USF Career Services

CSA Career Services Graduate Assistant Job Description
The CSA Career Services Graduate Assistant position will primarily work directly with the Employer Relations functional area within the USF Career Services office to deliver career-related services.  The Career Services Graduate Assistant will be supervised by the Assistant Director of Employer Relations during both years of his or her assistantship. This position was developed using the National Association of Colleges and Employers Professional Competencies for College and University Career Services Practitioners (2013). The supervisor will be responsible for working with the Graduate Assistant to develop goals for providing CSA evaluations to the CSA administration.  
Duties & Responsibilities for this position include:
PROGRAM AND EVENT ADMINISTRATION
· Manage Professional Etiquette related programming.
· Provide support for Prepare for Career Fair week, with direct oversight of the resume critiquing component. 
· Assist in the coordination of career-related events including but not limited to Career Fairs, Professional U, and Employer Spotlights.
· Provides direct support of the On-Campus Interview Program.

· Serve as the front line during busy interview days – working with students and employers to answer any questions or concerns, escorting employers to their rooms/showing them the facilities, etc.
· Contact students about schedules either invited who haven’t signed up or promoting incomplete schedules to students who qualify (INFORMATION MANAGEMENT)
· Prep of the employer suites first thing in the morning (may start early on these days 7:30) 

· Coordinates the OCI survey and assists with data analysis and outcome reporting (RESEARCH, ASSESSMENT, AND EVALUATION)
TEACHING, TRAINING, AND EDUCATING
· Recruits, trains, supervises and coordinates group of student volunteers who serve as ambassadors during the career fairs. 
BROKERING, CONNECTING, AND LINKING
· Understand the components of a successful Employer Relations operation; responds to employer inquiries related to all areas of the ER vertical. Maintains expert knowledge of Interview logistics for correspondence with employers.
CAREER COACHING, ADVISING AND COUNSELING
· Learn the career planning process and skills needed to provide career advising to students; Provide Career advising for students during Career Express 2 hours per week. 

MARKETING, PROMOTING, AND PERFORMING OUTREACH
· Conduct presentations and workshops on behalf of Career Services as needed

· Market and promote career services and events through various campus venues, the on-line career management system, Handshake 
OTHER
· Serve on Career Services’ workgroups (such as Social Media Workgroup and Assessment Workgroup, etc.) as needed
· Serve as a back-up to ER AD for OCIs
**Each semester projects will also be established to develop and refine skill sets and knowledge that complements the graduate assistant’s future career goals and academic initiatives.
