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The BU Wheelock Graduate Admissions and Financial Aid Office manages all aspects of recruitment, admissions, and financial aid for the Graduate programs in the college. The Graduate Assistant position will assist with all daily administrative processes for the office. This includes application processing, answering phones and emails for both our Admissions and Financial Aid inboxes, taking prospective applicants on building tours, answering questions from prospective students during the application process, assisting with events and event management, opening mail, scanning and indexing records, data entry, and other administrative duties as assigned. 

This is a front facing position where you will be interfacing in person, on the phone and via email with prospective graduate students and applicants. As a result, the right candidate for this job will have strong oral and written communication skills, be well organized, personable, and connected to the mission of helping recruit new students to BU Wheelock.

This position will run for the 2026-2027 academic year, September through May. Ideally, the applicant will be available to work during the intersession periods. The weekly time commitment will be 20 hours per week at a rate of $18.24 per hour.

To apply, please email whegrad@bu.edu with a resume, a short letter of intent, more than two paragraphs, stating why you would like to work in the Graduate Admissions and Financial Aid office (can be included in the body of the email). If you have any further questions, please do not hesitate to email us at whegrad@bu.edu. 
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