
Graduate Board 
Room 57, Stodder Hall 

Thursday, December 19, 2019 
3:00 pm – refreshments 

3:15 pm - meeting 

AGENDA 

1. Review/approval of the November 21, 2019 Graduate Board minutes

2. Review/approval of the December 10, 2019 Curriculum Committee report

3. Announcements/updates:

 Graduate student research projects related to unified accreditation

 Progress report on program learning outcomes

 Grants Workshop (January 13 and January 16, 2020)

 Mug Club on January 23 (Valentine project – resilience)

 New fields on graduate application

 Exit interviews for students withdrawing from Graduate School

 Graduate Student Employment – Handbooks & Employment Listings

4. Review of program/curricular changes

 MBA 4+1 pathways with USM, UMPI and Colby College

5. Guests:  Joyce Rumery and Deborah Rollins – Fogler Library update

6. Continued discussion of SVV document as it pertains to graduate studies

7. Items arising



 

 

 
 

Graduate Board 
Room 57, Stodder Hall 

Thursday, November 21, 2019 
3:00 pm – refreshments 

3:15 pm - meeting 
 

AGENDA 
 

Meeting called to order at 3:15 PM 

 

Attendees: P. Agrrawal, J. Artesani, J. Ballinger, J. Bonnet, S. Butler, A. Cruz-Uribe, S. Delcourt, D. Dryer, S. 

Ell, K. Evans (on behalf of ECO and J. Stoll, SMS), W. Gramlich, S. Jain, A. Knightly, A. Knowles, K. Kreutz, 

J. McClymer, I. Mette, M. Neely, C. Nightingale, S. Ohno, P. Poirier, L. Rickard, K. Rossignol (secretary), O. 

Smith, C. Sponarski, M. Tajvidi, K. Vekasi, C. Villacorta Gonzales, V. Weaver, and T. Yoo 

 

 

1. Review/approval of the October 17, 2019 Graduate Board minutes 

 Approved with 1 abstention by James McClymer 

 

2. Review/approval of the November 5, 2019 Curriculum Committee report 

 New Courses  

i. BUA 545 Selected Topics in Business Administration to allow cross posting 

ii. EAD 647 Organizational Learning and Development 

iii. EAD 648 Responsible Conduct for Research in Education- question by Mehdi about 

RCR Requirements. Compliance Office needs some syllabus revisions to hit the 10 points 

that they require. Open to EDD students or by permission. 

1. Grad Board asked to see the complete list of RCR Courses on our website link. 

iv. EAD 653 Statistics for Scholarly Practitioners 

v. EAD 655 Qualitative Analysis for Scholarly Practitioners. 

vi. EDT 516 Reference and Research for Digital Age Teaching, Learning and Libraries. 

 

 Approved with 1 abstention by Ian Mette. 

 

3. Announcements/updates: 

 

 Graduate School is participating in many on campus events for recruitment:  Culturefest, Open 

House, Career Fairs, International Coffee Hour, etc...  All events are on the shared “Graduate 

Recruiting Calendar” – Fiona Libby reported. 

i. Great efforts at the UM System Schools – more than double the number of applications 

from system schools vs. this time last year.  

ii. Any events your departments have with recruiting, the Graduate School can help with 

swag and banners and other printed materials.  

 



 

 

 December Mug Club – CV Writing Workshop with Career Center – Dec 5 

i. Discussed GRAD initiative and mug concept along with potential to be digital badging. 

(Growth, Resilience, Advancement, and Development) 

 Mug Club Tentative Ideas for Spring 2020 

i. January 23 – Welcome Back – Valentine Cards for Seniors (Resilience) 

ii. Feb 6 – Diversity and Inclusion Training w/ Anila Karunakar (Growth) 

iii. March 5 – Publications & Feedback – Student Panel – Library (Advancement)  

iv. April 1 – Part 1 of the Life after College – Adulting Series (Delivery) Job Search 

Strategies- Brown Bag @ Career Center 

v. April 29 – Maine Day (Resilience)  

 

 Grant Workshop in January over winter term – working with Research Development, Library, GSG, 

Writing Center, and other partners. 

 

 Friday May 8 – Unified Graduate School Commencement (all Masters, CAS, Ed Specialist, and 

Doctoral Candidates will attend one ceremony together – no Graduate Students on Saturday). 

 

 Please send all available GA, TA, RA listings to the Graduate School for listing on the 

Funding page. Scott Delcourt encouraged Grad Board members to send the Graduate School 

any assistantship posting so we can help publicize. Sandy Butler asked if there was one 

depositary for posting.  Graduate School s working with the Career Center and Student 

Employment on this issue. 

4. Review of program/curricular changes  

 Data Science and Engineering (DSE) planning - Shaleen Jain (DSE committee co-chair) 

a.  At the request of the Provost and the VPR and Dean of the Graduate School, a 

committee was charged at looking into Graduate Programing in Data Science for both 

graduate and undergraduate. Penny Rheingans and Shaleen Jain are co-chairs of this 

committee.  

b. The committee met this week since there is some urgency to rapidly develop a program 

for a MS in DSE. A proposal has been in development for several months, and there were 

at least two over looked aspects. 1. Inclusion and feedback from all colleges and faculty. 

Proposed to discuss at faculty forum in December and follow up with an online survey. 2. 

Programs of this sort, continually seek to draw upon expertise across the campus, and 

shape the governance across departments. Penny and Shaleen are working on this by 

sending out invite to faculty forum and welcome Grad Board members to attend them.  

c.  Discussion- The convergence within computer science, communication, engineering, and 

bioinformatics makes this program unique and the work force need is constantly 

changing/shifting. Maine Business School is also looking at a concentration.  

 

i. What resources are we anticipating?  Scott replied that if the program requires 

faculty or administrative resources, this should be included in the proposal.  

Shaleen mentioned that higher return on investment of tuition monies, as 

incentive to grow these programs. UMass has a similar model and has a 50% 

return of tuition monies to departments. We need to move forward, UMaine is one 

of the last school in the Northeast to not have this program. Terry Yoo mentioned 

that his department rewards faculty for number of graduates who graduate in 

masters and PhDs. They don’t  get rewarded through certificates. Scott mentioned 

that this will need to be a continued discussion.  

 

 



 

 

ii. Shaleen mentioned a need that governance aspect and guidelines be broad and 

robust to account for the scope of the DSE program. 

iii. Shaleen mentioned that higher return on investment of tuition monies, as 

incentive to grow these programs. UMass has a similar model and has a 50% 

return of tuition monies to departments. We need to move forward, UMaine is one 

of the last school in the Northeast to not have this program. Terry Yoo mentioned 

that his department rewards faculty for number of graduates who graduate in 

masters and PhDs. They don’t get rewarded for enrollment in graduate 

certificates.  Scott acknowledged that this issue needs to be addressed.  

iv. Andy Knightly mentioned concern from the Math department faculty regarding 

adequately supporting the DSE program with graduate statistics courses due to a 

faculty shortage. 

                      

 Graduate certificate in composite materials and structures (Masood Rais-Rohani) 

a.  Strong footprint on composite materials and strong relationship with School of Forestry. 

There was a need to credential students who are working professionals in this 

interdisciplinary program. It would require 12 credits (9 graduate level and 3 undergrad 

(min.). A number of courses on design, engineering and science already exist within the 

departments, but missing a course on manufacturing and testing. They will be proposing 

at a later date this course to allow multiple options for graduate students. 

b. Idea is that this certificate can be offered soon within the current departments already 

involved in the composites center. Only one new course will need to be approved and 

created. 

c.  Will Gramlich questioned- what is the background of these students taking these 

courses? M. Rais-Rohani replied that many engineering areas such as mechanical and 

civil as well as physics and forest resources outside of engineering. Composition of the 

courses provides opportunities for students across disciplines interested in the composites 

area. Prerequisite requirements would need to be met for the required courses.  

d. M. Tajvidi commented that Forest Resources has a concentration in materials, and this 

would fit in well with this program. 

e.  Anne Knowles asked-  do you anticipate those students enrolled in the certificate that 

they would also be applying it towards their undergrad or graduate master’s programs. 

The certificate courses can also counted towards degree requirements in related graduate 

programs. 

f.  Anne also asked if this is just another way to make more money?  Masood said it wasn’t 

in his forethought, but it would help students advance in their career advancement. S. 

Delcourt commented that graduate certificates originated to meet specific work force skill 

needs. 

g. S. Delcourt commented that there are two required core and two electives. He asked if 

there will be a chance of having core courses offered more regularly than just once a year 

to prevent any completion delays. Masood mentioned that alternative core courses would 

be available regularly.  

h. Motion to approve by Pat Poirier and seconded by James McClymer. 

i. Discussion- Anne Knowles questioned - Will four courses be enough? Scott 

commented that twelve credits is acceptable for a graduate certificate, although 

the total number of credits required depends on the content area. 

ii. Passed by Grad Board to move forward to VPRDGS with 1 abstention by Terry 

Yoo.  

 

 



 

 

 

 MS in athletic training 

a. Planning has been in the works for several months. USM and UM currently both have BS 

programs in athletic training that must become MS programs. USM is due for 

reaccreditation for next year, but UM has another additional year. There has been a strong 

encouragement by the UM System Office to submit a cooperative proposal between UM, 

UMS and UMPI. 

b. Chris Nightingale discussed the national certification examination to practice will not 

recognize BS students. Students fill a void in the job market not only in athletics, but also 

hospitals, industrial health, etc. All faculty are in place along with resources through the  

KPE program. There will be new courses added and are in the planning stages. 

c.  Jim McClymer mentioned that in the new AFUM contract contains wording that meets 

cooperative courses and shared faculty to help with transition on a system level. One 

issue Chris mentioned USM and UM will be offering same courses but will share courses 

online. For example KPE 520 could be a course listing at both universities but syllabus 

may be slightly differently based on faculty teaching the course. 

d. Anne Knowles asked Chris if this will this be a 5 year bachelors/masters combined 

program? Chris noted that there will be a three plus two option as well as a traditional 

MS option. UM, USM and UMPI students could all do a 3+2.  

e.   Owen Smith wanted clarification on resources with the request for additional two 

faculty in the resource packet? Chris mentioned that he himself is transitioning back to 

Athletic Training. Accreditation standards need a minimum of three faculty with terminal 

degrees. Jim Artesani also mentioned that there is a current search is underway for an 

additional faculty member with a terminal degree in this field.  

f. This degree program will also have a thesis option to help faculty with research.  

 Motion was made and passed with no abstentions. 

