
JOB DESCRIPTION

POSITION TITLE

Assistant Director, Career Connections




REPORTS TO:

Director, Career Connections 

PRIMARY FUNCTION: 


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. Promote increased understanding of the role of experiential learning in the career development process throughout the community by working as a liaison with academic departments, individual faculty, and other administrative and student support offices.  Develop and deliver classroom presentations in conjunction with course material.  Create and maintain systems of collaboration such as the Exploring Student Program.  Serve as Liaison to Division of Student Affairs, with an emphasis on groups such as SSS.  Design materials and present workshops and staff development retreats for offices on campus. 

3. Take a co-leadership role in the training and development of the Master’s degree intern and CEL Counselor.  Co-advise MentorNet student leadership team.

4. 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.

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

6. Manage and coordinate development of web-based resources related to experiential learning and career planning.  Prioritize projects and allocate responsibilities to other Career Connections staff in designing and developing these resources.  Promote CEL resources to the campus community.

7. Develop, implement, deliver, and evaluate vocational retreats through the Lilly program for constituent groups such as student leaders, seniors, and young alumni.  Participate in other Lilly-related events/programs as they relate such as staff activities, symposium, and speaker series.

SUPERVISORY RESPONSIBILITIES: 
 
  
Hire, train, and supervise peer advisor student work staff of 10 students.  Develop continual training and development activities designed to enhance their knowledge of resources and ways of working effectively with students.  
CONTACTS:


EDUCATION: 

Essential: Master’s Degree in a field related to counseling and career development.


Desirable:


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


Desirable:


KNOWLEDGE, SKILLS, ABILITIES:

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Office Environment

WORK SCHEDULE:
FTE:
1.0 



Term:
Full year



Shift: 
Campus office hours

APPROVAL:                                                

DATE:




2004

