
THE CAREER CENTER at Colorado State University - INTERNSHIP POSITION DESCRIPTION
(Multiple Positions Available)

The Career Center is seeking applications from graduate students interested in an internship position providing (20 hours per week) services for Colorado State University students, from August 2015 to May 2016.   This will be an academic year long commitment for both Fall and Spring semesters.  We are looking for individuals interested in working with the general population as well as students declared in specific disciplines across campus.
This is an opportunity to explore career development/career counseling.  NOTE:  This is an unpaid position

QUALIFICATIONS
The Career Center is seeking graduate students to assist undergraduate and graduate students with strategic career planning and effective internship/job search campaigns.  Qualifications and characteristics desired include:
· Graduate level educational experience in career counseling, counseling, psychology, education, human development and family studies, student affairs, social work, or an equivalent program preferred.
· Interest in career counseling or experience preferred.
· Completed graduate level career development course(s) preferred.
· Excellent interpersonal communication skills; on a one-to-one basis and when working with groups of students.
· Ability to work as a team member while at the same time excels at managing tasks independently.
· Understanding and the ability to articulate needs and concerns of historically under represented and ethnically diverse populations, persons with disabilities, gay/lesbian/bisexual/transgender individuals, women and non-traditional students.  Ability to demonstrate a personal and professional commitment to diversity.

RESPONSIBILITIES
· Understanding of career development models, this includes self-assessment, career and major exploration, career decision-making, gaining career implementation skills, and finding satisfaction in one’s career.
· Working with clients in a one-on-one environment at each stage of the Career Center’s developmental model.
· Familiarity with university, library, Internet and office resources to explore careers.
· Knowing the guidelines for preparing effective resumes, cover letters, and conducting successful job/internship searches and interviews (including use of a diverse approach to job searching via networking, internet and social media, and self-marketing through direct application and personal brand management).
· Assisting clients in planning for graduate or professional school.
· Facilitating workshops, which cover topics such as Resume/Cover Letter Writing, Job/Internship Search Strategy, Interviewing Skills, Networking, Applying to Graduate School, Exploring Careers, etc.
· Assist with coverage and backup support of full time counselors.
· Partner with Student Diversity Programs and Services offices to provide specialized programming.
· Performing additional duties as assigned relating to special projects and programming.

ADDITIONAL INFORMATION
· Must commit to 20 hours per week
· Must be available and commit to 2 weeks of training (total of 40 hrs) which will take place August 10 – 21,  2015 – Training topics will include but are not limited to: Resumes, CVs, and Cover Letters; Interviewing; Job Search; Assessment Interpretation; Self-Exploration; Career Counseling Techniques/Approaches; Major and Career Exploration; Professional Development; the Graduate School Application Process; International Work & Experiences; Federal Jobs; etc
· Must be available one evening per week to assist with workshops, presentations or other career center activities
· Fall, Winter and Spring Breaks off – interns will not be expected to work during these breaks
· Individual supervision is scheduled weekly and group supervision is scheduled every other week.  It is required that you be able to attend these meetings.

Complete application should include:
· The following materials should be sent as one document: A letter of application, which describes how your professional goals, interests, and experiences relate to the position; Current resume; Names, telephone numbers, and emails of three references that are familiar with your work.
· An interview will be scheduled with qualified applicants.  Diverse candidates are encouraged to apply.  Send Credentials to:  Andrea Karapas: Andrea.Karapas@colostate.edu
[bookmark: _GoBack]APPLICATION DEADLINE:	Monday, February 2, 2015 or until positions are filled.
SPECIAL REQUIREMENTS: Colorado State University is committed to providing a safe and productive learning and living community. To achieve that goal, we conduct background investigation for all final candidates being considered for internships.  Background checks may include, but are not limited to, criminal history, national sex offender search and motor vehicle history.

Colorado State University is an equal opportunity/ affirmative action institution and complies with all federal and Colorado state laws, regulations, and executive orders regarding affirmative action requirements in all programs. The Office of Equal Opportunity is located in Room 101, Student Services. In order to assist Colorado State University in meeting its affirmative action responsibilities, ethnic minorities, women, and other protected class members are encouraged to apply and to so identify themselves. The Career Center is a unit of the Division of Student Affairs. 