 

 Four new MBA concentrations (J. Ballinger):   

These currently exist within the combined UM/USM graduate business school, but need 

to be formalized at UMaine as the degree granting institution. There are students on the 

waiting list to get into these concentrations. All courses will be offered at both campuses 

and online. New faculty have been hired to teach within these concentrations.   

 

a. Business Analytics- Significantly reworked as the Maine Business School (MBS) has 

added new faculty and community partnerships. Anne Knowles asked why it’s only 

housed in Business if other departments have needs for analytics as well?  Jamie replied 

that it is because we need to apply the statistical methods to a business model to teach 

students on how to make changes and decisions. MBS has worked with the SCIS 

department to get their input, and there will be cooperation in offering courses in DSE. 

 

b. Sustainability - Courses are offered outside the MBS, through Muskie and Law Schools 

at USM. James McClymer asked if these concentrations will only be at USM? Jamie 

replied that no, these electives will be offered at all three locations. Jim followed up with 

a questions about the institutional integrity and getting process in place to borrow courses 

from other universities? Scott mentioned that all courses are going through the UMaine 

graduate course review process. MBS faculty have already reviewed and approved these 

courses as well as Dean  

 

c.  Finance - 12 students waiting for this opportunity. No further discussion or questions 

were made.  



 

 

 

d.  Health Management & Policy - Need for the state of Maine. Exists at USM, but not in 

Orono. Pat Poirier noted the need within the Nursing FNP program for these courses. 

Control of external courses can be complicated.  

 

Scott mentioned that we are aware that there is also a demand for an MPH program in 

greater Bangor as expressed by the administration at Northern Light. We are still working 

on the details and potential collaboration with USM which as a MPH program. 

 

Motion to approve by Sandy Butler and seconded by Anne.  No discussion. Approved 

unanimously. 

 

Scott Delcourt announced a new procedure for approval of certain academic programs – 

per the Provost:  

  

Certificates and concentrations must be recommended to the Dean of the Graduate 

School, then to the Provost, and the UM System office for approval. 

 

Reminder that graduate certificates should be 9-18 credits in total. 

 

5. Enrollment management update –Fiona Libby 

 Update on CRM communication stream. Fiona handed out the flow chart to give Graduate Board 

an idea of the underlying logic in the communication structure. Applicants are being 

communicated with frequently based on where they stand in the inquiry/application process.  

CRM is linked to student behavior and communications are tailored to their need through this 

process. Regular communications is key for success.  All communications to students are linked 

in Target X and may be viewed in the student profiles.   

 Huge project to build these automated communications. Fiona would be happy to work with 

programs that wish to build specific program content into the CRM. 

  Snapshot of facts and figure. Numbers look very good, 

Fall 2020 Applications Started and Applications Submitted Comparison (2019 vs 2020) 

Date 11/18/2019 

 Applications Started Applications 

Submitted 

Started to Submitted 

Conversion Rate 

Fall 2019 782 163 21% 

Fall 2020 1098 212 19% 

Percent Change from 

Fall 2019 

40% 30%  



 

 

 Appreciate all the help and input from graduate coordinators. Workshop on Tips and Tricks for 

Target X will be forthcoming. We are working with some departments that expressed an interest 

to share recruitment expenses and to grow their graduate enrollment.   Because of limited 

resources, the Graduate School must focus on those programs with enrollment growth goals. 

 We are utilizing a variety of student databases to reach out to students. Some are from free lists 

and others from purchased lists. 

 Anne Knowles asked if we want them (graduate coordinators) to log communication in Target 

X?  Fiona mentioned that it would be great so we have a clear record of communications that 

have taken place with students. She gave Anne a brief tutorial after meeting on how to blind cc 

Target X in emails to students.. 

6. Continued discussion of SVV document as it pertains to graduate studies (tabled to next meeting) 

7. Items arising (none) 

Meeting adjourned at 4:49 PM. 

 

*Special thanks to guest secretary – Kathryn Rossignol.  











































































































































































WINTER BREAK
GRANT WRITING
WEEK January 13 - 16, 2020

The University of Maine Graduate School
5775 Stodder Hall, Orono, ME 04469

graduate@maine.edu | T: 207.581.3291
umaine.edu/graduate

The University of Maine is an EEO/AA employer, and does not discriminate on the grounds of race, color, religion, sex, sexual orientation, transgender status, gender expression, national origin, citizenship status, age,
disability, genetic information or veteran’s status in employment, education, and all other programs and activities. The following person has been designated to handle inquiries regarding non-discrimination policies: 
Director of Equal Opportunity, 101 North Stevens Hall, University of Maine, Orono, ME  04469-5754, 207.581.1226, TTY 711 (Maine Relay System).

Jan. 13 & 16, 8:30 am - 3:00 pm

Jan 14, 10:00 am - 12:00 pm

Jan 15, 12:00 - 1:00 pm

2-day Intensive Grant Writing Workshop Two
full days of all things grants with panel
discussions, peer feedback, and more. 1/13 @
Stodder Hall, 1/16 @ University Club in Fogler
Library. RSVP here: bit.ly/2XKNyYp

Grants 101 Workshop Overview of how to find a
grant, analyze an RFP, and begin the writing process.
Fogler Library. Space is limited, RSVP here:
bit.ly/37CHqWE

Writing Workshop With Paige Mitchell. Writing
Center in Neville Hall. No RSVP necessary.

Though the weather outside may be frightful, a new grant could be so
delightful. Join us for these in-depth workshops and get your grant in
top shape. Mark your calendars and RSVP today!



MUG 
CLUB

Professional Development Series:

The University of Maine Graduate School
5775 Stodder Hall, Orono, ME 04469
graduate@maine.edu | T: 207.581.3291

umaine.edu/graduate

Valentines for Seniors and Veterans

Open to all Graduate and Undergraduate Students

The University of Maine is an EEO/AA employer, and does not discriminate on the grounds of race, color, religion, sex, sexual orientation, transgender status, gender expression, national origin, citizenship status,
age, disability, genetic information or veteran’s status in employment, education, and all other programs and activities. The following person has been designated to handle inquiries regarding non-discrimination
policies:  Director of Equal Opportunity, 101 North Stevens Hall, University of Maine, Orono, ME  04469-5754, 207.581.1226, TTY 711 (Maine Relay System).

Thursday, January 23, 2020
4 p.m. - 6 p.m.
Stodder Hall, Room 57

WELCOME BACK FROM WINTER BREAK!
LET 'S  MAKE SOME VALENTINES FOR
SENIORS L IVING IN ORONO COMMONS
AND THE MAINE VETERANS HOME.  



EXIT INTERVIEW 

RE: WITHDRAWING STUDENTS 

 

1. Why are you leaving UMaine? 

 

2. Is there anything that would change your mind at this point - if done differently? 

 

3. What could have been done better?  (Please describe any concerns.)  

 

4. Were you comfortable talking with your advisor? 

 

5. How would you describe your department culture? 

 

6. Did you have all the resources you needed to be successful? 

 

7. Was the Graduate School staff helpful in addressing your needs?  (Please describe any 

concerns.)  

8. Is there something we (UM, Grad Sch, program dept, etc) could have done to prevent 

this from happening? 

9. Is there something we can improve on for future students?  

 



Dear << >>: 
 
The (unit name) department is pleased to offer you a (teaching/research/graduate) assistantship, which carries a stipend of $ <<  >> per 
month (payable in <<#>> installments), a full tuition waiver for up to 9 graduate credits per semester (up to 6 cr. in the summer, if  
applicable), and a credit for 50% of the cost of the UMaine health insurance policy for graduate assistants (GAs). Student fees are not 
included.  
 
If you have comparable health insurance and do not wish to enroll in the University’s plan(s) you must waive out, otherwise, you will be 
automatically charged for the premium.  

 All domestic students are automatically charged the SHIP premium, however Grad Assistants are not eligible for this plan. Do 
NOT enroll in SHIP or use its benefits.  As a graduate assistant,  you are covered by the GA plan unless you waive out. 

 Once the Graduate School has received your GA appointment form, the GA insurance will be added to your student bill.  

 Students should monitor their UMS email account for insurance notifications on enrollment and instructions on how to waive 
out. International students can waive or enroll online, https://umaine.edu/international/isss/students/health-insurance/ .   

 
Graduate assistants must be full time students, which requires you to enroll in a minimum of 6 credit hours each fall and spring, and at 
least one credit in the summer if your assistantship extends beyond the academic year. You must be registered for classes before your 
assistantship appointment can be processed. Payment of your tuition costs will occur after your appointment form has been received 
at the Graduate School from the <<UNIT NAME>> department.   
 
You are responsible for prompt payment of your student fees, including the balance of health insurance which is not covered by 
the assistantship.  

 To avoid late fees due to non-payment, go to umaine.edu/bursar/resources for instructions on how to enter your anticipated 
resources.   

 Enter anticipated resources before the due date of your bill. 
 
If you are a new employee to the University of Maine System (you have not worked for a UMS campus in the last 12 months), you will 
need to complete an I-9, work eligibility form, with Student Employment located in Wingate Hall. This paperwork needs to be 
completed in person, at least 3 days prior to your first working day.   
 
Graduate assistants must also complete the following mandatory training through UMS Academy at myUMS.maine.edu: 
 

1. Sexual Assault Prevention Training 
2. Basic Safety Training* 
3. Information Security Awareness Training* 

 
*These two trainings must be completed annually. Your particular position may require other mandated safety training beyond the basic 
training noted above. Please check with your supervisor. 
 
Your initial assignment will be… (insert an appropriate in depth description of the job).  This is a half-time appointment (i.e. an average of 20 
hours per week over the length of the appointment). Responsibilities include… (insert details about the assignment, work schedule, holiday and sick 
time, work expectations during breaks, etc. Please be as specific as possible). 
 
I would appreciate your written response to this offer as soon as possible. If you have any questions, please do not hesitate to contact me. 
We are enthusiastic about having you join our program! 
 
Sincerely, 
 
(Department Signature) 
 
I accept the assistantship offer at the University of Maine beginning (Date). 
 
__________________________________________  ___________________________ 
Student Name       Date 
 
I plan to enroll in the UM insurance.  YES/NO (circle) 
 
pc: Graduate School 
 
 
https://umaine.edu/graduate/facultystaff-resources/ 

https://umaine.edu/international/isss/students/health-insurance/
https://umaine.edu/studemp/training/
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GRADUATE STUDENT SUPERVISOR TRAINING MANUAL 

 

 

 

 

 

Welcome to the University of Maine Graduate School!  

