Career Development and Placement Advisor
The Career Development and Placement Advisor serves as the primary student life professional for career services.  The Career Development and Placement Advisor works to ensure students receive guidance and opportunities leading to the successful completion of the job search process.

Position Description

· Provide career-related advice to students in a variety of degree programs via phone, email, web based communications, and in-person
· Design and deliver career-related workshops including a full day of campus wide programming in the Fall semester and career fair in the Spring semester

· Manage the operational aspects of job postings
· Maintain Career Services presence in MyCapitol as well as co-branded web based vendors including NACE Link CMS and Optimal Resume

· Gather and maintain career and coop outcomes information on students and graduates as well as data for the assessment of services
· Maintain records to support the Capitol College Commitment (job guarantee)
Necessary Skills

· Ability to communicate effectively in writing and orally to a student population

· Knowledge of methods and strategies for seeking professional employment

· Knowledge of resume and cover letter formats, preferably for technical fields

· Strong writing, proof reading and editing skills

· Ability to prioritize work, organize materials and tasks and meet deadlines
Education and Experience

· Bachelors degree required Masters degree preferred
· At least one year in an advising, counseling or coaching 

· Administrative experience
· Event planning experience

This position is part-time and the compensation is $15 to $20 per hour.

