
Title:   Graduate Apprentice for Graduate Admissions and the School of Education 

Department: Graduate Admissions and School of Education  

Supervisors:  Assistant Director of Graduate Admission and the Administrative & Graduate Directors 

of the Master of Arts in Higher Education Program  

Office Location: Long Building and Inman Admissions Building 

 
Position Description 

The Graduate Apprentice will be a staff member of the Graduate Admissions and the Dean of the School 
of Education team and fulfills four key functions for the Master of Arts in Higher Education (MHE) 
program: departmental representative for graduate admissions recruitment and campus visits; 
administrative leadership and logistical support; professional development opportunities for MHE 
students; and develop and coordinate strategic communications with key constituents on and off the 
campus. The apprentice will work closely with Graduate Admissions and also support events for the 
School of Education.  
 
Primary Duties 

Admissions Support  

• Serve as a point of contact for prospective students, responding to and following up with those 
who inquire about MHE through Graduate Admissions 

• Coordinate a MHE student ambassadors program  

• Assist in organizing and hosting campus visit/information sessions/interview days with 
prospective students and their families 

• Develop and manage content plan for the MHE Facebook page and other social media platforms 
as determined by Graduate Admissions 

• Coordinate Interview Days (two days), arrange student hosts for new students, schedule 
interactions with current students/faculty/programs, coordinate interviews for graduate 
apprenticeships and assist in matching process of graduate students and apprenticeships 

• Research and update information about higher education/student affairs conferences and 
online directories, and contact appropriate organizations about recruitment opportunities 

• Research and produce reports regarding MHE market trends, key factors and competitors 

• Assist in the development of MHE program enrollment reports, analysis and projections 

• Conduct appropriate research to determine effectiveness of various recruitment initiatives 

• Accompany Assistant Director of Graduate Admissions in representing graduate admissions 
externally at university functions, including travel to select graduate fairs 

• Serve on the MHE Recruitment Committee  

• Complete Summer Education program with new Undergraduate Admissions Counselors, 
participate in select trainings, meet with undergraduate admissions staff periodically, and assist 
in campus-wide recruitment events, such as Fellows Weekend. 
 

 
Administrative Leadership 

• Coordination of orientation events for new students in the MHE program 

• Assist in communicating and coordinating apprenticeships and internships opportunities. . 

• Research other higher education programs’ tracking and presentation of graduates’ job 
placements   

https://www.elon.edu/e/admissions/graduate/index.html
https://www.elon.edu/u/academics/education/


• Serve on team to develop an assessment tool of program outcomes and the student experience 
of preparing graduates for their jobs and careers 

• Serve as a member of MHE Advisory Committee (internal strategic planning group for MHE) 

• Assist with events, sponsored by the School of Education, to bring community members to 
campus 
 

Professional Development Programs 

• Communicate upcoming professional development opportunities at higher education and 
student affairs conferences to the faculty and students 

• Identify and communicate professional development opportunities on the Elon campus, e.g., 
Office of Leadership and Professional Development, Center for Teaching and Learning, and 
Information Technology workshops for students 

• Brainstorm current issues and invite speakers/faculty to the monthly MHE colloquia 
 
Strategic Communications  

• Produce a bi-annual MHE newsletter to send to the Elon campus, parents and alumni in higher 
education 

• Produce and collaborate with University Communications to distribute MHE program 
happenings and student/alumni accomplishments to the university community via E-Net and 
other means 

 
Other Duties 

• Create strong partnerships with School of Education faculty, Alumni Engagement, University 
Communications, Graduate Admissions, university programs offering apprenticeships, and area 
schools to develop internship sites  

• Attend the School of Education Advisory Board meetings 

• Meet weekly with one or both supervisors (one meeting) to obtain guidance on work and reflect 
on learning 

• Participate in institutional, divisional or departmental workgroups/committees as assigned 

• Other duties as assigned by the Assistant Director of Graduate Admissions and the 
Administrative and Graduate Directors of the MHE.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Contributions to the Master of Arts in Higher Education Program 

The MHE Graduate Apprenticeship will be connected to many of the MHE program learning outcomes 
and considered as an experiential learning opportunity.  The apprentice will gain a thorough 
understanding the management of human and organization resources and the administrative, policy and 
governance issues in higher education as a member of the team implementing the MHE program, being 
privy to enrollment/budgeting projections, and serving on strategic planning and advisory committees 
for the MHE program and the School of Education.  Due to the setting and type of information the 
apprentice will be given access to (alumni information, prospective new student information, etc.), the 
apprentice will be coached on issues of confidentially and ethical handling of information. The 
apprentice will be involved in many of these initiatives and conversations and have a unique perspective 
on the big picture issues and trends affecting higher education.   

 
The apprentice will further develop their leadership, and oral and written communication skills in 

communicating with prospective students and families, many different administrators, faculty and 

campus leaders, other schools and professional associations. Handling many of the social media, 

department communications/promotions and correspondences will give the student hands-on 

experience in written skills, articulating research and program evaluation, outcomes and 

recommendations. A final learning outcome gained from this apprenticeship will be an understanding of 

the theory and research in student learning and development as the apprentice works on projects and 

interacts closely with education faculty and administrators who understand and use the best practices in 

effective education in their teaching and curricular design. 

 

 

Support of Graduate Apprentice Career Path 

The MHE directors and the School of Education will provide support and opportunities for the graduate 
student to advance his/her career and professional goals. At the start of the first year, the supervisors 
will meet with the apprentice and work with him/her to develop a professional development plan that 
connects the apprenticeship with the student’s courses and career goals. This plan will include not only 
the responsibilities described above, but also co-lateral assignments of eight hours per week in 
university programs of interest to the apprentice; example assignments include New Student and 
Transition Programs, the Center for Race, Ethnicity and Diversity Education, Leadership, etc.  The 
supervisors will meet weekly (together or individually with the student) to provide guidance on work 
and reflect on the student’s experience and learning. At the end of the year the student will complete a 
written reflection of their experience and the supervisors will review the apprentice’s performance and 
progress toward achieving the apprentice’s professional and educational goals.  
 
The apprentice will be encouraged and supported to be involved in professional activities and may use 
professional development funds to join ASHE (Association for the Study of Higher Education), ACPA 
(American College Personnel Association- College Student Educator International), NASPA (National 
Association of Student Personnel Association), or other associations of interest. The apprentice will be 



encouraged to attend and make presentations with fellow graduate students or faculty/administrators 
at state and regional conferences such as the Southern Association of College Student Affairs, the N.C. 
American College Association, and NASPA Region III, or may apply their funds toward attendance at 
national conferences. The student will be supported in participating in professional development 
programs offered by the university’s Office of Leadership and Professional Development. The MHE 
directors and others in the School of Education will assist the apprentice in preparing for and conducting 
a successful job search. 
 

The MHE apprentice experience will provide the graduate student with a strong foundation of 

knowledge and skill sets for numerous career paths, and a very strong network of professors and 

administrators on the campus and nationally for recommendations for jobs and/or further studies in the 

higher education field.  The graduate student will gain valuable experience in project management, 

marketing and promotions, written/oral/digital communications, assessment/evaluation and the field of 

higher education. These are valuable skill sets for any career path within higher education for many of 

the traditional positions, but would specifically position the graduate student for potential work in 

admissions, alumni engagement or serving as an assistant to a dean of students/vice president or 

assistant to a dean of education. The apprentice’s collateral assignment and internships will provide 

additional job opportunities in college and university departments. The apprentice will graduate with a 

strong understanding of higher education, well-developed skills, and experience in programs that align 

with their career interests.  

 
 

 

 

 