The mission of the Graduate School is to produce engaged scholars and professionals by promoting 

excellence in all aspects of the graduate student experience.  The School provides advanced 

education and professional training through innovative teaching, mentorship, research, and 

creative activity in established and emerging areas.  This rigorous education prepares students to 

contribute meaningfully to the advancement of the state of Maine, the nation and the global 

community.  
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Section #1:  Responsibilites of a Graduate Student Supervisor 

As a supervisor, it is your responsibility to provide a clean and safe working environment for 

your Graduate Student Employees.  You must abide by all traditional employment laws and 

serve as a mandatory reporter if it should become necessary. 

You are required to set reasonable expectations for your student employees – consider SMART 

goals when setting your expectations, ensure that they are:  Specific, Measurable, Attainable, 

Reasonable and Timely.   

Remember in the process of setting your goals and expectations for your student employees that 

they are students first – and their school work and responsibilities need to come first.  You 

should not require them to miss class or important assignments, etc… in favor of work.   

You should meet with your student employees at least 1-2 times a month to ensure that they are 

on track with projects and answer any questions or concerns they may have in the process. 

Much like a traditional employee, a graduate student employee should receive regular feedback, 

both positive and otherwise as needed.  Issues should be addressed when they occur and not 

weeks later so that the employee has an opportunity to correct the behavior in the interest of a 

favorable outcome.   

While it is not required, it is a great learning tool for student employees to go through the 

employee evaluation process, including submitting a self-assessment.   

The next few pages are clipped from the google docs files the Graduate School uses for graduate 

student employee self-evaluations and student employee evaluations.   
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Corrective Action 

In the event that formal corrective action is needed, please follow this format: 

Goal – the goal of this process is to bring issues to the attention of our Graduate Student 

Employees and teach them how to move forward with corrective action in place. 

Process: 

1. Discuss concerns with Graduate Student Employees as they arise – clearly let them know the 

expectations. 

2. If behavior does not improve – move to a verbal warning that is documented in their file. 

3. If the behavior still does not improve – move to a formal written warning that clearly outlines 

the issues including dates of when the issues occurred, etc. and let them know that the next 

step in the process will be to terminate their employment as a Graduate Student Employee. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10/25/2019  9 
 

 

Verbal Coaching for Improvement 

 

Date:   

Supervisor: 

Student Employee:  

 

Context of the Discussion / Item of concern & date of concern:  

 

 

 

 

 

 

 

 

Resolution of concern:   

 

 

 

 

 

 

 

 

 

Date Covered with Student Employee: 

Supervisor Initials:   

Attach any supporting information to this form. 
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Sample Verbal Coaching for Improvement 

 

Date:  10/25/19 

Supervisor: Jane Doe 

Student Employee:  Mary Smith 

 

Context of the Discussion / Item of concern & date of concern:  

I spoke to Mary Smith today regarding the use of his cellphone while covering the front desk of our 

office today.  We talked about the impact of her cellphone use on students, faculty, and staff that might 

stop by the office unannounced at any time and how it may give the impression that we are not 

interested in serving their needs. 

 

 

 

 

 

Resolution of concern:   

Mary has agreed to put her phone on “silent” and to keep it in her pocket when working at the front 

desk in the future.  If she runs out of projects to work on, she will report to me for the next project.    

 

 

 

 

 

 

 

Date Covered with Student Employee:  10/25/19 

Supervisor Initials:  JD 

Attach any supporting information to this form. 



10/25/2019  11 
 

 

Written Warning- Graduate Student Employee 

 

 

Date: 

Supervisor: 

Student Employee:  

 

Context of the Discussion / Item of concern, date and issues with prior concern:   

 

 

 

 

 

Resolution of concern:  

 

 

 

 

 

Next Steps – up to and including termination of employment:  

 

 

 

Date Covered with Student Employee: 

Supervisor Initials: 

Attach any supporting information to this form. 

 

  



10/25/2019  12 
 

Sample Written Coaching for Improvement – Graduate Student Employee 

 

Date:   10/25/19 

Supervisor:      Jane Doe 

Student Employee:    John Smith 

 

Context of the Discussion / Item of concern, date and issues with prior concern:   

John, you have failed to meet the deadlines we established for reporting on October 15, 2019 and Oct 

October 22, 2019.   

In your role as the Graduate Assistant in the office of “x”, it is critical that you meet our deadlines in 

order to keep the workflow moving forward.  Failure to do so results in inefficiency throughout the 

office as our review team is now also behind in their work flow as well. 

We discussed the importance of adhering to deadlines during the first two weeks of training.  If you 

require additional training or have questions or concerns at any point in your reporting responsibilities, 

please address them with me immediately. 

 

Resolution of concern:  

John, as we discussed, please address any concerns regarding deadlines with me immediately.  If there 

are no concerns, I would expect that you meet all future deadlines.   

 

 

Next Steps – up to and including termination of employment:  

Continued failure to meet deadlines will result in a second written warning or possible termination of 

your employment with in the office of “x”.   

 

 

Date Covered with Student Employee:  10/25/19 

Supervisor Initials:  JD 

Attach any supporting information to this form.    
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Section #2:  Graduate Student Employee Responsibilities 

Overview of a Graduate Assistantship 

●  Your assistantship includes a full tuition waiver for up to 9 graduate credits per semester 
(and up to 6 credits in the summer, if you have a 12-month appointment) 

●  You are responsible for paying all mandatory student fees, which will be automatically 
billed to your student account each semester 

○ To avoid a late fee for these charges, students should enter the amount under 
“Anticipated Resources” in their MaineStreet Student Center 

○ Instructions for entering “Anticipated Resources” may be found on the Bursar’s 
Office website at https://umaine.edu/bursar/resources/ 

●  If you will have a car on campus, you will need to purchase a Graduate Assistant parking 
pass for $50, which is good for one full year 

○ Parking passes can be purchased online, in the MaineCard Office in the Memorial 
Union, or at Parking Services in Doris Twitchell Allen Village (DTAV) 

○ GA parking passes allow you to park in both Blue (staff/faculty) and Black 
(commuter) lots 

Your assistantship provides a credit for 50% of the cost of the UMaine health insurance policy 
designed for graduate assistants and fellows. You will also receive a monthly stipend starting in 
September and ending in May, unless you have a 12-month assistantship (the length of your 
assistantship will be determined upon hire). It will be paid to you on the LAST business day of each 
month via direct deposit, unless the last day falls on a holiday (e.g. December 31st.) In exchange for 
these benefits; you are required to log 20 hours per week in the office. You are a student first; 
however, please plan ahead to ensure you are meeting your academic needs and the office 
requirements. 

Please visit the Office of Student Employment in Wingate Hall to fill out required I-9 and W-4 forms 
before your third working day. 

Health Insurance 

The cost of the GA health insurance policy is automatically charged to your student account for 
graduate assistants and fellows. 

You will receive an email with instructions on how to waive out or enroll in the plan in your UMS 
email. If you have comparable health insurance and do not wish to enroll in the University’s 
plan for GA’s, you must complete an online insurance waiver to opt out. Instructions for 
waiving the GA insurance will be sent to your UMS email.  

Scheduling & Calling Out 

Please keep the Google Calendar up to date with your working schedule. If you need to change your 

schedule during the week i.e. you are sick, running late, have an appointment, etc. please call the 

main office number, 581-3291, and leave a message. You are responsible for keeping track of your 

20 hours of work each week.  

 

https://umaine.edu/bursar/resources/
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Break Policy 

GAs are paid for sick and holiday time. If your scheduled work day falls on a holiday or during a 

UMaine student break, you are not required to make up that time. Sick days should be limited to 4 

per semester, unless there are extenuating circumstances. Please indicate holidays, breaks, snow 

days, and sick days on your timecard. 

GAs are required to work during finals week during the fall and spring semesters and during the 

week before classes begin in January. GAs may work additional hours during Winter break and 

receive additional pay. Work expectations for Winter break during 2019-2020 are as follows:   

● Week of December finals: Expected to work regular 20 hours - with any additional hours 

(not make up hours) available as add pay 

● Week 1 of break : Not required; add pay up to 40 hours (excluding make up hours) 

● Week 2 of break : Not required; add pay up to 40 hours (excluding make up hours) 

● Week 3 of break : Not required; add pay up to 40 hours (excluding make up hours) 

● Week 4 of break : Expected to work regular 20 hours - with any additional hours (not 

make up hours) available as add pay 

 
Any hours worked during Winter break also have the option to be traded for the 1-2 weeks at the 

end of May (after Commencement). This is to offset the previous policy during spring break when 

there were 2 weeks. You may also work during spring break week and count that toward a week at 

the end of May.  

GAs on 12 month appointments are required to work during the summer break of June, July, and 

August. During this time GAs are required to work 20 hours each week. Except for make up hours, 

GAs can receive additional pay to be determined with your supervisor.  

It is the responsibility of the GA to record and inform their supervisor of any hours worked as 

additional pay.  

Training Checklist 

❏ Sexual Assault Prevention Training (completed once, upon hire): An online training 

program entitled Not Anymore may be accessed at the UMaine portal 

(https://mycampus.maine.edu). Once at the portal, click "UMS Quick Links" and then 

"Sexual Assault Prevention Training." Questions or concerns about the training may be 

directed to Elizabeth Lavoie, Deputy Title IX Coordinator, at 581-1406. 

❏ Basic Safety Training (must be completed annually): http://www2.umaine.edu/SEM/ 

❏ Information Security Awareness Training (must be completed annually): may be 

accessed at the UMaine portal (https://mycampus.maine.edu) - then accessing Blackboard.  

Training can be completed in the office and counted as work hours.  

 

https://mycampus.maine.edu/
http://www2.umaine.edu/SEM/
http://www2.umaine.edu/SEM/
http://www2.umaine.edu/SEM/
https://mycampus.maine.edu/
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Access & Buiding Layout 

Key to building: We will issue you a key to the building. It will open any exterior door. Upon 

separation or last day of employment it is required you sign the key back in. 

Electronic Access: You will receive access via your UMS account for office purposes once you 

submit your access agreement form to your supervisor. You will also receive access to ImageNow - 

use the same username and password as your UMS login. You are periodically required to change 

your UMS password every 180 days (you will receive email reminders for this) - when you change 

your UMS password, it will automatically change your MaineStreet and ImageNow password. 

Please keep in mind our professionalism and confidentiality guidelines when accessing student 

documents and records in MaineStreet and ImageNow.  

TargetX/Salesforce: TX is the application system used for the Graduate School. The GAs share an 

account under the name Bananas Bear using the gradasst@maine.edu as the login account. 

