This is an example job description from the UNC Center for Career Readiness that employers can use as a starting point when developing their own job descriptions


Center for Career Readiness Student Assistant
Fall 2022

Department Overview:  
The Center for Career Readiness (CCR) at the University of Northern Colorado is passionate about supporting UNC students in determining and implementing their career related goals. All work study students will complete daily duties, support with events, and engage in projects based on their designated emphasis area. 

Vision
All UNC students are career ready and empowered to pursue meaningful work.
 
Mission
The Center for Career Readiness builds bridges between students and the world of work to ensure that UNC students make informed and empowered decisions regarding continued education and career. We provide a student-driven approach to career education that challenges systematic inequities, invites exploration embedded in identity and values, and fosters collaboration with employers and the campus community

Position Description:  
This position has the option for both work-study awards and hourly pay. 

As a member of the team, the student assistant will: 
· Become knowledgeable of CCR services and provide quality customer service to all people who contact the Center for Career Readiness 
· Work collaboratively with CCR staff members including career counselors, graduate assistants, employer engagement team, and other work study students 
· Manage daily administrative tasks such as staffing the front desk, answering phones, responding to emails, Handshake approvals, and office organization 
· Research employers requesting to connect with UNC to determine if they meet university standards 
· Participate in the management of CCR events and fairs 
· Attend campus workshops and trainings to promote inclusive practices when working with those who interact with the front desk and staff
· Possess knowledge and understanding of on and off campus resources
· Communicate and establish relationships with campus partners
· Follow FERPA protocols in all matters related to students, faculty, and staff
· Complete other duties as assigned, especially those from one or more of our designated emphasis areas: Marketing and Resources, Events, Employer Engagement, and Outreach


Qualifications:  
Minimum Qualifications: 
· Must be currently enrolled as a student at UNC and be in good academic standing 
· Ability to work both independently and as a team 
· Strong written/verbal communication skills 
Preferred Qualifications: 
· Experience with the use of technology such as social media, Handshake, or Microsoft products (Outlook, Publisher, PowerPoint, Word) 
· Experience planning and/or working events 

Compensation:  
Work study and hourly student employees will receive an hourly wage of $ XXX. Work study students are anticipated to work 8-10 hours per week when school is in session. 

Contract Period for Position:  
Student assistant positions are contracted for approximately 8-10 hours per week during the Fall 2022 and Spring 2023 semesters with the intention to renew for the following school year, pending funding.

Developed and Used Career Competencies: 
· Critical Thinking/Problem Solving: Provide excellent visitor/customer service by assessing needs, referring to the appropriate campus resource(s), department, or person; develop a solid foundation of event planning 
· Oral/Written Communications: Communicate in-person, via phone, and email with students, alumni, staff, faculty, employers, and community to answer questions, make appropriate referrals, and create a welcoming environment. 
· Teamwork/Collaboration: Work with fellow student staff and professional staff to complete projects and daily office duties that improve quality of service. 
· Digital Literacy: Use online systems including Microsoft office suite, Handshake, and outlook 
· Leadership: Participate in professional training, development opportunities, and career assessment conversations 
· Work Ethic: Take initiative by adhering to work expectations and providing exceptional customer service 
· Career Development: Develop greater understanding of our career readiness services including how to write a resume and cover letter; search and apply for jobs, internships, and graduate schools; network with employers; and interview for positions. 
· Equity and Inclusion: Participate in professional training and development opportunities, engage in meaningful conversation regarding values 

DURATION
Permanent

CONTACTS
Jane Doe

JOB FUNCTIONS
Education / Teaching / Training

JOB ROLES
Educational, Guidance, and Career Counselors and Advisors

UNC - CENTER FOR CAREER READINESS
Career Services Main Office


Qualifications
ALLOWED SCHOOL YEARS
All school years and graduation dates allowed

ALLOWED MAJORS
All majors allowed

WORK AUTHORIZATION REQUIREMENTS
No US work authorization required (on-campus employment)
