to explore meaningful 

aspects of academic and non-academic careers, develop and document skills, and feel empowered in 

their decisions about career pathways. 

 

Graduate School programming is part of a Pathways to Success framework supporting graduate student 

and postdoctoral scholar preparation for success in current and future roles. Pathways to Success events 

and programs help students navigate academia, create their plans, prepare for their careers, and build 

skills (in the areas of balance and resilience, communications, community building and networking, 

ethics and integrity, leadership and management, teaching and mentoring, and developing an 

entrepreneurial mindset). 

 

About the Position 
Reporting to the Executive Director of Future Faculty and Academic Careers, serve as the Program 

Coordinator for professional and career development programs and as the Assistant for other Graduate 

School staff. Provide comprehensive administrative and programming support to the Executive Directors 

of Careers Beyond Academia and Future Faculty and Academic Careers, assist in program and event 

planning, support office operations, organize and analyze data, and prepare surveys, reports, outreach 

materials, and other correspondence. 



 

Additionally, provide event and program support, and foundational administrative support (assistance 

with travel arrangements, reimbursements, purchasing, office coverage, etc.) to the Associate Dean for 

Academic and Student Affairs, the Experiential Program Director for Careers Beyond Academia, and the 

Director of Assessment. Serve as a point person and liaison to facilitate communication and 

collaboration among multiple units and constituents involved in delivering programs that support career 

exploration and professional development for graduate students and postdoctoral scholars, and ensure 

the Graduate School and its professional development offices are consistently represented in a positive, 

professional manner. 

 

Demonstrating initiative, independent decision-making, and a high level of professionalism, provide 

event management and support for graduate student and postdoctoral scholar events in the portfolios 

of Careers Beyond Academia, Future Faculty and Academic Careers, and Academic and Student Affairs. 

Administrative responsibilities include assisting Graduate School leadership with highly confidential and 

time-sensitive logistics related to academic integrity, grievance processes, and collection of annual 

reports from graduate fields. Coordinating with other Graduate School administrative staff, provide 

general back-up administrative support as needed related to the responsibilities of the Executive 

Assistant to the Dean and Graduate School Program Coordinator & OISE Assistant (e.g., emergency 

office coverage, back-up for Graduate School staff event management). 

 

The successful candidate must demonstrate outstanding customer service skills and be comfortable 

working in a fluid environment that serves a diverse array of constituent groups. They must also be able 

to work with a high degree of accuracy and handle confidential material per university policies and 

federal regulations. This position may require occasional evening and weekend availability to support 

Graduate School programs, events, and initiatives. 

 

SUCCESS FACTORS: 
• Strong commitment to best practices for diversity, accessibility and inclusion 

• Comfort with ambiguity, demonstrated discretion and confidentiality 

• Customer-oriented, professional, positive attitude and ability to interact respectfully with all levels 
of staff, faculty, students and other constituents from diverse communities 

• Ability to work collaboratively as well as independently 

• Interest in graduate education, career and professional development 
 

REQUIRED QUALIFICATIONS:  
• Associate's degree with 4-6 years of relevant administrative experience or equivalent combination 

of education and/or experience with assisting programs, event planning and reporting 

• Proven ability to effectively manage a high volume of work accurately in a timely manner and 
determine priorities while working in a complex environment 

• Proven ability to communicate clearly and effectively, verbally and in writing 

• Outstanding organizational, problem-solving, and customer service skills 

• Experience planning and implementing complex events and programs, including processing invoices, 
reimbursements and travel arrangements 

• Keen attention to detail and timeliness demonstrated through previous work experience 



• Ability to appropriately handle highly sensitive information in accordance with university policies 
and federal regulations (e.g., FERPA, Human Subjects protection). 

