
Our company is growing rapidly and is hiring for a career specialist. If you are
looking for an exciting place to work, please take a look at the list of qualifications
below.

Responsibilities for career specialist

Utilizes database marketing software
Facilitates online and in-person material for undergraduate career
development seminars, workshops, panels, courses and networking events
Identifies and implements new technologies into useable tools to disseminate
career information
Provides career related counseling and job search assistance, in both group
and individual settings, to students and alumni including resume/cover letter
critique, mock interviews, job search strategies, career assessments and
interpretations, job search related workshops, and class presentations
Maintains and updates the Career Services website and the Symplicty online
career database
Coordinates career and job search related events such as career & internship
fairs, networking events, job shadowing, employer panels, and workshops
Assists with identifying, contacting, and establishing excellent collaborative
partnerships with corporate recruiters/hiring managers
Oversees and support the employer recruiting process through the Symplicity
online career database
Administers and interprets through professional certification, appropriate
career assessment instruments which assist students in self-evaluation, goal-
setting, and career options/fit
Works with academic advisors to assist undeclared students and students
seeking to change their major
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Collects and analyzes data from LinkedIn, graduation surveys, graduate
surveys, and student and employer self-report of hires to determine
placement trends and career development needs
Develops and/or presents educational programs on the job-search process in
general and on specific topics when appropriate
Assists with developing programs and services to meet the needs of the
University’s growing population of students enrolled in online programs
Facilitates a collaborative working relationship with Alumni Relations to
strengthen services offered to alumni and utilize the talents and resources of
alumni to assist current students in career development
Present career educational sessions, workshops and webinars on the platform
with synchronous and asynchronous components to various stakeholders,
internally and externally
Develop and deliver career resources, services and educational materials to
support students in their employment search and development


