
POSITION DESCRIPTION
POSITION:

Assistant Director, Career Connections, Center for Experiential Learning

REPORTS TO: 
Interim Director

PRIMARY FUNCTION: 
Counsel and assist students individually and in groups, integrating experiential learning activities into their education goals, specializing in self-assessment, career exploration, career and life planning, the graduate school application process, decision-making strategies and internship/job search strategies.  Counsel and assist young alumni in a similar way over the phone, through email and in person. Proposed start date is November 1, 2011. 
RESPONSIBILITIES:

Plan, coordinate and execute workshops, programs and events related to experiential learning and career development or exposure to CEL’s services.

Coordinate St. Olaf’s participation in a variety of consortia fairs, including the MN Private Colleges Job and Internship Fair, the MN Private Colleges Pathways Event, the MCUCSA Government/Non-Profit Career Fair.  Act as the liaison between the sponsoring organization and St. Olaf, providing information about St. Olaf’s needs to the organizations, and sharing information about the events with CEL staff.  Market the events to students.  Manage students’ preparation for and participation in these events.  Represent St. Olaf at the events. 

Manage 4-6 peer advisors, CEL student para-professional staff, on projects and responsibilities related to events and activities.  Coordinate projects, assign responsibilities and deadlines, follow-up on progress, proof work.  Provide evaluative feedback on performance. 

Manage the CEL’s resource library.  Supervise purchase and display of materials.  Research and evaluate career exploration tools including books, websites, and interactive computer programs.  Develop and update materials and handouts. 

Write, edit and update content for the CEL’s website as related to program responsibilities.  Write features and contribute information to the CEL’s faculty and student newsletters. 

Participate actively in professional organizations, representing St. Olaf’s needs to other consortia institutions.  Identify innovative ideas through participation in professional associations and evaluate in relation to the goals of the Career Connections program.

Promote increased understanding of the role of experiential learning in the career development process throughout the community by actively participating in overall CEL activities, including program planning and evaluation.  Once established on campus, seek opportunities to provide programming for academic departments, individual faculty. 

Work collaboratively with student life division offices, serving as the Career Connections’ point person to TRiO programs (e.g. Student Support Services, McNair Scholars, S-STEM) as well as athletics, student activities and residential life.

MINIMUM QUALIFICATIONS:
· Master’s Degree in a field related to counseling and career development

· One to three years of directly related experience in career counseling, theory application and development, and administering and interpreting standardized career assessment instruments (SII, CISS, MBTI, card sorts, etc.)

KNOWLEDGE, SKILLS & ABILITIES:

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

· Familiarity with the graduate/professional school search process and effective internship and job search resources, skills and techniques

· Experience with project management and marketing

· Excellent individual and group counseling and written and oral communication skills

· Self-motivated, enthusiastic, organized and flexible
PREREQUISITE(S):
Criminal Background Check
WORK SCHEDULE:
FTE:
(Full-time Equivalent): 1.0 FTE



Term:
This is a 12-month position


Shift: 
(if applicable)

APPROVAL:                                           Steve McKelvey
DATE:




September 2011