• Demonstrated fluency with Microsoft Office (especially Excel, Word, PowerPoint, Outlook, and 
Teams) and videoconferencing tools (such as Zoom) 

• Experience and competency using survey tools (such as Qualtrics) and managing resulting 
spreadsheets and datasets 
 

PREFERRED QUALIFICATIONS: 
• Bachelor’s degree 

• Experience working with or in support of graduate and professional degree students and/or 
postdoctoral scholars 

• Knowledge of Cornell Graduate School programs, services, and resources 

• Expressed or demonstrated commitment to helping others explore career options 

• Training and skills in using Concur and Cornell’s financial reimbursement systems 

• Experience contributing to and/or managing website content; knowledge of or interest in web 
accessibility guidelines 

• Experience contributing to and/or managing professional social media accounts, such as LinkedIn 
and Twitter 

• Fluency with additional tools for design and communications (such as Canva or Adobe Creative 
Suite), sending listserv messages (such as Lyris or MailChimp), and student tracking or customer 
relationship management (such as PeopleSoft or Constant Contact)  

• Experience in assisting with data management and reporting for externally funded grants 

• Academic and/or applied background in higher education, student affairs, business, and/or other 
related disciplines 

• Experience working with multilingual constituencies 
 

WHAT WE OFFER: 
Cornell offers a competitive salary, great benefits that include educational benefits, access to many 

wellness programs, health care options, generous paid leave provisions: 3 weeks of vacation, 12 

University paid holidays (including end of year winter break through New Year’s Day), and excellent 

retirement contributions. 

 

Please visit https://gradschool.cornell.edu/wp-

content/uploads/2021/05/ProfDev_GS_Program_Coordinator_Admin_V_SPD_5.12.2021.pdf for the full 

job description. 

 

This position is located on the Ithaca, NY campus. At this time, Cornell anticipates a full in-person fall 

2021 semester and the successful candidate will be expected to work on campus by that time. 

 

Please include a resume and cover letter; both should be uploaded in the resume section on the 

application. 

 

https://gradschool.cornell.edu/wp-content/uploads/2021/05/ProfDev_GS_Program_Coordinator_Admin_V_SPD_5.12.2021.pdf
https://gradschool.cornell.edu/wp-content/uploads/2021/05/ProfDev_GS_Program_Coordinator_Admin_V_SPD_5.12.2021.pdf


Program and Event Planning: 40% 
Provide comprehensive program management and support for the directors of Careers Beyond 

Academia and Future Faculty and Academic Careers in the planning, coordination, and implementation 

of complex events, meetings, speakers and conferences for graduate students and postdocs. Programs 

and initiatives include, but are not limited to, experiential learning opportunities, site visits, career 

exploration panels, professional development workshops in communication, teaching, and mentorship 

skills, or special workshops and visiting speakers. 

 

Provide comprehensive event management and support for the Associate Dean for Academic and 

Student Affairs in the planning, coordination, and implementation of events in their portfolio. Such 

events include, but are not limited to, academic writing programs such as dissertation boot camps and 

publishing workshops, support for fellowship writing and presentation skills, and programs on navigating 

academia. 

 

Work closely with the Graduate School Program Coordinator & OISE Assistant to facilitate delivery of 

collaborative professional development initiatives for graduate and professional degree students and 

postdocs, such as the Pathways to Success Symposia and NextGen Professors Program. In collaboration 

with the Graduate School Program Coordinator & OISE Assistant, provide support for Graduate School-

wide events such as town hall meetings and reunion events. Assist in hosting Ivy+ meetings on a rotating 

schedule every few years. 

 

For all in person and online events as above, assist in the development of event strategies and oversee 

logistical arrangements, accessibility accommodations, Zoom technical support, venues, catering, 

hospitality, speaker fees, videotaping/photography, and student/speaker travel arrangements or 

reimbursements. Monitor budget for event functions and ensure that expenditures comply with 

university (and, if applicable, granting agency) policies. 

 

Set up event registration forms and evaluations, and enter information about events into Graduate 

School or program website calendars. Maintain detailed records to track and update participant data. 

Document and report on attendance and evaluation data. Provide on-site and post-event support, 

including assembly of program materials, arranging for catering and venue set-up, ID scanning for 

attendance tracking, online event hosting and moderation in Zoom, follow-up communication and 

compiling evaluations and any event photos/videos. 

 

Coordinate with other designated administrative staff to coordinate back-up support for event planning, 

implementation, and evaluation efforts. 