Occasionally, the password is updated and shared to those using the account. You will receive 

training on TX, how to upload documents, and how to read the application during your first few 

weeks here.  

Computer Stations: We currently have six GA workstations. You will choose a station upon arrival, 

which will be yours for your time here. At times workstations will need to be shared, please be 

flexible during those times. It is important to keep your workstation clean and tidy; organization 

and cleaning supplies are available.  

GA Phone: Graduate assistants share an office phone in each GA office. The numbers are 581-3217 

and 581-3392.  The phone is mainly used for work purposes (ie. to assist in answering incoming 

calls when someone is away from the front desk or during our busier times, for event 

management/planning, and calling campaigns, etc.). The phone may also be used for other 

academic or job search purposes, but no personal calls should be made from the GA phone.  

Storage: You will have a cubby where you can keep your belongings if you so choose. There is a 

coat closet across from the front desk where you can keep winter coats and other bulky clothing 

during your shift. If keeping belongings at your workstation, please place them where they will not 

be a safety hazard.  

Box: Box is the shared drive within the office. It holds many documents pertaining to each 

employee’s job function. Please use caution if you are using a document that is in someone else’s 

folder. Under “Grad Assistants”, you will find all of the documents related to GA training.  

Storage Lockers AKA “Meat Lockers”: There are three lockers in the back hallway near the bike 

racks that store extra supplies, special event materials, recruitment giveaways, copy paper, and 

holiday decorations. The key to lockers one and two is at the front desk. The key to locker three is 

the master key located in Kathleen’s office. 

 

mailto:gradasst@maine.edu
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Office Supply Closet: There is a shared supplies closet in the front office space beside the front 

door. Take what you need from this closet to complete your work at the Graduate School. There is a 

list on the front door to make note of supplies that are getting low and need to be ordered. Any 

special requests should go on the list. 

 

Break Room/Kitchen: The Graduate School maintains a break room/kitchen for staff. There is a 

fridge, microwave, a toaster, Keurig coffee maker, and hot water makers available for use. Supplies 

are kept in the wooden cabinet near the coffee maker and in the cabinets near the fridge and sink. 

Please wash any dishes used by the end of the day and clean up after yourself. 

 
Graduate Assistant Job Description 

● Assist with the recruitment of new graduate students - including professional 
representation of the Graduate School at selected fairs and informational sessions. (Refer to 
the Graduate School Events Standards for specifics.) 

● Respond to general inquiries and requests for information from faculty, staff, prospective 
and current students, and external contacts via email, phone, and in-person.  

● Perform a variety of data entry tasks and assist the Graduate School staff to process time 
sensitive electronic graduate files and documents including imaging, quality assurance, and 
linking/indexing to the student portal (MaineStreet). 

● Provide initial thesis review services for students and staff. 

● Assist with the planning and execution of various Graduate School events - including New 
Teaching Assistant Orientation, New Graduate Student Orientation, Annual Picnic/ Ice 
Cream Social, Open Houses, Staff Retreats, Graduate Commencement, etc.  

● Provide tours of campus and Stodder Hall facilities to prospective students. 

● Help coordinate, design, and develop Graduate School marketing materials. 

● Management of Graduate School web site pages and social media platforms - including but 
not limited to all of the following: umaine.edu/graduate, Facebook, Twitter, etc. following 
our social media standards. 

● Special projects and other duties from Graduate School staff and senior administration as 
assigned. 

 

GA Code of Conduct: Professionalism & Expectations 

Confidentiality.  As a graduate assistant you will have access to personal and highly confidential 

information within students’ files.  Do not share any of this information outside of the office.  This 

includes mentioning that a student came to the office, or called/emailed.  No one outside of the 

https://drive.google.com/drive/folders/1gP36-sOHOAV3a3D4IybWYpWW6XV1bvt7
https://docs.google.com/document/d/1mBCuAlHtkOMkH1ozrNurMg9pNpG4tEZ-WMPo6FlizqI/edit#heading=h.huue4mlcljfs
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Graduate School should be notified of student info/interaction. If you are unsure whether you can 

disclose information, please ask the appropriate staff member.  

 

 

Scheduling and Attendance.  If you are sick, please call the main office number, 581-xxxx and 

leave a message.  Changes to normal schedules should be emailed to your supervisors and updated 

in the Google calendar, 24 hours in advance if possible.  You are responsible for keeping track of 

your 20 hours of work each week.   

Punctuality.  It is very important to be on time for your scheduled shift.  Repeated problems 

adhering to the schedule will result in appropriate disciplinary action. 

 

Holiday and Sick time.  GAs are paid for sick and holiday time.  If your scheduled work day falls on 

a Holiday you are not required to make up that time during the week.  Sick days should be limited 

to 4 per semester, unless there are extenuating circumstances. 

Academic breaks.  GAs may work additional hours during Winter break (Dec/Jan) and receive 

additional pay; with three weeks of full Add Pay only.  Please see your supervisor regarding Spring 

break policies. GAs with summer appointments (June/July/Aug.) are expected to work 20 hours of 

work each week, and can receive additional pay during this time. 

 

Dress Code.  Although you are a student, you are also an employee and represent the Graduate 

School.  Our office serves the public and often your work duties will be in the main office where 

incoming visitors can see you.  Therefore dress may be casual, but appropriate for a place of 

business.  Improper dress includes: revealing clothing such as low cut tops and pants, short shorts, 

viewable undergarments, clothing with holes, sweatpants and other pajama-type clothes, and 

clothing with inappropriate logos or wording.  Prior to Graduate School events (Picnic, Grad Board, 

Open House, etc) plan to dress accordingly for event set up or take down.  During Graduate School 

events, please plan to wear a Graduate School t-shirt/polo or other business casual clothing. 

 

Computer Usage.  Personal Facebook accounts, and all other social media websites are prohibited 

during work hours unless working on a Graduate School social media project.  Personal shopping, 

internet browsing not related to assigned duties, downloading music, programs, or pictures is also 

prohibited on office computers.  Personal items or school work should not be stored on office 

computers for an extended length of time.   

 

Cell Phones.  Cell phones should be set to vibrate during your scheduled shift.  Answering your cell 

phone due to an urgent situation is acceptable; however, please use common sense to determine 

what constitutes an urgent call.  Texting is allowable in extreme moderation.  Again, use common 

sense and DO NOT text while working or speaking with other co-workers, as it is very rude.  Refrain 

from using social media on your phone, during your scheduled work hours.   

Homework.  If all Grad School tasks have been completed and no projects are available during your 

shift you may work on schoolwork assignments. Staff may interrupt you when a project becomes 
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available. You should check the Graduate School Task List in Asana regularly to see when a task 

becomes available.  If there are no tasks available, please check with your supervisor for an 

assignment. 

 

GA Workstations. Keep music and conversations to an appropriate level as not to disturb office 

staff and visitors coming to the Graduate School. Our office space holds frequent meetings with 

faculty, students, and administrative staff from other areas of the University and off-campus 

visitors. It is important to maintain a courteous, quiet, and professional atmosphere especially in 

the common areas (lobby and open office cabinet space).   

 

 

  



10/25/2019  19 
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GRADUATE ASSISTANT TRAINING MANUAL 

 

 

 

 

 

Welcome to the University of Maine Graduate School!  

The mission of the Graduate School is to produce engaged scholars and professionals by 

promoting excellence in all aspects of the graduate student experience.  The School provides 

advanced education and professional training through innovative teaching, mentorship, 

research, and creative activity in established and emerging areas.  This rigorous education 

prepares students to contribute meaningfully to the advancement of the state of Maine, the 

nation and the global community.  
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SECTION 1: Introduction and Overview of Your Assistantship 

This introduction will provide you with information that will be helpful as you get comfortable with 

the staff, office, procedures and systems of the Graduate School.  

Overview of Your Assistantship 

●  Your assistantship includes a full tuition waiver for up to 9 graduate credits per semester 
(and up to 6 credits in the summer, if you have a 12-month appointment) 

●  You are responsible for paying all mandatory student fees, which will be automatically 
billed to your student account each semester 

○ To avoid a late fee for these charges, students should enter the amount under 
“Anticipated Resources” in their MaineStreet Student Center 

○ Instructions for entering “Anticipated Resources” may be found on the Bursar’s 
Office website at https://umaine.edu/bursar/resources/ 

●  If you will have a car on campus, you will need to purchase a Graduate Assistant parking 
pass for $50, which is good for one full year 

○ Parking passes can be purchased online, in the MaineCard Office in the Memorial 
Union, or at Parking Services in Doris Twitchell Allen Village (DTAV) 

○ GA parking passes allow you to park in both Blue (staff/faculty) and Black 
(commuter) lots 

Your assistantship provides a credit for 50% of the cost of the UMaine health insurance policy 
designed for graduate assistants and fellows. You will also receive a monthly stipend starting in 
September and ending in May, unless you have a 12-month assistantship (the length of your 
assistantship will be determined upon hire). It will be paid to you on the LAST business day of each 
month via direct deposit, unless the last day falls on a holiday (e.g. December 31st.) In exchange for 
these benefits; you are required to log 20 hours per week in the office. You are a student first; 
however, please plan ahead to ensure you are meeting your academic needs and the office 
requirements. 

Please visit the Office of Student Employment in Wingate Hall to fill out required I-9 and W-4 forms 
before your third working day. 

Health Insurance 

The cost of the GA health insurance policy is automatically charged to your student account for 
graduate assistants and fellows. 

You will receive an email with instructions on how to waive out or enroll in the plan in your UMS 
email. If you have comparable health insurance and do not wish to enroll in the University’s 
plan for GA’s, you must complete an online insurance waiver to opt out. Instructions for 
waiving the GA insurance will be sent to your UMS email.  

Scheduling & Calling Out 

Please keep the Google Calendar (GA Schedule) up to date with your working schedule. If you need 

to change your schedule during the week i.e. you are sick, running late, have an appointment, etc. 

please call the main office number, 581-3291, and leave a message. You are responsible for keeping 

track of your 20 hours of work each week.  

 

 

https://umaine.edu/bursar/resources/
https://calendar.google.com/calendar?cid=bWFpbmUuZWR1X2dhcmw0cHQxcmNyaDhsc3RqMGdudmlmOHY0QGdyb3VwLmNhbGVuZGFyLmdvb2dsZS5jb20
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Break Policy 

GAs are paid for sick and holiday time. If your scheduled work day falls on a holiday or during a 

UMaine student break, you are not required to make up that time. Sick days should be limited to 4 

per semester, unless there are extenuating circumstances. Please indicate holidays, breaks, snow 

days, and sick days on your timecard. 

