
Our company is hiring for a career services advisor. To join our growing team,
please review the list of responsibilities and qualifications.

Responsibilities for career services advisor

Educate and provide direction to students regarding professional work
opportunities and employment trends and provide a wide variety of career
information and materials
Assist in developing career education and instruction materials, workshops,
and programs for Statistics students, student organizations and the
department, focused on communicating employment information to students
by collaborating with the College, Career Center, Career Services Council
Collaborate with staff members in the College and campus-wide career
service community on special projects related to career development and
advising
Provide online students with individual bar exam counseling, including
information related to courses required to take the California Bar exam,
resources for bar preparation studies, and application information for
eligibility
Keep current with bar administration regulations to ensure timely advice is
being given to students
Manage limited status students who enroll in online courses solely for the
purposes of completing bar exam requirements, including handling their
enrollment and certifying their courses for the bar after completion
Plan resume collection and/or in-person events for employers to meet our
online students
Plan networking events for students, among our online programs and also
with our on-campus students
Provide one-on-one academic advising to online students related to their
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Interface with fellow career services advisors in our department, law school
and university wide career services as needed

Qualifications for career services advisor

Knowledge of recruiting practices, industry trends, and best practices in
career services
Experience creating and implementing programs and events
Bachelor’s degree in Sociology, Personnel or Business supplemented by five
(5) years of progressively responsible experience in student/career services in
higher education, or an equivalent combination of training and experience is
required
Must exhibit ability to perform as a team player, assisting and supporting co-
workers and others as necessary
Professional appearance and demeanor should be modeled at all times
Must possess or be able to develop a broad understanding of the application,
administration and interpretation of assessment instruments


