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Overview of Department 
The Career Development Center supports the mission of Appalachian State University and the Division of Student Development, to promote the intellectual, cultural and personal development of its students.

The Career Development Center empowers students and alumni to select and pursue careers consistent with their values, interests, abilities, experiences, and education. Our staff works to develop the career and professional skills of students through career counseling, presentations, workshops, and web-based resources.

The Career Development Center works to facilitate the University's goal of economic development for the region. Our staff facilitates unions between our students and employers that benefit the state as a whole through career fairs, employer workshops and information sessions, networking events, and on-campus interviewing opportunities.

Overview of Position

The Career Counseling Graduate Assistant plays a key role in helping the Career Development Center staff in accomplishing our mission. Once trained, the GA will provide individual career counseling and outreach presentations to students on a variety of topics including resume/cover letter writing, interview practice, job searching and networking. Additionally, the GA will serve as the leader for our Career Education Officer (CEO) student volunteer program. The GA will be supervised by Michelle Brown, Assistant Director for Career Development, who will provide supervision meetings weekly. 
Responsibilities
· Provide individual career counseling appointments to students in all majors

· Coordinate and conduct practice interviews with students in all majors

· Supervise, train, and mentor Career Education Officers (CEO), student volunteers who provide assistance to center in the areas of outreach and marketing  

· Design and present workshops to residence halls and student groups on various career related topics

· Assist the staff with the planning, marketing and implementation of all Career Center programming: 

· Internship Fair, Job Fests, Education Career Fairs, Graduate and Professional School Fair, Making a Difference Career Fair

· Resume Clinic, Special topic workshops

· Conduct Optimal Resume (on-line) reviews

· Maintain knowledge of Career Gear software, online career management system

· Attend weekly staff and assessment meetings

· Serve as liaison to the Recreation Management Department and Conferences & Institutes to coordinate the Outdoor Jobs Fair
· Maintain Facebook announcements 
· Other duties relevant to the Career Development Center 
Compensation and Hours

· 20 hours/week Assistantship
· 4,500/semester
Desired Skills and Competencies

· Self starter, motivated
· Excellent interpersonal communication and listening skills
· Ability to work well independently and in groups
· Ability to supervise and lead student groups
· Creative, ability to develop new ideas and initiatives 
· Excellent outreach and presentation skills
· Excellent organization, time management skills
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Overview of Department 

The Career Development Center supports the mission of Appalachian State University and the Division of Student Development, to promote the intellectual, cultural and personal development of its students.

The Career Development Center empowers students and alumni to select and pursue careers consistent with their values, interests, abilities, experiences, and education. Our staff works to develop the career and professional skills of students through career counseling, presentations, workshops, and web-based resources.

The Career Development Center works to facilitate the University's goal of economic development for the region. Our staff facilitates unions between our students and employers that benefit the state as a whole through career fairs, employer workshops and information sessions, networking events, and on-campus interviewing opportunities.

Overview of Position

The Marketing and Outreach Graduate Assistant plays a key role in helping the Career Development Center staff in accomplishing our mission. Once trained, the GA will provide individual career counseling and outreach presentations to students on a variety of topics including resume/cover letter writing, interview practice, job searching and networking. Additionally, the GA will provide assistance in the area of employer relations to our Employer Relations Coordinator and Director. The GA will be supervised by Michelle Brown, Assistant Director for Career Development, who will provide supervision meetings weekly.
.
Compensation and Hours

· 20 hours/week Assistantship
· 4,500/semester
Duties and Responsibilities

· Provide individual career counseling appointments to students in all majors

· Design and implement collaborative programming and presentations with residence halls, clubs and organizations as well as other student groups on campus
· Conduct recruitment follow up phone calls to Internship, Jobfest, Education, and Making a Difference Career Fair invitees 
· Follow up with employers who attended Job Fairs and encourage additional participation in various events

· Assist Employer Relations Coordinator w/ Recruiter campus visits and Employer Advisory Board development and implementation   
· Review business literature to target new employers and contact employers with prospect letters, emails or phone calls
· Maintain Internship listserve - checking Career Gear daily to send internship postings to this list

· Conduct Optimal Resume (on-line) reviews 
· Develop/maintain working knowledge of career related software

· Other duties relevant to the Career Development Center
Desired Skills and Competencies

· Self starter, motivated
· Excellent interpersonal communication and listening skills
· Ability to work well independently and in groups
· Ability to supervise and lead student groups
· Creative, ability to develop new ideas and initiatives 
· Excellent outreach and presentation skills
· Excellent organization, time management skills