GAs are required to work during finals week during the fall and spring semesters and during the 

week before classes begin in January. GAs may work additional hours during Winter break and 

receive additional pay. Work expectations for Winter break during 2019-2020 are as follows:   

● Week of December finals: Expected to work regular 20 hours - with any additional hours 

(not make up hours) available as add pay 

● Week 1 of break : Not required; add pay up to 40 hours (excluding make up hours) 

● Week 2 of break : Not required; add pay up to 40 hours (excluding make up hours) 

● Week 3 of break : Not required; add pay up to 40 hours (excluding make up hours) 

● Week 4 of break : Expected to work regular 20 hours - with any additional hours (not 

make up hours) available as add pay 

 
Any hours worked during Winter break also have the option to be traded for the 1-2 weeks at the 

end of May (after Commencement). This is to offset the previous policy during spring break when 

there were 2 weeks. You may also work during spring break week and count that toward a week at 

the end of May.  

GAs on 12 month appointments are required to work during the summer break of June, July, and 

August. During this time GAs are required to work 20 hours each week. Except for make up hours, 

GAs can receive additional pay to be determined with your supervisor.  

It is the responsibility of the GA to record and inform their supervisor of any hours worked as 

additional pay.  

Training Checklist 

❏ Sexual Assault Prevention Training (completed once, upon hire): An online training 

program entitled Not Anymore may be accessed at the UMaine portal 

(https://mycampus.maine.edu). Once at the portal, click "UMS Quick Links" and then 

"Sexual Assault Prevention Training." Questions or concerns about the training may be 

directed to Elizabeth Lavoie, Deputy Title IX Coordinator, at 581-1406. 

❏ Basic Safety Training (must be completed annually): http://www2.umaine.edu/SEM/ 

❏ Information Security Awareness Training (must be completed annually): may be 

accessed at the UMaine portal (https://mycampus.maine.edu) - then accessing Blackboard.  

Training can be completed in the office and counted as work hours.  

 

 

 

https://mycampus.maine.edu/
http://www2.umaine.edu/SEM/
http://www2.umaine.edu/SEM/
http://www2.umaine.edu/SEM/
https://mycampus.maine.edu/
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Access & Stodder Layout 

Key to building: Kathleen will issue you a key to the building. It will open any exterior door. Upon 

separation or last day of employment it is required you sign the key back in. 

Electronic Access: You will receive access via your UMS account for office purposes once you 

submit your access agreement form to Kathleen. You will also receive access to ImageNow - use the 

same username and password as your UMS login. You are periodically required to change your UMS 

password every 180 days (you will receive email reminders for this) - when you change your UMS 

password, it will automatically change your MaineStreet and ImageNow password. Please keep in 

mind our professionalism and confidentiality guidelines when accessing student documents and 

records in MaineStreet and ImageNow.  

TargetX/Salesforce: TX is the application system used for the Graduate School. The GAs share an 

account under the name Bananas Bear using the gradasst@maine.edu as the login account. 

Occasionally, the password is updated and shared to those using the account. You will receive 

training on TX, how to upload documents, and how to read the application during your first few 

weeks here.  

Computer Stations: We currently have six GA workstations. You will choose a station upon arrival, 

which will be yours for your time here. At times workstations will need to be shared, please be 

flexible during those times. It is important to keep your workstation clean and tidy; organization 

and cleaning supplies are available.  

GA Phone: Graduate assistants share an office phone in each GA office. The numbers are 581-3217 

and 581-3392.  The phone is mainly used for work purposes (ie. to assist Trish in answering 

incoming calls when she is away from the front desk or during our busier times, for event 

management/planning, and calling campaigns, etc.). The phone may also be used for other 

academic or job search purposes, but no personal calls should be made from the GA phone.  

Storage: You will have a cubby where you can keep your belongings if you so choose. There is a 

coat closet across from the front desk where you can keep winter coats and other bulky clothing 

during your shift. If keeping belongings at your workstation, please place them where they will not 

be a safety hazard.  

Box: Box is the shared drive within the office. It holds many documents pertaining to each 

employee’s job function. Please use caution if you are using a document that is in someone else’s 

folder. Under “Grad Assistants”, you will find all of the documents related to GA training.  

Storage Lockers AKA “Meat Lockers”: There are three lockers in the back hallway near the bike 

racks that store extra supplies, special event materials, recruitment giveaways, copy paper, and 

holiday decorations. The key to lockers one and two is at the front desk. The key to locker three is 

the master key located in Kathleen’s office. 

 

 

 

mailto:gradasst@maine.edu
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Office Supply Closet: There is a shared supplies closet in the front office space beside the front 

door. Take what you need from this closet to complete your work at the Graduate School. There is a 

list on the front door to make note of supplies that are getting low and need to be ordered. Any 

special requests should go to Kathleen. 

 

Break Room/Kitchen: The Graduate School maintains a break room/kitchen for staff. There is a 

fridge, microwave, a toaster, Keurig coffee maker, and hot water makers available for use. Supplies 

are kept in the wooden cabinet near the coffee maker and in the cabinets near the fridge and sink. 

Please wash any dishes used by the end of the day and clean up after yourself. 

 
Graduate Assistant Job Description 

● Assist with the recruitment of new graduate students - including professional 
representation of the Graduate School at selected fairs and informational sessions. (Refer to 
the Graduate School Events Standards for specifics.) 

● Respond to general inquiries and requests for information from faculty, staff, prospective 
and current students, and external contacts via email, phone, and in-person.  

● Perform a variety of data entry tasks and assist the Graduate School staff to process time 
sensitive electronic graduate files and documents including imaging, quality assurance, and 
linking/indexing to the student portal (MaineStreet). 

● Provide initial thesis review services for students and staff. 

● Assist with the planning and execution of various Graduate School events - including New 
Teaching Assistant Orientation, New Graduate Student Orientation, Annual Picnic/ Ice 
Cream Social, Open Houses, Staff Retreats, Graduate Commencement, etc.  

● Provide tours of campus and Stodder Hall facilities to prospective students. 

● Help coordinate, design, and develop Graduate School marketing materials. 

● Management of Graduate School web site pages and social media platforms - including but 
not limited to all of the following: umaine.edu/graduate, Facebook, Twitter, etc. following 
our social media standards. 

● Special projects and other duties from Graduate School staff and senior administration as 
assigned. 

 

GA Code of Conduct: Professionalism & Expectations 

Confidentiality.  As a graduate assistant you will have access to personal and highly confidential 

information within students’ files.  Do not share any of this information outside of the office.  This 

includes mentioning that a student came to the office, or called/emailed.  No one outside of the 

Graduate School should be notified of student info/interaction. If you are unsure whether you can 

disclose information, please ask the appropriate staff member.  

 

 

https://drive.google.com/drive/folders/1gP36-sOHOAV3a3D4IybWYpWW6XV1bvt7
https://docs.google.com/document/d/1mBCuAlHtkOMkH1ozrNurMg9pNpG4tEZ-WMPo6FlizqI/edit#heading=h.huue4mlcljfs
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Scheduling and Attendance.  If you are sick, please call the main office number, 581-3291 and 

leave a message with Trish.  Changes to normal schedules should be emailed to your supervisors 

and updated in the Google calendar, 24 hours in advance if possible.  You are responsible for 

keeping track of your 20 hours of work each week.   

Punctuality.  It is very important to be on time for your scheduled shift.  Repeated problems 

adhering to the schedule will result in appropriate disciplinary action. 

 

Holiday and Sick time.  GAs are paid for sick and holiday time.  If your scheduled work day falls on 

a Holiday you are not required to make up that time during the week.  Sick days should be limited 

to 4 per semester, unless there are extenuating circumstances. 

Academic breaks.  GAs may work additional hours during Winter break (Dec/Jan) and receive 

additional pay; with three weeks of full Add Pay only.  Please see your supervisor regarding Spring 

break policies. GAs with summer appointments (June/July/Aug.) are expected to work 20 hours of 

work each week, and can receive additional pay during this time. 

 

Dress Code.  Although you are a student, you are also an employee and represent the Graduate 

School.  Our office serves the public and often your work duties will be in the main office where 

incoming visitors can see you.  Therefore dress may be casual, but appropriate for a place of 

business.  Improper dress includes: revealing clothing such as low cut tops and pants, short shorts, 

viewable undergarments, clothing with holes, sweatpants and other pajama-type clothes, and 

clothing with inappropriate logos or wording.  Prior to Graduate School events (Picnic, Grad Board, 

Open House, etc) plan to dress accordingly for event set up or take down.  During Graduate School 

events, please plan to wear a Graduate School t-shirt/polo or other business casual clothing. 

 

Computer Usage.  Personal Facebook accounts, and all other social media websites are prohibited 

during work hours unless working on a Graduate School social media project.  Personal shopping, 

internet browsing not related to assigned duties, downloading music, programs, or pictures is also 

prohibited on office computers.  Personal items or school work should not be stored on office 

computers for an extended length of time.   

 

Cell Phones.  Cell phones should be set to vibrate during your scheduled shift.  Answering your cell 

phone due to an urgent situation is acceptable; however, please use common sense to determine 

what constitutes an urgent call.  Texting is allowable in extreme moderation.  Again, use common 

sense and DO NOT text while working or speaking with other co-workers, as it is very rude.  Refrain 

from using social media on your phone, during your scheduled work hours.   

Homework.  If all Grad School tasks have been completed and no projects are available during your 

shift you may work on schoolwork assignments. Staff may interrupt you when a project becomes 

available. You should check the Graduate School Task List in Asana regularly to see when a task 

becomes available.  If there are no tasks available, please check with Kathleen for an assignment. 

 

GA Workstations. Keep music and conversations to an appropriate level as not to disturb office 

staff and visitors coming to the Graduate School. Our office space holds frequent meetings with 

faculty, students, and administrative staff from other areas of the University and off-campus 
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visitors. It is important to maintain a courteous, quiet, and professional atmosphere especially in 

the common areas (lobby and open office cabinet space).   
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SECTION 2: Common GA Tasks 

Chain of Command & Priority of Tasks 

Kathleen is your supervisor, and will hold check-in meetings with the GAs as needed. Kathleen and 
other staff members will assign specific projects to GAs through the Graduate Office Task List 
located in Asana. GAs are expected to check the list upon arrival for new tasks and update the list 
once a task is complete. Common GA tasks (below) should be checked on daily and take priority 
over special projects unless otherwise specified.  

