Graduate Student Services Advisors – Monthly Guide
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	July
	Not started
	Update Program Handbooks

	
	Not started
	Update Alumni Job Placement

	
	Not started
	Update SLATE communications

	
	Not started
	Remove graduated students from listservs/add new students to listservs. 

	
	Not started
	Update Student Profiles by adding or removing them in collaboration with Kelvin Mac (CHASS IT).

	
	Not started
	Schedule and secure dates/times for your program’s Fall Welcome Graduate Student Orientation in collaboration with the Academic Faculty Grad Advisors/Director.  Work with your event coordinator to secure rooms/food and other event logistics.

	
	Not started
	Send invitations for the Fall Welcome Orientation.

	
	Not started
	Encourage incoming students to register for the CHASS Welcome Orientation

	
	Not started
	Send incoming students a link to a checklist and student handbook during early summer.

	
	Not started
	Schedule and secure any Fall Recruitment (Prospects) and Open House dates (Admits) in collaboration with the Admissions & Recruitment Faculty Grad Advisors for. 

	
	Not started
	Work with your Chair/Faculty Advisor on ASE assignments

	
	Not started
	Update Catalog Copy

	
	Not started
	Update Financial Tracking Sheet(s).

	
	Not started
	Update internal student databases.

	August
	Not started
	Create digital folders for the incoming cohort in a shared drive.

	
	Not started
	Send registration information/reminder to incoming and current students.

	
	Not started
	Clear grade delays (GD) and/or Incompletes; help clear any holds.

	
	Not started
	Communicate with the incoming cohort and schedule Zoom meetings with you and the faculty advisor to help answer questions and go over their financial support packages.  Remind students to complete the Statement of Legal Residence.  If possible, set-up mentorships with current/incoming grads.

	
	Not started
	Reminder to new international students to complete GLACIER tax forms.

	
	Not started
	Students coming in with an MA, enter MAWD code (previous Master’s awarded) in Banner - SHANCRS page.  This will update degree unit requirements for those programs that have a separate unit requirement for students coming in with an MA degree.  

	
	Not started
	Remind students entering their second year to complete California Residency application process (for students who need to do this), non-resident domestic students, before the fall term.

	
	Not started
	Update Slate information and communications for upcoming application cycle

	
	Not started
	Plan to participate in Grad Division Grad Open House when the call comes out.

	
	Not started
	Send out ASE appointment letters 30 days before the start of the fall quarter.

	September
	Not started
	Send email reminder of Orientations
· Include Program Orientation
· Include dates for Grad Orientation
· Include International Orientation if applicable
· Remind students to complete Incoming Student Checklist items (see one program’s checklist)

	
	Not started
	Onboarding students
· Communicate with new graduate students that are teaching the first year of onboarding process.

	
	Not started
	International Students- Social Security letter depending on their first employment quarter.

	
	Not started
	Review of Kara Oswood’s Enrollment Report; working on completing enrollment.

	
	Not started
	Attend recruitment events.

	
	Not started
	Open Graduate Applications

	October
	Not started
	Virtual Open House - Plan Open House for Prospective Students.  Set date(s) for your program’s Recruitment Open House.

	
	Not started
	Review your department’s Winter quarter course schedule proof when Enrollment Management sends out the schedule; work out any scheduling discrepancies with your EM buddy.

	
	Not started
	Send out the call for winter TA preferences, if you are the person coordinating the assignments.

	
	Not started
	Attend recruitment events.

	
	Not started
	Start processing admissions files.

	
	Not started
	Set up admissions committee meetings in consultation with the Admissions Grad Advisor.

	November
	Not started
	Set up admissions committee meetings in consultation with Recruitment and Admissions Grad Advisor.

	
	Not started
	Continue processing admissions files

	
	Not started
	Send reminders to applicants to complete their application by the program’s deadlines.

	
	Not started
	Oral Exams/Dissertation Processing. Notify grads of deadline reminders.

	December
	Not started
	Continue processing admissions files and send recommendations by the program’s target dates to the college approver.

