
JOB DESCRIPTION

POSITION TITLE

Associate Director, Career Connections




REPORTS TO:

Director, Career Connections, Center for Experiential Learning 

PRIMARY FUNCTION: 
This position promotes increased understanding of the role of experiential learning in the career development process throughout the community by actively participating in overall Center for Experiential Learning, (CEL) activities, including program planning and evaluation and seeks opportunities to collaborate with academic departments, individual faculty and other administrative and student support offices.
AREAS OF RESPONSIBILITY:

1. Actively engage in co-leadership role with Director of Career Connections on strategizing, goal setting, evaluating, prioritizing, and decision-making for Career Connections initiatives, programs, and services.

2. Coordinate all placement-related services and programs related to on-campus recruitment, including employer information sessions, resume referral and interviewing.

3. Assess employer needs in light of St. Olaf culture and student needs; work with recruiters to arrange and showcase their opportunities effectively.  

a. Develop marketing strategy to communicate regularly with academic departments and students. Participate in and involve faculty in employer lunches, presentations and meetings to develop positive relationships. Reinforce and initiate corporate and non-profit contacts.  Enhance relationships with organizations through participation in campus events and employer visits, encouraging more opportunities for students. Strengthen, enhance, encourage and initiate more alumni support and involvement. Participate in professional associations to keep current with employer/college trends and establish/maintain relationships with recruiters.

4. Manage the CEL’s Peer Advisor Program.  Hire, train, and supervise peer advisor student work staff of students.  Develop continual training and development activities designed to enhance their knowledge of resources and ways of working effectively with students.  Coordinate hiring process for other CEL student assistants.

5. Co-advise the Mentor Network, a program pairing students with alumni mentors.   Identify and contact alumni to serve as mentors.  Co-advise the student leadership team.  Work with student leaders to coordinate and facilitate dinners, forums and formal communications.  

6. Counsel and assist students individually and in groups, integrating experiential learning activities into their educational goals, specializing in self-assessment, career exploration, career and life planning, decision-making strategies and internship/job search strategies.  Counsel and assist alumni in a similar way over the phone, over email, and in person.

7. Design and deliver programs and events related to experiential learning and career development or exposure to CEL’s services such as student staff trainings, skill-building workshops, and career panels for academic departments, etc. 

8. Actively participate in the college’s Lilly Grant program, which may involve service on the program committee, program sub-committees and leadership on specific Lilly-related activities.  


SUPERVISORY RESPONSIBILITIES: 
 
  
Hire, train, and supervise peer advisor student work staff of students.  Develop continual training and development activities designed to enhance their knowledge of resources and ways of working effectively with students.  
CONTACTS:
Entire St. Olaf Community, alumni, community members, employers



EDUCATION: 
Essential: Master’s Degree in a related field to higher education, student affairs, counseling, career development, Industrial/Organizational Psychology or educational leadership


Desirable:  Liberal arts undergraduate degree

EXPERIENCE:
Essential: Two to three years of directly related experience in supervision, career counseling, theory application and development, and program management. Two to three years of directly related experience with specific experience in program management and supervision


Desirable:  experience in liberal arts educational setting  
KNOWLEDGE, SKILLS, ABILITIES:

· Understanding of and commitment to liberal arts education and to the role of experiential learning in a liberal arts environment

· Self-motivated, enthusiastic, organized and flexible with interest in working with employers from all sectors 

· Ability to build partnerships and relate effectively with diverse constituents including faculty, staff, students, alums and the public. 

· Excellent oral and written communication skills. 

· Superior organizational skills with the ability to prioritize and work well independently. 

· Must have own transportation and flexibility to travel in region.

· Confidentiality essential.

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office Environment – occasional off-campus visits

WORK SCHEDULE:
FTE:
1.0 (negotiable)



Term:
Negotiable



Shift: 
Campus Office hours: 8:00 AM to 5:00 PM; Monday – Friday; evening and weekend hours as required by responsibilities

APPROVAL:                                                
Bruce Dalgaard
DATE:




May 2005

