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Hiring Flow Chart 

 

   

I want to 
hire

Title/type of hire is based on the 
duties and responsibilities among other 
factors, ie, are they a UF employee, are 

they enrolled in classes. See below.

Teaching or Research titles
Faculty, Adjunct Lecturer, GA, 
Postdoc Fellow, etc. GA's are 

enrolled in classes and department 
is respsonsible for tuition waiver. 

Adj Lecturer must have Master's and 
is not enrolled in classes

If grant funded, have you verified 
if the grant allows the type of hire 

you need? 

YES/not paid from grant

Have you checked the 
budget?

YES

Complete a DCP HR 
Generalist Position Request 

Form located on 
my.dcp.ufl.edu 

>Administrative>Human 
Resources 

Complete a DCP Graduate 
Assistant Appointment Form

located on my.dcp.ufl.edu 
>Administrative>Human 

Resources 

NO

STOP and check. 
Remember Fringe 

Rates

NO

STOP and verify/discuss with 
Grants Coordinator

Other titles 
OPS temp, Student OPS 
(Asst), TEAMS hires that 

require posting/recruitment 
process.

OR 

**If you do not know the project 
number/chartfield or distribution % 
please send your form to Shelby and 
Caroline or your fiscal person first & 

copy me.  
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Principles for the Employment of Graduate Students at the University of Florida 

 
Examples of tasks that might be 
performed by Graduate Assistants 
 

Link with other important information: 
http://graduateschool.ufl.edu/media/graduate-school/pdf-
files/Principles-for-the-Employment-of-Graduate-Students-at-the-
University-of-Florida.pdf 
 
Teaching Assistants might be expected to:  
 
•Lecture 
•Lead discussion groups 
•Prepare a syllabus 
•Identify reading assignments 
•Grade papers or assignments 
•Distribute assignments 
•Hold office hours for meeting with students 
•Proctor examinations 
•Prepare class materials, presentations, visual aids 
•Take attendance, record questions and responses in class 
•Record lectures 
 
Research Assistants might be expected to:  
 
•Conduct laboratory procedures 
•Observe or interview research subjects 
•Collect, Record, review, or confirm data; manage existing data 
•Analyze or summarize data (including statistical analysis) 
•Write reports, draft articles, prepare poster presentations 
•Review related scientific literature 
•Design experiments 
•Co-author research papers, prepare or edit research papers/manuscripts 
 

Examples of tasks that might be 
performed by student assistants  
 

Student Assistants or other student appointees might be assigned to:  
 
•Office tasks such as photocopying or clerical activities, errands 
•Episodic tasks of brief duration 
•Scheduling, telephone coverage 
•Department website support/routine support of laboratory activities 
•Recordkeeping, database updating/management 
•Events 
•Supervisory roles in residence halls 
•Food service activities  

http://graduateschool.ufl.edu/media/graduate-school/pdf-files/Principles-for-the-Employment-of-Graduate-Students-at-the-University-of-Florida.pdf
http://graduateschool.ufl.edu/media/graduate-school/pdf-files/Principles-for-the-Employment-of-Graduate-Students-at-the-University-of-Florida.pdf
http://graduateschool.ufl.edu/media/graduate-school/pdf-files/Principles-for-the-Employment-of-Graduate-Students-at-the-University-of-Florida.pdf
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Fringe Benefits Pool Rates Link: http://hr.ufl.edu/benefits/health-insurance/fringe-benefits-pool/ 

 
 

Graduate Assistants Tuition $539.49 per credit hour   
Link: Tuition Dollar Amount 
 
Requirements for an Appointment  
Link: Dates for Academic Year & GA Minimum Salaries  
 

 
  

 
 

 
  

http://hr.ufl.edu/benefits/health-insurance/fringe-benefits-pool/
http://www.fa.ufl.edu/bursar/current-students/terms-and-agreements/tuition-and-fees-2016-17/fall-2016-students-for-the-2016-17-academic-year/
http://hr.ufl.edu/manager-resources/recruitment-staffing/hiring-center/preparing-an-offer/requirements-for-an-appointment/