	
	Not started
	Work with your faculty graduate advisor on the call and collection of DYP (Dissertation Year Program Award) and DCFA (Dissertation Completion Fellowship Award) nominations to meet the January deadlines.

	
	Not started
	Review-Update Financial Tracking Sheet(s).

	January
	Not started
	Continue processing admissions files and send recommendations by the program’s target dates to the college approver.

	
	Not started
	Invite admitted students to Open House

	
	Not started
	Send DYP/DCFA nominations in Slate to meet the January deadlines.

	
	Not started
	Review your department’s Spring quarter course schedule proof when Enrollment Management sends out the schedule; work out any scheduling discrepancies with your EM buddy.

	
	Not started
	Send out the call for spring TA preferences, if you are the person coordinating the assignments.

	
	Not started
	Review of Kara Oswood’s Enrollment Report

	
	Not started
	Meet with Faculty Advisor for Admissions, the FAO and Event Manager to prepare agenda, review recruitment budget, reserve rooms, set-up an RSVP form, send invitations to incoming students, a separate invitation to current graduates, faculty and staff.  Connect with GSEA grad reps to help with Open House (see last year’s agenda), to host visitors, and assist with the graduate student party

	February
	Not started
	Continue processing admissions files and send recommendations by the program’s target dates to the college approver.

	
	Not started
	Invite students to Open House; work and hold Open House event. 

	
	Not started
	Continue processing admissions files

	
	Not started
	Start the Tracking of Student Offers

	March
	Not started
	Work and hold Open House event 

	
	Not started
	Continue processing admissions files

	
	Not started
	Maintain tracking of student offers sheet

	
	Not started
	Oral Exams/Dissertation Processing.  Notify grads of deadline reminders.

	April
	Not started
	Review your department’s Fall quarter course schedule proof when Enrollment Management sends out the schedule; work out any scheduling discrepancies with your EM buddy.

	
	Not started
	Send out the call for TA preferences, if you are the person coordinating the assignments.

	
	Not started
	April 15th acceptance deadline.  To extend the deadline, requests must be sent to the College Approver.

	
	Not started
	Internal/External Awards – Send out call to grads.

	
	Not started
	Outstanding TA Nominations

	
	Not started
	Maintain tracking of student offer sheets

	
	Not started
	Review of Kara Oswood’s Enrollment Report

	May
	Not started
	Communicate with students that accept the offer of admissions; send welcome letter, answer any questions.

	
	Not started
	Maintain tracking of student offer sheets

	
	Not started
	Submit nominations for DYP (Dissertation Year Program Award) and DCFA (Dissertation Completion Fellowship Award) by the designated deadlines.

	
	Not started
	Oral Exams/Dissertation Processing. Notify grads of deadline reminders.

	
	Not started
	Add permit codes in Banner for continuing students

	June
	Not started
	End-of Year Awards: Notifications to students, process awards in GradESS, and post them in the website.

	
	Not started
	Process any new or readmit admissions files

	
	Not started
	Residency reminder to first year students

	
	Not started
	Send welcome communication to incoming students and link the “incoming welcome page”.  List to add: Summer 2025 QuantCamp online summer programing,  complete Statement of Legal Residence

	
	Not started
	International students qualifying exam communication for those at the end of their NRT award

	
	Not started
	GradESS annual review process by the posted deadlines. 

	
	Not started
	June catalog review – look out for this call by the Registrar’s Office.

	
	Not started
	Remind Students to review their degree audit and any pending Incomplete and Grade Delays (see e-mail communication)
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	Quarterly
	Not started
	Check enrollment

	
	Not started
	Registration reminders to students

	
	Not started
	Run list of current students using exit term report and save it in the Enrolled Students folder on the server

	Monthly
	Not started
	Review Exit Term Report (Cognos)
Update financial support in GradESS/Financial Tracking Sheet

	Weekly
	Not started
	

	Daily
	Not started
	Check R’Grad queue

	
	Not started
	Check GradSIS/Slate queues (most important during admission)

	
	Not started
	

	
	Not started
	

	
	Not started
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