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Administrative Assistant (AA) 
Administrative assistants perform assignments primarily of a clerical or supervisory nature. AAs are not exempt from the 
Fair Labor Standards act and must clock. 
 
Terms of Appointment 
All graduate assistants hold their appointments at the pleasure or will of the University. 

1. The employment term of graduate assistants follows the University's academic calendar from the first week of 
freshman orientation through the week of final examinations for the fall, summer, and spring semesters. 

2. Some budget units may require graduate assistants to work prior to or beyond the defined academic calendar. 
These will be clearly documented prior to the students' acceptance of the assistantships 

3. 
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eligible for 36 consecutive months of employment. All timeframes are based on the start date of the initially 

http://www.so>ttp0.so>tt/121/Subtyern.edu/re121rces/poinAies/poinAy_detail/unclass_grievance.html
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