Common GA Tasks 

“NEEDS ATTENTION” Basket 

The “Needs Attention” basket will contain materials to be sorted and scanned, and other important 
tasks including Graduate Assistantship Appointment Forms and Final Thesis Review Forms.  

Grad Email 

Grad Email should be checked frequently and regularly. GAs should strive to make sure that the 
email inbox is “cleared” at least once a day.  Depending on work schedules, GAs are assign times to 
answer Grad Email and the schedule will change each semester. If you are unable to answer Grad 
Email at your scheduled time, it is your responsibility to ask another GA or Kacey to take over email 
during your shift.  

Scanning/QA/Linking 

Office staff will give you a full training of ImageNow and TargetX, and will also provide you with a 
helpful packet of instructions and guidelines.   

Reviewing Theses/Dissertations and Finals 

GAs review tentative theses and dissertations and pre-review final copies of both. You will be fully 
trained on this before you review a thesis for the first time. Once you review a tentative or final 
thesis/dissertation, place it in Katie’s office. It is important that we pre-review thesis and 
dissertations as quickly and accurately as possible so that we can get the tentative drafts back to the 
student, so they can submit their final copy by the appropriate deadline for their semester of 
graduation (December, May, or August).  

Front Desk Coverage 

There will be times where you will need to cover the desk. Part of your training will be to shadow a 
GA or Trish in order to get comfortable with working up front. Primarily you are to answer the 
phones, and greet individuals that come in to the Graduate School. If you have questions, please ask 
the appropriate person, if they are here. Please use the documentation at the Front Desk for more 
information about proper protocol and procedures.  

Room 57/48 

Rooms 57 and 48 are the two large conference rooms in Stodder that are used for a wide range of 
events and meetings. GAs are tasked with rearranging this room regularly. When the rooms are 
used for a Grad School event, the staff will try to give you advanced notice to ensure you are 
wearing “moving attire” (closed-toed shoes are helpful for these days). Reservation for these rooms 
are managed through Grad Email.   Per the request of the VPR, we do not allow consecutive days to 
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be booked in either 57 or 48 unless the group has the specific approval of Scott Delcourt, Senior 
Associate Dean of the Graduate School. 

Campus Tours 

The GAs provide tours of campus to prospective and newly admitted students. Training is provided 
on how to give a campus including which buildings are included on the tour and helpful information 
about the University.  

Graduate School Website 

The Graduate School website is managed through Wordpress. Trainings are available Thursday 
through Marketing and Communications. GAs are in charge of posting Notices of Oral Examination, 
recent UMaine news, and other resources from different departments. 

Social Media 

The Graduate School maintains a Facebook and Twitter account, which the GAs are responsible for 
managing. Post should include events and news related to graduate students and graduate studies. 
Occasionally, people will message the Facebook account. Treat these messages like an email with a 
prompt, professional, and informative response. When in doubt, have the person send their request 
to grad email.  

Stodder Hall Residents 

Short term and long term residents live in the upstairs floors of Stodder Hall. The Faculty in 
Residence and the Graduate Community Coordinators are responsible for events and emergencies 
with the residents outside office hours. During office hours GAs handle lock-outs and other minor 
problems. You will be given access to the resident hall and elevator using your MaineCard.  
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SECTION 3: Guide to the Orono Area 

The greater Orono area is like many other university towns in a predominately rural setting. Plenty 

of restaurants can be found, cultural events take place, and the great outdoors is there to explore!  

Dining Out 

Margarita’s – Mexican style restaurant, don’t miss college night on Wednesday’s for half off 

appetizers and more! Vegetarian friendly. 

The Family Dog – Great spot for burgers, ice cream, weekend brunch, and coffee. Family (and dog) 

friendly with an outdoor terrace! Vegetarian friendly with live music and/or dancing available.  

Woodman’s – American style entrées can be enjoyed as a sit down meal or at the bar. A popular 

spot for graduate students featuring outdoor fire pits and Monday night trivia! Vegetarian friendly 

with live music and/or dancing available.  

Harvest Moon – Deli serving sandwiches and salads with locations in Orono and Bangor. Check out 

their featured sandwich of the month! Vegetarian friendly.  

Nest – Coffee shop with baked goods, breakfast sandwiches, and smoothies. A great place to study! 

Vegetarian friendly.  

Orono Brewing Company (OBC) – Recently renovated brewery offering local craft beer and a 

small menu with outdoor seating.  

Thai Kitchen – Thai cuisine featuring great lunch specials. Free delivery in the Orono area. 

Vegetarian friendly.  

Getting Outside 

The state of Maine has plenty of opportunities for you to get outside! Here are just a few ways you 

can take advantage of those opportunities as well as some popular destinations in the Orono area 

and beyond. 

Maine Bound Adventure Center - On campus, there is the Maine Bound Adventure Center, 

commonly referred to as Maine Bound. Apart from their indoor rock climbing wall, they are utilized 

by many students for equipment rental and outdoor trips.  

University Forest & Bangor City Forest – The University maintains a series of trails called 

DeMeritt Forest Trail System. Be sure to follow trail guidelines to determine which are appropriate 

for walking, biking, cross country skiing, etc. Beyond campus is the Bangor City Forest which is 

home to the Orono Bog Boardwalk and 9 miles of trails. 

Sugarloaf Mountain – Located 2 hours north of Orono in the Carrabassett Valley. If you ski or 

snowboard, or want to learn how, this is the place to be! 

Mount Katahdin – The highest mountain in Maine at 5,267 feet. It is part of the Appalachian range 

and located in Baxter State Park, a 2 hour drive from Orono. This is a strenuous hike so always 

check weather conditions and the Baxter State Park website.  
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Acadia National Park – The only national park in New England and located primarily in Mount 

Desert Island. It boasts granite peaks like Cadillac Mountain, which is the highest on the East Coast. 

Cadillac is a popular spot to watch the sunrise for tourists and Mainers alike. There are many hikes 

that range in difficulty, so there is something for everyone. Bar Harbor is a quaint nearby town 

popular for shopping, dining out, and souvenirs.  

Social & Cultural Events 

The University of Maine and Orono area has many avenues for social and cultural events for 

students. Make sure to check out the websites for student discounts and free events.  

Movies 

 Bangor Drive-in 

 Bangor Mall Cinemas 10 

 Spotlight Cinemas Orono 

Conference and Event Centers 

 Darling’s Waterfront Pavilion 

 Collins Center for the Arts (CCA) 

 Bangor Cross Insurance Center 

Museums 

 Cole Land Transportation Museum 

 Hudson Museum (CCA) 

 Portland Museum of Art 

 University of Maine Museum of Art 

Recreational 

 New Balance Student Recreation Center 

 Alfond Arena 

 Old Town Recreation Center 
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APPENDIX A: Staff Responsibilities 
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APPENDIX B: VPRDGS Organizational Chart 

 



 5775 Stodder Hall 

Orono, Maine 04469-5775 

Tel: 207.581.3291 

Fax: 207.581.3232 

umaine.edu/graduate  

 

MAINE’S LAND GRANT AND SEA GRANT UNIVERSITY 

  

The Graduate School 

May 18, 2018 

 

GRADUATE ASSISTANT JOB DESCRIPTION 

Essential Duties: 

 

 Assist with the recruitment of new graduate students – including professional representation of 

the Graduate School at selected fairs and informational sessions. 

 

 Respond to general inquiries and requests for information from faculty, staff, prospective and 

current students, and external contacts via email, phone, and in person  

 

 Perform a variety of data entry tasks and work with the Graduate School  staff to process time 

sensitive electronic graduate files and documents including imaging, quality assurance, and 

linking/indexing to student portal (MaineStreet). 

 

 Provide initial thesis review services for students and staff 

 

 Assist with the planning and execution of various Graduate School events - including but not 

limited to all of the following:  New Teaching Assistant Orientation, New Graduate Student 

Orientation, Annual Picnic, Open Houses, Staff Retreats, Graduate Commencement, etc. 

 

 Provide tours of campus and Stodder Hall facilities to prospective students 

 

 Help coordinate, design, and develop Graduate School marketing materials 

 

 Management of Graduate School web site pages and social media platforms – including but, not 

limited to all of the following:  maine.edu/graduate, Facebook, Twitter, Instagram, etc… 

 

 Special projects and other job duties from Graduate School staff and senior administration as 

assigned 

 

Skills and Qualifications: 

 High degree of confidentiality and attention to detail required 

 

 Strong organizational and computer skills 

 

 Excellent oral and written communication skills 

 

 Professional dress code required for events, campus tours and student appointments. 

 

 Ability to lift and move +/- 50 pounds (frequently rearranging furniture & moving boxes)  

 

 Knowledge of general higher education systems and processes, preferred 

 

 Customer service experience, preferred 

 

 



                        

The ideal candidate will have prior experience in an administrative office and enjoy a fast-paced, dynamic 

work setting. 

 

Student must have filed a FAFSA form and must be work-study eligible. 

 

Some travel may be required. 

 

Interested applicants should submit a cover letter, resume, and contact information for two references to 

Kathleen Harding-Heber (Kathleen.hardingheber@maine.edu)  

mailto:Kathleen.hardingheber@maine.edu


Example of a Graduate Assistantship job posting in CareerLink:  
 
Position Type 
Graduate Assistantship 
 
University Department/Employer 
University of Maine Career Center 
 
Contact 
Crisanne Blackie 
 
Job Title 
Graduate Assistantship 2019-2020 
 
How to Apply 
To apply: 
• Forward a letter of application, resume, contact information for 3 references, to Crisanne 
Blackie, Director, Career Center, Memorial Union, University of Maine, Orono, ME 04469. You 
may apply electronically by sending your materials to Crisanne Blackie: cblackie@maine.edu. 
Please attach your letter and resume as Word documents. 
• Questions? Contact the Career Center at 207.581.1359 or umainecareercenter@maine.edu 
 
Description of Position  
The Career Center is seeking a Graduate Assistant for the 2019-2020 academic year. Students 
who file the Free Application for Federal Student Aid (FAFSA) by the March 1 deadline, and 
who subsequently qualify for funding through the Federal Work-Study Program, are eligible 
for this assistantship. 
 
