
Wheelock College - Division of Student Success - Office of Disability Services 

Graduate Practicum in Disability Services 

 

Job Title:   Graduate Assistant  

Time Commitment:        10-12 hours per week,   fall 2016 and spring 2017 semesters preferred  

Compensation: This is an unpaid practicum. Wheelock can work with your institution to discuss 
educational program requirements 

Reports To:   Director of Disability Services 

About Wheelock College: 

Founded in 1888 and located in Boston, MA, Wheelock College is a private institution with the public 
mission of improving the lives of children and families.  The College fulfills this mission by providing a 
strong education in the arts and sciences and in its professional fields - education, child and family 
studies, and social work - for which its undergraduate and graduate programs are nationally and 
internationally recognized. Throughout its academic programs and student experience, the College 
reflects the multicultural dimensions of the communities and countries in which it operates and fosters 
diverse learning experiences - all of which contributes to the success, leadership, and impact that its 
graduates enjoy in a wide variety of careers. 

 

About the Division of Student Success: 

The Division of Student Success – which includes Academic Advising, Academic Assistance, Career 
Services, Disability Services, and International Student Services – uses a developmental philosophy and 
holistic approach to support students in reaching their educational, professional, and personal 
goals.  Students are assisted in identifying and reaching these goals through assessment, determining 
appropriate steps, and utilizing available resources.  Student Success is concerned not only with a 
specific personal or vocational decision but also with facilitating environmental and interpersonal 
interactions, as problem-solving, and decision-making.  Our programs foster engagement in 
educationally purposeful activities, lifelong learning, and shared responsibility. 

*In addition, Disability Services specifically works with students, faculty, administration and staff to 
provide equally effective, reasonable and accessible programs, activities and services provided by the 
college.  
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Primary Responsibilities: 

The graduate student for the Disability Services (DS) practicum works 10-12 hours per week to assist the 
Director of Disability Services with daily operations as it relates to providing Disability Services at 
Wheelock College. 

• Respects the confidential nature of the students receiving DS  
• Assists with scheduling and conducting student appointments 
• Assist with the development and input into a DS data base  
• Assists with compiling monthly DS data reports 
• Helps to develop a systematic process for student record keeping 
• Helps assess, develop/create and evaluate the DS processes and forms to enhance access, 

efficiency, ease of use and timeliness 
• Assists in reviewing and editing office policies and procedures  
• Is available, visible, and approachable to students, staff and administration within the college 

community  
• Assists with facilitating proctoring exams. 
• Demonstrates teamwork and professionalism while working with and among the Student 

Success Team and the Wheelock Community 

Additional responsibilities may be assigned by the Director of Disability Services. 
 
Required: 

• Currently or will be pursuing a master’s degree in special education, higher education and/or 
student affairs administration, education, counseling or related field concurrently while in the 
position (not a current Wheelock student). 

Qualifications: 

- Currently enrolled in a graduate program or will be pursuing a master’s degree in special 
education, higher education and/or student affairs administration, education, counseling or 
related field concurrently while in the position (not a current Wheelock student).Excellent 
interpersonal and communication skills 

- Effective organizational and administrative skills 
- Ability to evaluate the academic needs of students and deliver appropriate support solutions 
- Proficient in Microsoft Office Suite software 

 

Commitment to Diversity: 

Wheelock is a diverse community devoted to promoting and acceptance of all people regardless of race, 
color, national origin, religion, sexual orientation, age, gender, or physical ability. Each employee, 
regardless of position, is thus expected to support actively the College's commitment to such diversity 
by displaying a positive attitude toward and acceptance of all employees and students regardless of such 
differences.   
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