
Position: Associate Director of Career Development 
 
Department: Office of Career Development 
 
Reports to: Director of Career Development 
 
Job Summary: Together with the Director, manages assigned aspects of the career development center 
(the “Career Center”) within the College’s Division of Student Affairs.  Provides career management and 
job-search advising and services, including job placement, to students and alumni. 
 
Duties and Responsibilities: 
 

 Provides advice and counseling to students seeking assistance when applying for jobs and 
internships; explores career, major and internship options. 

 Administers and interprets career assessment instruments. 

 Prepares, collects and analyzes Career Center data for students; prepares annual reports and 
tracks data for assessment and outcomes.  

 Assists in developing, implementing, marketing and evaluating career programs and services 
including, but not limited to, career awareness programs, workshops and class presentations.  

 Assists with creating and maintaining Career Center web page and social media tools.  
 Manages, supervises, trains and evaluates peer counselors, student ambassadors, student 

assistants and graduate assistants. 
 Trains faculty in resume writing and career focus; maintains relationships with internal 

departments to promote career development services. 
 Organizes and implements recruitment events, including campus recruiting program, markets 

events to students, and coordinates discussions regarding internships, part-time jobs and full-
time jobs. 

 Researches, designs, delivers and evaluates career development workshops.  
 Conducts individual career advisory sessions. 
 Develops and reviews resources for the Career Center 
 Collaborates with other departments on programs and services as required including, but not 

limited to, Removing Obstacles to Success and Freshman Seminar presentations. 
 Serves as a liaison to student organizations and campus departments and programs.  
 Assumes responsibility for the Career Center in the absence of the Director.  
 Represents the Career Center on committees, meetings and projects and other off-campus 

events and programs. 
 Performs other duties as requested by the Director of Career Development. 

 
Qualifications: 
 

 Master's degree in Student Personnel services, Counseling, Human Resources or related field 
required. 

 Minimum of three (3) years of experience in career services, human resources or counseling, 
preferably in higher education.   

 Experience collecting, maintaining, interpreting and disseminating career services data in higher 
education.  

 Demonstrated decision making, planning, problem solving, leadership, professionalism and 
creativity to help build new opportunities for students. 



 Strong oral and written communication skills and the capacity for effective collaboration and 
communication with students, alumni, faculty, administrators and employers. 

 Must be empathic and provide a positive attitude towards students, faculty and administrators. 
 Versatile team player who thrives on student interaction and excels in relationship-building.   
 Extremely well-organized with excellent follow-through ability and project management skills. 
 Excellent presentation skills with the ability to motivate students. 
 Proficiency with MS Office and familiarity with career services/resume automation technology. 
 Some evening and weekend work is required. 

 
Interested applicants can apply by clicking here. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://secure.jotformpro.com/sfcollege/AssocDirCareerDev