Position Responsibilities 
As a Graduate Assistant, you will . . . 
• Take a lead role in actively promoting and marketing the Career Center’s programs using a 
variety of media as well as using public speaking skills 
• Engage in extensive outreach activities to students and faculty via personal contacts, 
persuasive writing, publications, use of social media, and presentations/workshops/programs 
in the residence halls and with student organizations. 
• Provide direct service to students, which may include critiquing resumes, conducting mock 
interviews, helping students develop career plans and job search strategies, and making group 
presentations 
• Provide support for the Maine Mentor program, social media marketing efforts, and 
programming for first-year students in collaboration with other departments and programs. 
• Gain a solid understanding of the career development process and career services in higher 
education 
 
Application Documents Required 



Cover Letter 
Resume 
 
Posting Date 
February 5, 2019 
 
Expiration Date 
March 1, 2019 
 
Location 
Orono, Maine United States 
 
Salary/Compensation 
$15,600-$16,000 based on a 20 hr. per week position during the academic year, September 
2019-May 2020. Tuition waiver for the academic year (up to 9 credits per semester) 
 
Desired Start Date 
September 1, 2019 
 
Duration 
Fall 2019-May 2020 
 
Approximate Hours Per Week 
20 hrs/wk. 
 
Qualifications 
Qualifications: 
• Strong verbal, written and interpersonal communications skills 
• Strong organizational skills 
• Strong counseling skills 
• Ability to interact in a professional manner with faculty, students, alumni and employers 
• Proficiency using computers and social media required; familiarity with MS Office, Internet 
research. 
• Full-time graduate degree student status; must be admitted to a graduate program before 
applying. 
• Strong interest in career counseling, student development, higher education, and/or human 
resources 
 
Desired Major(s) 
All Majors 
 
Desired Class Level 
Fourth Year, Graduate Student 
 



 

 
 
 
  



Template for Graduate Assistantship Job Posting:  
 
Position Type:  
Graduate Assistantship 
 
Restrict Applications 
Yes 
 
Employer 
(Information needed) 
 
Contact 
(Information needed) 
 
Job Title 
Graduate Assistantship (year) 
 
How to Apply 
To apply: 
• Forward a letter of application, resume, contact information for 3 references, to (individuals 
name and address that is receiving application) You may apply electronically by sending your 
materials to (Name and email address to the person receiving information). Please attach 
your letter and resume as Word documents. 
• Questions? Contact the (office phone number and email) 
 
Description 
The (department) is seeking a Graduate Assistant for the 2019-2020 academic year. Students 
who file the Free Application for Federal Student Aid (FAFSA) by the March 1 deadline, and 
who subsequently qualify for funding through the Federal Work-Study Program, are eligible 
for this assistantship.   (If the assistantship doesn’t require work study funds you will not 
need this information) 
 
As a Graduate Assistant, you will . . . 
• (Provide the role of the graduate assistantship and what their job with entail) 
•  
•  
•  
•  
 
Application Documents Required 
Cover Letter 
Resume 
 
Confirm Application Documents Required 



Cover Letter 
Resume 
 
Posting Date 
(Date needed) 
 
Expiration Date 
(Information needed) 
 
Annually Recurring Job 
No 
 
Location 
Orono, Maine United States 
 
Salary Level 
$15,600-$16,000 based on a 20 hr. per week position during the academic year, September 

(Year)-May (year). Tuition waiver for the academic year (up to 9 credits per semester)  
 
Desired Start Date 
(Date needed) 
Duration 
(Information needed) 
 
Approximate Hours Per Week 
20 hrs/wk. 
 
Qualifications 
Qualifications: 

- (Include qualifications your office is looking for in a graduate assistant) 
 

 
Desired Major(s) 
(Information needed) 
 
Desired Class Level 
Fourth Year, Graduate Student 
 
 

http://www.jobsearchintelligence.com/NACE/jobseekers/salary-calculator.php


Template for Graduate Assistantship Job Posting:  
 
Position Type:  
Graduate Assistantship 
 
Employer 
(Information needed) 
 
Contact 
(Information needed) 
 
Job Title 
Graduate Assistantship 
 
How to Apply 

 To apply:  (Include necessary application information such as resume, contact information 
for 3 references) 

 You may apply electronically by sending your materials to (Name and email address to 
the person receiving information). Please attach your letter and resume as Word 
documents. 

 Questions? Contact the (contacts’ phone number and email) 
 
Description 
The (department) is seeking a Graduate Assistant for the 2019-2020 academic year.  
 
Include if necessary:  Students who file the Free Application for Federal Student Aid (FAFSA) 
by the March 1 deadline, and who subsequently qualify for funding through the Federal Work-
Study Program, are eligible for this assistantship.   (If the assistantship doesn’t require work 
study funds you will not need this information) 
 
 
Position Responsibilities 
As a Graduate Assistant, you will . . . 
• (Provide the role of the graduate assistantship and what their job will entail) 
•  
 
Application Documents Required 
Possible options include:  Cover Letter, resume/CV, letter of intent, etc. 
 
Requested Posting Date 
(Insert Date) 
 
Expiration Date of  



(Information needed) 
Deadline to apply 
(Insert Date) 
 
Location 
Orono, Maine United States 
 
Salary/Compensation 
$15,600-$16,000 based on a 20 hr per week position during the academic year, September 
(Year)-May (year). Tuition waiver for the academic year (up to 9 credits per semester, and up 
to 6 credits per summer semester) 
 
Desired Start Date 
(Insert Date) 
 
Duration of Appointment 
(Information needed) 
 
Approximate Hours Per Week 
20 hrs/wk. 
 
Qualifications 
Qualifications: 
(Include qualifications your department is looking for in a graduate assistant) 
 
Desired Major(s) 
(Information needed) 
 
Desired Class Level 
Fourth Year, Graduate Student 
 
 
 



 
 
 

The University of Maine – Graduate School of Business  

&  

University of Maine at Presque Isle 

Accelerated Graduate Pathway to MBA 

Business Administration Majors 

Program Description: 

This program provides Business Administration majors at the University of Maine at Presque Isle the 

opportunity to complete the University of Maine MBA program in one academic year, after receiving a 

bachelor’s degree from the University of Maine at Presque Isle. The UMPI students can choose from the 

Online MBA or the Evening MBA (in-residence), with the admission criteria being the same for either 

program.   

This Accelerated Graduate Pathway, exclusively for UMPI students, provides for a favorable admission 
process and an accelerated degree plan, including:  

1.) Streamlined admissions 
2.) Application fees waived 
3.) Possible GRE/GMAT waiver 
4.) TOEFL waived for international applicants 
5.) Automatic consideration for the George F. Naumann and John M. Webber Scholarships 

 

Admission Requirements: 

1. Undergraduate GPA of 3.0 

2. Earned a “B” or better in: 

a. ECO 207 Macro & Micro Economics 

b. MAT 140 Mathematics for Business  

3. Earned a “B” or better in the UMPI business administration core courses. 

4. Earned a “B” or better in the UMPI business concentration courses. 

5. Minimum GMAT of 500. A GMAT waiver is available, with a GPA of 3.25 or above.   

6. Completed application.  

UMPI students can apply for the program in the Fall of their senior year and receive conditional 

admission to the MBA program. Full admission will be granted upon successful completion of their UMPI 

degree in Business Administration.  

  



 
 
Degree Plan: 

UMPI students will have the option to complete the Essential MBA (30 credit hours) or an MBA with a 

concentration (33 – 36 credit hours) in either the Online or the Evening MBA format.   

MBA Core (24 credit hours): 

 BUA 601 – Statistical Analysis and Modeling for Organizational Operations  

 BUA 605 – Creating & Capturing Value in the Digital Economy  

 BUA 609 – Financial Statement Analysis  

 BUA 620 – Law, Business and Society  

 BUA 626 – Management of Contemporary Organizations  

 BUA 670 – Managerial Marketing  

 BUA 651 – Financial Management 

 BUA 649 – Management Policy  

Electives (6 - 12 credit hours): 

 6 credit hours for the Essential MBA, via MBA Elective Courses  

 9 to 12 credit hours, via Graduate Electives as prescribed by the concentration requirements 

Degree Schedule: 

Term Courses Credit Hours Format 

Summer*  2 MBA Core Courses 6 Credit Hours Online 

Fall 4 MBA Core Courses 12 Credit Hours Online or Evening (In-residence) 

Spring BUA 649, 1 Core, 2 electives 12 Credit Hours Online or Evening (In-residence) 

Summer** 2 Electives  6 Credit Hour Online 
 

*  If necessary, foundation courses in statistics and economics can also be taken. 

** As necessary to complete Concentration requirements.  

This schedule illustrates an accelerated schedule for completing the MBA in less than a year, but UMPI 

students can also choose to complete the MBA degree at their own pace.  

 



 
 
 

The University of Maine – Graduate School of Business  

&  

University of Southern Maine 

Accelerated Graduate Pathway to MBA 

Business Majors 

Program Description: 

This program provides Business Majors at the University of Southern Maine the opportunity to complete 

the University of Maine MBA program in one academic year, after receiving a bachelor’s degree from 

the University of Southern Maine. The USM students can choose from the Online MBA or the Evening 

MBA (in-residence), with the admission criteria being the same for either program.   

This Accelerated Graduate Pathway, exclusively for USM students, provides for a favorable admission 
process and an accelerated degree plan, including:  

1.) Streamlined admissions 
2.) Application fees waived 
3.) Possible GRE/GMAT waiver 
4.) TOEFL waived for international applicants 
5.) Automatic consideration for the George F. Naumann and John M. Webber Scholarships 

 

Admission Requirements: 

1. Undergraduate GPA of 3.0 

2. Earned a “B” or better in: 

a. ECO 101 Introduction to Macroeconomics 

b. ECO 102 Introduction to Microeconomics 

c. MAT 210 Business Statistics  

3. Earned a “B” or better in the USM business core courses (33 credits). 

4. Earned a “B” or better in the USM business major course (15 credits). 

5. Minimum GMAT of 500. A GMAT waiver is available, with a GPA of 3.25 or above.   

6. Completed application.  

USM students can apply for the program in the Fall of their senior year and receive conditional 

admission to the MBA program. Full admission will be granted upon successful completion of their USM 

degree in Business Administration.  

  



 
 
Degree Plan: 

USM students will have the option to complete the Essential MBA (30 credit hours) or an MBA with a 

concentration (33 – 36 credit hours) in either the Online or the Evening MBA format.   

