
Undergraduate Academic Assistant, First Year and Interdisciplinary Programs (FYIP) 

 

The student will work closely with Jennifer Suratos, (Administrator), as well as our Program Chairs, in First Year and 
Interdisciplinary Programs (FYIP). The student will assist with planning and delivering our online conferences in the 
Coordinated Arts Program, and to support the online student journal in our Arts One Program. They will work with the 
Arts Communication team to design materials, create marketing posters, update websites and online forms, and create 
videos. The position will involve a particular focus on developing and maintaining program websites (internal and 
external), and developing handbooks to support initiatives in the upcoming academic year. The student will be under the 
direct supervision of FYIP Administrator, Jennifer Suratos. 

  

Number of Openings: 1 

Hourly Wage: $17.00/hr 

Hours Per Week: 8 

Total Number of Hours per Student Position: 100 

Duration: 4 months 

  

Qualifications: 

The position best suits an undergraduate student in the Faculty of Arts; alumni of Arts One and CAP are particularly 
welcome due to the program knowledge they would bring to the position. The student will need excellent writing and 
communication skills. Experience with web and video design tools an asset. Students who are motivated, able to work 
both independently and collaboratively, and able to manage deadlines and workload, will excel in this position. Further, 
we are looking for students who are genuinely interested in fostering excellent experiences for first-year students. As 
students themselves, they can offer essential insights into how we can best reach and support our first-year students 
and how we can foster connections with students after they leave our programs. We welcome their new ideas and 
energy and encourage students to take ownership of the projects we ask them to develop. 

  

Position Classification: Undergraduate Academic Assistant  

  

Application:  

Please submit the following documents in one .pdf file: 

1. Covering letter indicating your suitability for the position. 

2. CV including the names and contact information for 3 referees.  

Files can be directly sent to Jennifer Suratos, FYIP Administrator, at admin.fyp@ubc.ca. Review of applications will begin 
on February 1 and continue until the position is filled.  
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