
Carrington College
Job Description

Job Title:  Assistant Director of Career Services
Department:  Career Services
Reports To:  Campus Director
Classification: Full-Time, Exempt

Summary:  The Assistant Director of Career Services provides oversight of the day-to-day functions in Career Services. The position is responsible for adherence to all Career Services policies and procedures. Manages, develops, and trains campus Career Services staff. The position is accountable for achieving campus benchmarks for externship setup, employment starts, and placement rates. This position requires autonomy in daily performance and refined judgments to apply specialized knowledge of career services processes, procedures, and practices. The role requires detailed knowledge of student management databases and other college systems.
Essential Duties and Responsibilities:

Career Services 
· Provides leadership, ongoing training, development, and performance management of all Career Services team members ensuring a high level of customer service and performance.

· Performs monthly formal observations of Career Services Advisors to assist with coaching and development.

· Maintaining compliance with all policies, overall processes, and procedures for the campus Career Services department
· Manages adherence to workflows that leads to activity metric performance and placement rate achievement.

· Collaborates with Regional Director of Career Services to set employment start goals and monitors achievement set metrics

· Monitors the daily activity of Career Services staff
· Management of employment documentation discrepancies to achieve compliance and minimum discrepancy benchmark
· Prepares and conducts performance evaluations for Career Services staff
· Manages own caseload of students and graduate life cycle

· Manages career services employer and student engagement events

· Attends various meetings to support the Career Services department
Externship
· Maintains compliance with all externship policies and practices for the campus career services department
· Ensure that all externship students are set up timely in sites that meet program requirements.
· Monitors compliance with campus-level affiliation agreements.
Campus Institutional Effectiveness
· Conduct routine assessment of institutional outcomes

· Participates in committee that supports the institutional governance process
Other duties as assigned

· Performs other duties as assigned

Supervisory Responsibilities: This job has direct supervisory responsibilities over Career Services campus-based employees.

Qualifications:  To perform this job successfully, an individual must perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience – Bachelor's degree from an accredited institution of higher education is preferred and three to five years of management of career services or students services.
Computer Skills – To perform this job successfully, an individual should know Microsoft Office; Word, Excel, Access, PowerPoint and Outlook, and the ability to master proprietary software used in student and employee records.

Language Skills – Ability to conduct a high level of critical thinking, verbal, and written communications skills; ability to effectively present information in one-on-one and small group situations to employees, students and business associates.

Mathematical Skills – Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.  Ability to use data as a foundation for decision-making and recommendations.
Reasoning Ability – Ability to apply common sense understanding to carry out detailed written or oral instructions.

Other Qualifications:  Must possess autonomy in the performance of daily activities and the use of refined judgment to apply extensive and specialized knowledge of administrative processes, procedures and practices.

Core Competencies:

Integrity and Ethics - Demonstrates personal integrity; serves as a positive example of why others should trust the motives of the organization; views self as a reflection of the organization by following through on commitments and accepting ownership of mistakes; treats people with respect; keeps commitments; inspires the trust of others and upholds organizational values.

Professionalism – Approaches other in a tactful manner; reacts well under pressure; treats others with respect and consideration regardless of their status or position; accepts responsibility for own actions; follow through on commitments.
Adaptability – Responds to change with a willingness and ability to learn new ways of working. Adapts approach and demeanor in real time to match the shifting demands of different situations.
Organization Support – Supports the organization's goals and values. Is keenly aware of the time frame in which tasks or projects needs to be done; accepts and mirrors the level of urgency conveyed by the manager or customer being served; puts priority on the needs of the organization or the needs of its customers.  Fosters collaboration and teamwork across the Institution.
Communication – Develops and delivers communication that conveys a clear understanding of the unique needs of different audiences. Listens to others and allows them to make their point. 
Job Competencies:
Leadership - Inspires and motivates others to perform well; effectively influences actions and opinions of others; accepts and provides feedback from others; gives appropriate recognition to others; able to build morale and group commitment to goals and objectives.
Training and Development - Ensures staff members get receive orientation, training and development opportunities to maximize success in their assignments; views training and development as an investment in employees and uses mentoring, cross-functional assignments, job rotation or other on-the-job learning opportunities to enhance the depth and breadth of skills and experience; encourages self-development opportunities.
Deliver Results - Consistently achieves results within established timelines and shows resilience when faced with obstacles.

Relationship Building / Networking - Builds rapport and develops alliances with a broad range of people. Effectively builds formal and informal networks inside and outside of the organization.

Student Success Focus - Personally, demonstrates that students and employers are a high priority; identifies student needs and expectations and responds to them in a timely and effective manner; anticipates and prevents delays or other things that can adversely affect the student; keeps student informed about progress. 

Physical Demands:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; talk and hear.  The employee is frequently required to stand and reach with hands and arms.  The employee is occasionally required to walk and stoop, kneel, crouch, or crawl.  The employee must regularly lift and/or move 10 pounds, frequently lift and/or move up to 25 pounds.

Work Environment:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
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