MBA Core (24 credit hours): 

 BUA 601 – Statistical Analysis and Modeling for Organizational Operations  

 BUA 605 – Creating & Capturing Value in the Digital Economy  

 BUA 609 – Financial Statement Analysis  

 BUA 620 – Law, Business and Society  

 BUA 626 – Management of Contemporary Organizations  

 BUA 670 – Managerial Marketing 

 BUA 651 – Financial Management 

 BUA 649 – Management Policy  

Electives (6 - 12 credit hours): 

 6 credit hours for the Essential MBA, via MBA Elective Courses  

 9 to 12 credit hours, via Graduate Electives as prescribed by the concentration requirements 

Degree Schedule: 

Term Courses Credit Hours Format 

Summer*  2 MBA Core Courses 6 Credit Hours Online 

Fall 4 MBA Core Courses 12 Credit Hours Online or Evening (In-residence) 

Spring BUA 649, 1 Core, 2 electives 12 Credit Hours Online or Evening (In-residence) 

Summer** 2 Electives  6 Credit Hour Online 
 

*  If necessary, foundation courses in statistics and economics can also be taken. 

** As necessary to complete Concentration requirements.  

This schedule illustrates an accelerated schedule for completing the MBA in less than a year, but USM 

students can also choose to complete the MBA degree at their own pace.  

 



 
 
 

The University of Maine – Graduate School of Business  

&  

Colby College 

Accelerated Graduate Pathway to MBA 

Economics Majors 

Program Description: 

This program provides Economics majors at the Colby College the opportunity to complete the 
University of Maine MBA program in one academic year, after receiving a bachelor’s degree from the 
Colby College. The Colby College students can choose from the Online MBA or the Evening MBA (in-
residence), with the admission criteria being the same for either program.  This agreement provides for 
a favorable admission process and an accelerated degree plan, allowing Colby graduates to take 
MaineMBA courses while they begin work in their first professional position, post-graduation 
internships, or while they engage with Peace Corps or other post-baccalaureate service positions.  
 

This Accelerated Graduate Pathway, exclusively for Colby College Economics Majors, provides for a 
favorable admission process and an accelerated degree plan, including:  

1.) Streamlined admissions 
2.) Application fees waived 
3.) Possible GRE/GMAT waiver 
4.) TOEFL waived for international applicants 
5.) Automatic consideration for the George F. Naumann and John M. Webber Scholarships 

 
Admission Requirements: 

1. Undergraduate GPA of 3.25 

2. Earned a “B” or better in the following Colby courses: 

a. EC121fs   Financial Accounting  

b. EC133fs   Principles of Microeconomics 

c. EC134fs   Principles of Macroeconomics 

d. EC211fs   Corporate Finance I 

e. EC293fs   Research Methods and Statistics for Economics  

f. EC235f    Organizational Strategy and Economics 

3. A GMAT waiver is available if the above criteria are met. 

4. Completed graduate application.  

Colby students may apply for the program at any time prior to graduation from Colby and receive 

conditional admission to the MBA program. Full admission will be granted upon the successful 

completion of their Colby degree in Economics.  
 

 

 



 
 

 

Degree Plan: 
 

Colby students will have the option to complete the Essential MBA (30 credit hours) or an MBA 

with a concentration (33 – 36 credit hours) in either the Online or the Evening MBA format.  

  

MBA Core (24 credit hours): 

 BUA 601 – Statistical Analysis and Modeling for Organizational Operations  

 BUA 605 – Creating & Capturing Value in the Digital Economy  

 BUA 609 – Financial Statement Analysis  

 BUA 620 – Law, Business and Society  

 BUA 626 – Management of Contemporary Organizations  

 BUA 670 – Managerial Marketing  

 BUA 651 – Financial Management 

 BUA 649 – Management Policy  

 

Electives (6 - 12 credit hours): 

 6 credit hours for the Essential MBA, via MBA Elective Courses  

 9 to 12 credit hours, via Graduate Electives as prescribed by the concentration 

requirements 

 

Degree Schedule: 

 

Term Courses Credit Hours Format 

Summer*  2 MBA Core Courses 6 Credit Hours Online 

Fall 4 MBA Core Courses 12 Credit Hours Online or Evening (In-

residence) 

Spring BUA 649, 1 Core, 2 

electives 

12 Credit Hours Online or Evening (In-

residence) 

Summer** 2 Electives  6 Credit Hour Online 

 

*  If necessary, foundation courses in statistics and economics can also be taken. 

** As necessary to complete Concentration requirements.  

 

This schedule illustrates an accelerated schedule for completing the MBA in less than a year, but 

UMPI students can also choose to complete the MBA degree at their own pace.  

 

 
 



 
 
 

The University of Maine – Graduate School of Business  

&  

University of Maine at Presque Isle 

Accelerated Graduate Pathway to MBA 

Non-Business Administration Majors 

Program Description: 

This program provides Non-Business Administration majors at the University of Maine at Presque Isle 

the opportunity to complete the University of Maine MBA program in one academic year, after receiving 

a bachelor’s degree from the University of Maine at Presque Isle. The UMPI students can choose from 

the Online MBA or the Evening MBA (in-residence), with the admission criteria being the same for either 

program.   

This Accelerated Graduate Pathway, exclusively for UMPI students, provides for a favorable admission 
process and an accelerated degree plan, including:  

1.) Streamlined admissions 
2.) Application fees waived 
3.) Possible GRE/GMAT waiver 
4.) TOEFL waived for international applicants 
5.) Automatic consideration for the George F. Naumann and John M. Webber Scholarships 

 

Admission Requirements: 

1. Undergraduate GPA of 3.0 

2. Earned a “B” or better in: 

a. ECO 207 Macro & Micro Economics 

b. MAT 140 Mathematics for Business  

3. Earned a “B” or better in the following UMPI business administration core courses. 

a. BUS 150 Intro to Financial Accounting 

b. BUS 220 Managerial Accounting 

c. BUS 325 Financial Management 

d. BUS 330 Marketing Management  

e. BUS 335 Organizational Behavior 

4. Minimum GMAT of 500. A GMAT waiver is available, with a total GPA of 3.25 or above, and a 3.0 

GPA in business courses.     

5. Completed application.  

UMPI students can apply for the program in the Fall of their freshman year and receive conditional 

admission to the MBA program. Full admission will be granted upon successful completion of their UMPI 

undergraduate degree.  

  



 
 
Degree Plan: 

UMPI students will have the option to complete the Essential MBA (30 credit hours) or an MBA with a 

concentration (33 – 36 credit hours) in either the Online or the Evening MBA format.   

MBA Core (24 credit hours): 

 BUA 601 – Statistical Analysis and Modeling for Organizational Operations  

 BUA 605 – Creating & Capturing Value in the Digital Economy  

 BUA 609 – Financial Statement Analysis  

 BUA 620 – Law, Business and Society  

 BUA 626 – Management of Contemporary Organizations  

 BUA 670 – Managerial Marketing  

 BUA 651 – Financial Management 

 BUA 649 – Management Policy  

Electives (6 - 12 credit hours): 

 6 credit hours for the Essential MBA, via MBA Elective Courses  

 9 to 12 credit hours, via Graduate Electives as prescribed by the concentration requirements 

Degree Schedule: 

Term Courses Credit Hours Format 

Summer*  2 MBA Core Courses 6 Credit Hours Online 

Fall 4 MBA Core Courses 12 Credit Hours Online or Evening (In-residence) 

Spring BUA 649, 1 Core, 2 electives 12 Credit Hours Online or Evening (In-residence) 

Summer** 2 Electives  6 Credit Hour Online 
 

*  If necessary, foundation courses in statistics and economics can also be taken. 

** As necessary to complete Concentration requirements.  

This schedule illustrates an accelerated schedule for completing the MBA in less than a year, but UMPI 

students can also choose to complete the MBA degree at their own pace.  

 



 
 
 

The University of Maine – Graduate School of Business  

&  

University of Southern Maine 

Accelerated Graduate Pathway to MBA 

Non-Business Majors 

Program Description: 

This program provides Non-Business majors at the University of Southern Maine the opportunity to 

complete the University of Maine MBA program in one academic year, after receiving a bachelor’s 

degree from the University of Southern Maine. The USM students can choose from the Online MBA or 

the Evening MBA (in-residence), with the admission criteria being the same for either program.   

This Accelerated Graduate Pathway, exclusively for USM students, provides for a favorable admission 
process and an accelerated degree plan, including:  

1.) Streamlined admissions 
2.) Application fees waived 
3.) Possible GRE/GMAT waiver 
4.) TOEFL waived for international applicants 
5.) Automatic consideration for the George F. Naumann and John M. Webber Scholarships 

 

Admission Requirements: 

1. Undergraduate GPA of 3.0 

2. Earned a “B” or better in: 

a. ECO 101 Introduction to Macroeconomics 

b. ECO 102 Introduction to Microeconomics 

c. MAT 210 Business Statistics  

3. Earned a “B” or better in the following USM business core courses. 

a. ACC 110 Financial Accounting Information for Decision Making  

b. ACC 211 Managerial Accounting Information for Decision Making 

c. BUS 260 Marketing 

d. FIN 320 Basic Financial Management 

e. BUS 340 Managing Organizational Behavior 

4. Minimum GMAT of 500. A GMAT waiver is available, with a total GPA of 3.25 or above, and a 3.0 

GPA in business courses.   

5. Completed application.  

USM students can apply for the program in the Fall of their freshman year and receive conditional 

admission to the MBA program. Full admission will be granted upon successful completion of their USM 

undergraduate degree.  

 



 
 
Degree Plan: 

USM students will have the option to complete the Essential MBA (30 credit hours) or an MBA with a 

concentration (33 – 36 credit hours) in either the Online or the Evening MBA format.   

MBA Core (24 credit hours): 

 BUA 601 – Statistical Analysis and Modeling for Organizational Operations  

 BUA 605 – Creating & Capturing Value in the Digital Economy  

 BUA 609 – Financial Statement Analysis  

 BUA 620 – Law, Business and Society  

 BUA 626 – Management of Contemporary Organizations  

 BUA 670 – Managerial Marketing 

  BUA 651 – Financial Management 

 BUA 649 – Management Policy  

Electives (6 - 12 credit hours): 

 6 credit hours for the Essential MBA, via MBA Elective Courses  

 9 to 12 credit hours, via Graduate Electives as prescribed by the concentration requirements 

Degree Schedule: 

Term Courses Credit Hours Format 

Summer*  2 MBA Core Courses 6 Credit Hours Online 

Fall 4 MBA Core Courses 12 Credit Hours Online or Evening (In-residence) 

Spring BUA 649, 1 Core, 2 electives 12 Credit Hours Online or Evening (In-residence) 

Summer** 2 Electives  6 Credit Hour Online 
 

*  If necessary, foundation courses in statistics and economics can also be taken. 

** As necessary to complete Concentration requirements.  

This schedule illustrates an accelerated schedule for completing the MBA in less than a year, but USM 

students can also choose to complete the MBA degree at their own pace.  

 




