Administrative Support and Office Operations: 30% 
Provide comprehensive administrative support to the Executive Directors of Careers Beyond Academia 

and Future Faculty and Academic Careers, as detailed below. Provide program support and foundational 

administrative support (assistance with travel arrangements, reimbursements, purchasing, office 

coverage, etc.) to the Associate Dean for Academic and Student Affairs, Director of Assessment, and 

Experiential Program Director for Careers Beyond Academia. 

 

Develop and maintain an understanding of the priorities and workflow of Future Faculty and Academic 

Careers and Careers Beyond Academia, including knowledge of programs and services, funding sources, 



and policies and practices. With initiative and creativity, develop and improve administrative systems, 

procedures, and operational standards for these offices, and administer operational needs (e.g., 

maintain inventory of office supplies and equipment). 

 

Initiate and track the progress of projects, helping to ensure that advanced planning takes place, and 

that deadlines and obligations are met. Use judgement to research and compose a wide variety of 

correspondence, briefing materials, and documents. Create, update and maintain flexible databases and 

spreadsheets to meet the needs for tracking, analyzing, and reporting data and information related to 

initiatives of Careers Beyond Academia and Future Faculty and Academic Careers. 

 

Serve as a source of information for visitors, students, postdocs, faculty, and staff inquiring about Future 

Faculty and Academic Careers, Careers Beyond Academia, or Academic and Student Affairs, in person, 

by email, and phone. Take initiative to research and respond to inquiries or redirect to other offices and 

staff as appropriate. Use judgment and knowledge of activities to determine priorities and sensitivities 

of information. Handle confidential material appropriately per university policies and federal 

regulations. 

 

Coordinating with other administrative staff supporting the Offices of the Dean, Inclusion and Student 

Engagement, Graduate Student Life, and Postdoctoral Studies, provide back-up reception coverage, 

including greeting and directing visitors, answering, screening and directing phone calls, mail sorting and 

distribution, opening and closing the office, and other support tasks. 

Communication and Outreach: 15% 
Project a professional, collaborative approach when interacting with colleagues, students, postdocs, 

staff, faculty, and other constituents. Serve as a liaison for campus constituencies and external contacts. 

 

Coordinate and manage complex communications and correspondence on behalf of Careers Beyond 

Academia and Future Faculty and Academic Careers. Assess the needs for materials and make an 

evaluative judgment about information to incorporate when developing draft materials for review. 

 

In coordination with program directors and Graduate School Communications staff, ensure office 

websites and social media postings are updated, and create event flyers and photo/video galleries. 

Manage content for online event and planning calendars, and contribute to the design and production 

of marketing and communications materials when created in-house. 

 

Develop and compose a variety of documents, reports, and briefing materials to support the core work 

of the career and professional development offices, including reports submitted to funding agencies. 

Assist in the creation of presentation materials, graphs, charts, and tables from compiled program 

participation records and sensitive institutional data. Finalize, address, and send a variety of 

correspondence, including listserv messages and newsletters, communications with advisory 

committees, and campus and external mail. 

Support Graduate School Functions: 10% 
Support organization, correspondence, and complex meeting scheduling for the Associate Dean for 

Academic and Student Affairs and the Director of Assessment related to core priorities such as 



assessment reports and sensitive and emerging situations such as grievances and academic integrity 

violations. 

 

Provide administrative support for critical functions related to the Academic Integrity Hearing Board and 

Graduate Grievance Review Board. Insuring confidentiality, work with Associate Dean for Academic and 

Student Affairs to manage, expedite, and coordinate all graduate student grievance and academic 

integrity cases as they arise. Support the Associate Dean for Academic and Student Affairs in their 

responsibilities to empanel boards and compile materials for their review, and manage correspondence 

and scheduling for meetings with key campus constituents on defined timelines (such as ombudsperson, 

general counsel, and board members). 

 

With guidance from Director of Assessment, maintain updated contact information and correspond with 

Directors of Graduate Studies and Graduate Field Assistants on procedures for submitting required 

assessment reports. Track progress and completion of reports, send tailored reminders about deadlines, 

and develop and improve filing systems. 

Professional Growth: 5% 
Complete special projects and perform other duties as assigned. With supervisor’s input, plan and 

prioritize professional development opportunities for self-growth. 

Total Responsibility Percentage: 100% 
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