Denison University

Administrative Staff Job Description
POSITION:  

Assistant/Associate Director
DEPARTMENT: 
Career Exploration and Development
BASIC FUNCTION AND RESPONSIBILITY  
Coordinate various programs and services of the Career Exploration and Development office.  Provide primary coordination of the Denison Internship Program.
ESSENTIAL JOB FUNCTIONS  
Oversee administration and coordination of the Denison Internship Program working with employers, alumni, parents and friends of the University from a variety of sectors including the arts, business, education, government, non-profit and science.  Maintain relations with existing employers and cultivate new employers for internships, externships and full-time opportunities. Conduct follow up with employers and alumni supervisors and with students related to internship duties, expectations, and evaluations 

Provide leadership and vision for employer development with regard to externships, internships and full-time opportunities through outreach activities such as site visits.

Cultivate key relationships with regional, national, and international organizations to expand the number and type of externships, internships and full-time opportunities.


Collect and track completed internship assignments and collect data for statistical purposes. 

Monitor, and develop consistent guidelines and policies related to distributing internship stipend funding.


Advise and assist students and alumni in self assessment, career exploration, decision-making, and job search skills.  


Design and conduct career-related workshops and programs appropriate to the internship process.


Edit and update Internship Catalog and assist with office publications.


Assist in planning special programs, and events such as Career Fairs, First Look, Externs Everywhere and related workshops.
Utilize technology systems to deliver employment services and manage employer relations programs that include employer communications, and new employer development efforts.  Incumbent should have strong computer skills that include experience with career services management such as Experience or NACELink/Symplicity.

Keep Director informed of relevant issues and/or events regarding the internship program. 


Perform other duties as assigned.
SUPERVISION RECEIVED 
Work is performed under the general supervision of the Director, Career Exploration and Development.
SUPERVISION EXERCISED  
May provide functional supervision of student employees and staff in the absence of the Director. 
QUALIFICATIONS
Required:
Masters Degree in Student Personnel, Counseling and Guidance, Higher Education or closely-related field.  Three years of experience in working with college students. Excellent administrative and organization skills with attention to details. Ability to work independently as well as part of a team. Excellent oral, written, and interpersonal communication skills. Commitment to the mission of a liberal arts college. Public speaking and/or workshop presentation experience. Experience in advising on decision-making and career exploration. 

Experience in advising on resumes, interviewing and job search strategies/correspondence. Strong work ethic.
Preferred:
Previous experience in the career development field. Experience with internship, experiential education programs and services. Experience working with employers, alumni, faculty, and staff.

Approved by the Office of Human Resources
Date Issued: 01/17/2012


Date Superseded:  n/a
 This job description is not intended to limit or in any way modify the right of any supervisor to assign, direct and control the work of employees under supervision.  
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