
Proposal for Graduate Coordinator Responsibility and Compensation 

Areas of Responsibility: 

1) Admissions 

The Graduate Coordinator will: 

a. Serve as admission committee chair of the graduate programs with selective 

admissions.  Serve as liaison with Graduate Admissions for programs without 

selective admissions. 

b. Propose modifications, as necessary, to graduate program admissions standards.  

c. Respond to graduate program inquiries from prospective graduate applicants. 

d. Serve as liaison to the College of Graduate Studies on admissions and recruitment 

issues. 

e. Provide the College of Graduate Studies with the information necessary to ensure 

that applicants for admission receive a timely decision about their admission 

status following the completion of their file. 

f. Conduct regular follow-up with those applicants who have not accepted an offer 

of admission to encourage them to accept. 

g. Monitor the enrollment status of all applicants/students who have accepted an 

offer of admission and take appropriate action to encourage enrollment. 

h. Ensure that students who have accepted offers of admission have been advised 

about initial course enrollment expectations/requirements. 

i. Hear appeals and approve exceptions to graduate program admission policies. 

 

2) Advisement  

 

The Graduate Coordinator will: 

 

a. Assume and maintain an advisement load consistent with departmental needs. 

b. Ensure that graduate students have a Program of Study/Candidacy on file in the 

registrar’s office by the end of the first semester of study. 

c. Provide oversight and facilitation for the establishment of student Graduate 

Committees,  if committees are required by the department. 

d. Plan, organize, and administer departmental orientation meeting if offered 

 

 

 

 

 

 



3) Administration 

 

The Graduate Coordinator will: 

 

a. Provide regular enrollment updates to the Chair/Director.   

b. Provide oversight or facilitation for graduate student exit activities. 

c. Develop and maintain community relationships that impact individual programs. 

d. Identify new and maintain established field experience opportunities. 

e. Interview, recommend for hire and supervise graduate assistants and/or teaching 

assistants unless the GA/TA is assigned to a faculty mentor other than the 

graduate coordinator. 

f. Take a significant role in discipline-specific accreditation and academic audit 

processes: 

i. Maintain graduate student databases within the department 

ii. Submit, or ensure availability of,  reports as required by the University, 

College of Graduate Studies and/or accrediting/licensing agencies 

g. Serve on the Graduate Research Council, as recommended by the department 

chair/director. 

 

 

4) Curriculum  

 

The Graduate Coordinator will: 

 

a. Communicate and collaborate with specialization faculty within discipline to 

ensure students develop appropriate programs of study. 

b. Assume lead role in writing self-study and academic audit reports related to 

graduate curriculum. 

c. Annually, ensure curriculum meets discipline specific degree and/or licensure 

requirements. 

d. Review and revise Graduate Bulletin to assure it accurately describes current 

graduate program. 

e. Lead departmental effort in development and implementation of graduate 

Learning Outcomes Assessment. 

 

 

 

 

 

  



5) Recruitment/Marketing/Program Development  

 

The Graduate Coordinator will: 

a. Collaborate with APSU Public Relations and Graduate Admissions Coordinator 

in the creation of graduate brochures, publications and promotion materials. 

Ensure that all materials are available and accessible to prospective graduate 

students.  

b. Serve as an adviser to the Graduate Admission Coordinator to publicize graduate 

programs to potential students, currently attending APSU as well as other 

Universities. 

c. Monitor annual review of departmental webpage to ensure graduate information is 

accurate and up-to-date. 

d. Ensure timely communication via email with potential graduate students, who 

have requested program information, as submitted by the College of Graduate 

Studies.  

e. Support and/or attend College of Graduate Studies’ graduate initiatives such as 

Grad Finale, Graduate Extravaganza, and special events. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The following options for compensation are proposed for Graduate Coordinators holding a 

faculty line within their department. The selected option would require input/approval by the 

department chair/director, Dean of the program college, Dean of Graduate Studies, and the 

Provost.  

Option 1 – Reassigned time* 

a. 1 to 3 hours of reassigned time per semester within a nine month contract period. The 

number of hours of reassigned time will be at the discretion of the college dean and 

the department chair/director.  

b. Enrollment numbers should be considered in the decision making process for 

programs that admit higher numbers of students. 

Option 2- Stipend* 

a. An amount equivalent to 1-3 hours of overload pay (rank dependent) per semester 

within a nine month contract period. The number of hours to be compensated will be 

at the discretion of the college dean and the department chair/director.  

b. Enrollment numbers should be considered in the decision making process for 

programs that admit higher numbers of students. 

Option 3 – Combination of Reassigned time and Stipend* 

a. 1 to 3 hours of reassigned time during one semester within a nine month contract 

period. The number of hours of reassigned time will be at the discretion of the college 

dean and the department chair/director and 

b. An amount equivalent to 1-3 hours of overload pay (rank dependent) in the other 

semester within the same nine month contract period. The number of hours to be 

compensated will be at the discretion of the college dean and the department 

chair/director.  

* Graduate coordinators should be involved in the decision making process as to which option 

will apply at the inception of any policy that is approved and for any new faculty assuming the 

graduate coordinator role and responsibilities. 

* Since all graduate coordinators work within a framework of a 9 month contract, programs that have 

coordinator responsibilities that extend into the Summer months can offer compensation from option 2,  

using the same criteria.  

 

 

 


