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Career Peer Mentor Position

Start Date: Fall 2010 
Position Summary:  St. Norbert College Career Services offers resources and services to both current students and alumni, including individualized career counseling appointments, career workshops and events, and special programs.  Career Peer Mentors would hold walk-in hours in the Career Services Library and conduct outreach in Residence Halls.  Career Mentors would receive required training prior to their start date.

Responsibilities:

1. Provide one-on-one support and encouragement to students

2. Critique resumes and cover letters

3. Provide students with basic information on interviewing, the job search process, informational interviewing, networking, graduate school, and the Professional Internship Program

4. Direct students to resources in our career library and on our web site.  These include, but are not limited to:  Career Connections, Career Contacts, Alumni Profiles, Internship Profiles, and office handouts

5. Provide outreach to students in residence halls and student organizations (this may take the form of holding walk-in hours, conducting mini career workshops, or orientations to SNC Career Services)


6. Exercise judgment in referring students to a career counselor for an appointment

7. Additional responsibilities as determined by the Career Services staff

Qualifications:

· Current sophomore or junior

· Must be available for periodic evening and weekend hours for outreach activities

· In good conduct and academic standing (Minimum 2.5 cumulative GPA)

· Energetic individual who enjoys interpersonal interaction and helping others

· Excellent oral and written communication skills, planning, and organizational skills 

· Adaptable and flexible

· Detail oriented 

· Basic knowledge of professional etiquette

· Interest in career topics

· Positive and proactive attitude 

· Willing to learn and utilize career resources, including web and library resources

Hours per Week: 6-8
Six hours per week will be in the office which will be used for walk in hours and prep time for outreach activities.  Additional hours for outreach will vary on a weekly basis.

Salary:  $8.25/hour

How to Apply:

Email the job application (http://www.snc.edu/financialaid/studentemployment/forms.html), a letter of interest, resume, and three references to careers@snc.edu or mail to:

Jerry Donahue

Director of Career Services

St. Norbert College

100 Grant Street

De Pere, WI 54115
Change Yourself ( Change Your Community ( Change Your World

