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Center for Internships & Service-Learning, LH 209

(714) 278-3746 / Fax (714) 278-1217


SSPII, Exempt, 12 month

Placement Coordinator

Up to 60 Days, Temporary

Start Date:  Immediate

Salary:  $3,173/mo.

General Information

Under general supervision, the Placement Coordinator will provide assistance, counseling and related support to students seeking academically-related internship & service-learning experiences.  In this capacity the Placement Coordinator will plan, develop and implement programs, services and support systems for students, collaborating with and soliciting feedback from faculty and other university staff i.e. Assistant Deans and career counselors.  Additionally, the coordinator will plan, develop and implement training and support systems to internship & service-learning sites in order to create the most appropriate internship & service-learning opportunities for students.  The coordinator will be responsible for providing recommendations and solutions to problems which may arise for both students and sites through procedures, policies and/or programs.  He/she will act as a spokesperson for facilitating internships and service-learning opportunities for students and must have the experience, skills and the ability to make judgments and provide appropriate counseling as necessary on a case-by-case basis.   Finally, the coordinator will be responsible for implementing campus risk management policies and procedures in relation to internships and service learning.

Focus has shifted significantly to include development of organizations (companies, non-profits & governmental) through training and site visits, as appropriate internships and service-learning sites for students.  Additionally, coordinator will now be responsible for planning, development and using judgment to make decisions on a case-by-case basis under general supervision, not direct supervision.  The coordinator will now also be responsible for providing individual and group counseling to students and organizations to meet their individual needs.  Breadth of assignments has also increased given the added responsibilities of cultivating organizations as mentioned before.

30% - Provide direct assistance, counseling and support to students seeking internships & service-learning by planning, developing and implementing needed services and support, collaborating with and soliciting input from appropriate members including faculty, staff and organizations.

30% - Develop and cultivate organizations to serve as internship and service-learning placements for students by planning, developing and implementing training sessions, programs, support services and counseling as needed by the organizations.

10% - Develop and implement on-campus activities to promote Center's services to students

10% - Develop and implement recruitment and training opportunities for future and current internship & service-learning placement organizations.

20% - Help maintain the Center's information management functions

Specific Job Duties

Student Support Responsibilities

· Plan, develop and implement training, recruitment, support services and programs for students so that they are prepared for their internships/service-learning, making the decisions within the parameters, regulations and guidelines of the center.

· Advise, counsel and assist a wide range of students regarding preparation, application and placement expectations for internships/service-learning, making decisions determining the level of assistance service to be provided to students.

· Assist students in pursuing their educational and career goals by providing information on internships/service-learning opportunities meeting both educational and occupational requirements related to student aptitudes, interests and abilities.

· Explain and guide students through Center processes, University procedures, and professional attitudes for interning at an organization.

· Critique student resumes and cover letter drafts as appropriate

· Provide weekly orientation sessions to groups of students as well as individual counseling sessions as needed.

· Monitor student placement and internship & service-learning course enrollment.  Develop recommendations and plans for how to increase and support enrollment.

· Ensure compliance with University, Department and Center policies and procedures

On-campus Informational Responsibilities:

· Develop and implement information sessions attracting students to internships & service learning both general and specific to departments on campus, as necessary.

· Make presentations to classes upon faculty request, student clubs and organizations

· Assist with collaborative campus activities particularly any that involve recruitment, information sessions for students

· Communicate with Faculty Internship Coordinators, Service-learning faculty liaisons, Career Center staff and other campus offices and personnel as necessary

Placement Site Development, Training & Risk Management Responsibilities:

· Communicate persuasively and accurately with representatives from business, industry, government offices and nonprofit sector for purposes of establishing internship & service-learning placements for CSUF students.

· Plan, develop and implement training for organizations interested in interns and service-learning students

· Implement risk management policies and procedures as established by CSUF and the Center for Internships & Service-Learning.

· Assess organizations for potential risk using the established polices and procedures by making site visits and interviewing by telephone.

· Assist sites wishing to hold on-campus student interviews, staff information tables on campus, and/or make classroom presentations.

· Ensure compliance with University policies and procedures

· Be sensitive to potential problems, securing assistance on matters which have broader implications than can be dealt with on an independent basis.

Information Management Responsibilities

· Review internship & service-learning positions with regard to Center and University policies

· Review and help update web site content, printed materials and internship database

· Use SIS+ to review student academic history and permit to enroll in internship course

· Assist with Center reports

General Responsibilities:

· Serve as spokesperson for the internship/service-learning program as appropriate

· Assist in the general planning of department activities

· Recommend changes and programs as appropriate

Requirements

· Minimum of 2 years experience in placing students in internships & service-learning placements or equivalent programs.

· Masters in a relevant field may be substituted for one year's experience.

· Bachelor's in behavioral sciences, public or business administration or a job-related field.

· General knowledge of the methods and problems of organizational and program management

· Demonstrated ability to interpret and apply program policies and procedures

· Demonstrated ability to use initiative and resourcefulness in planning work assignments and in implementing long-range program improvements

· Demonstrated ability to obtain factual and interpretative information through interviews using reason logically;

· Demonstrated ability to collect, compile, analyze and evaluate data and make verbal or written presentations based on these data

· Ability to establish and maintain cooperative working relationships with students, faculty, CSU administrators, student organizations, private and public agencies and others in committee work, and student advising and community contacts; and 

· Ability to rapidly acquire a general knowledge of the overall operation, functions and programs of the campus to which assigned.

Desired Abilities

· Ability to effectively use Word, Excel, and Power Point to create reports,  printed forms/resource materials, and presentations

· Knowledge of database structure and ability to query, design reports, and effectively use the Center's database (Access)

· Basic knowledge of web site design and ability to keep Center's web page content up-to-date and useful

· Some marketing knowledge in order to promote the Center to students/faculty on campus and to potential sites off-campus

· Excellent writing skills and verbal communication skills required in order to assist students, faculty and internship & service-learning sites

· Ability to provide exceptional customer service to students, faculty and internship & service-learning site contact representing a broad range of cultural diversity

CALIFORNIA STATE UNIVERSITY, FULLERTON   P.O. Box 6850, Fullerton, CA 92834-6850
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