
Alverno College 
Job Advertisement 

 

 
Position Title: Career Development Coordinator Date: October 2022 

Department: Career Studio Status:  Full-time/12 months   

Reports To: Executive Director, Career Studio 

 
Founded in 1887, Alverno College is a four-year, Catholic liberal arts college for undergraduate women 
sponsored by the School Sisters of St. Francis. The college also offers a robust array of graduate and 
degree completion programs for women and men. Student learning and personal and professional 
development are the central focus of everyone in the Alverno College community. As Wisconsin’s first 
designated Hispanic-Serving Institution, Alverno enrolls a highly diverse student body of virtually every 
demographic and experience. It is an institution that has revered tradition and encouraged innovation 
for more than 130 years.  
 
The College is seeking applicants for a Full-time/12 month Career Development Coordinator located in 
Milwaukee, WI. Alverno College health, dental, vision, disability, and retirement plan enrollment is 
available to full time employees and eligible dependents. Tuition benefits are available for employees 
and qualified dependents. 
 

Primary Function: The Career Development Coordinator will assist the Executive Director in overall 
operations management. As well, support the work of the Associate Director 
and career and internship coaches. The Career Development Coordinator will be 
committed to working in a culture of belonging and improvement. 
 
The Career Development Coordinator will initiate and manage all programming 
for the department to include internship, career education, student professional 
development, student engagement events and workshops by utilizing 
experience, best practices, technology, and lean thinking, while using the right 
combination of competitive benchmarking and internal feedback.  
 
This role will oversee all aspects of on-campus recruiting, including planning and 
executing large-scale career fairs and creative programming with targeted 
outcomes for student engagement. The Career Development Coordinator will 
assist in the execution of the department’s strategic plan and work with leaders 
across the college, external partners and stakeholders.  

 

Primary Duties and Responsibilities 
Program Management 40% 

    Serve as primary contact for stakeholders (employers, students, faculty, academic advisors, 
student organizations, and other campus offices) involved in programming areas. 

    Oversee the academic internship program, which provides credit-bearing internships for 
students in a variety of local, national and international settings. Formulate, implement, 
evaluate and refine Internship Program standards, policies and procedures so that the 
quality of the program reflects institutional philosophy, faculty goals and current theories of 
experiential learning. 
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 Serve as liaison between Career Studio and Intern-383 course faculty, including coordinating 
registration of students and executing Internship Poster Event. 

 Oversight of the planning, organization, and execution of on-campus and off-campus events, 
recruiting efforts, including large-scale career fairs and administration of employer registration, 
information sessions, networking events, etc. 

 Provide support to students through Handshake. 

 Review and update best practices, policies, and office procedures. 

 Provide direct supervision and coordination of student assistants. 
 
Analytics (30%)  

 The Career Development Coordinator owns departmental data collection and analysis, as well 
as creates monthly, term, annual reports, financial reports and any additional special reports to 
share campus wide or specific external audiences. 

 Serve as lead in developing and maintaining current information and related databases for 
employment statistics, including salary information. Develop and manage collection methods 
for all post-graduation employment data/outcomes, tabulate results, and create reports. 

 Manage data collection and analysis for all student engagement: student development 
programming, career fairs, on-campus interviews, coaching appointments, and other initiatives 
to measure accountability, effectiveness, and impact, as well as to include in annual report. 

 Proactively identify new and innovative analyses, methodologies, and technologies to aid in 
data collection, analysis, and reporting to add best value to the office and the college. 

 
Administrative (20%) 

 Oversee office operations, some budget administration, monthly reports, and maintain office 
and hospitality supplies/inventory. 

 Act as first point of contact and engagement to welcome all visitors of the Career Studio (e.g. 
students, campus constituents, external constituents). 

 Create, update, and implement effective and timely workflow documentation for all 
department programming and events. 

 Provide assistance with human resource management to include: onboarding of new 
employees, infrastructure development, and developing best practices documentation for 
effective operations. 

 Develop and maintain expertise with consistent practice utilizing career-related technology, 
while being aware of new resources/tools and identifying value to office operations, students, 
alumni, and employers. 

 Perform a variety of administrative duties including answering phone calls, responding to 
emails, taking meeting minutes, and creating and maintaining data spreadsheets. 

 Process routine correspondence, mail, and external and internal information requests in a 
timely manner. 

 Provide operational and administrative assistance to the entire Career Studio staff. Schedule 
meetings and monitor calendar for Career Studio staff. 

 Develop best practices for effective digital work system for Career Studio staff. 
 

Digital Media and Web Engagement (10%) 

 Oversee process to create marketing materials for promotional emails to students and employers, 
for any student organizations events, career fair apparel/promos, and external events for 
employers. 
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 Manage planning, execution, performance, and assessments of all marketing campaigns. 

 Brainstorm new and creative engagement growth strategies for print, web, and social 
marketing campaigns; present event ideas, promotions, and collaborations to increase student 
engagement with office. 

 Engage in research and benchmarking efforts to identify effective marketing platforms and 
methods to reach targeted audiences, both students and employers. 

 Provide support to the digital engagement and media strategy. Update pages, add content, and 
participate in development of the social media and digital engagement strategy. 

 Builds the strong internal network of contributors into discussions aligned with social media 
strategy.  

 
This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties 
and responsibilities, as management may deem necessary from time to time. 

 
Other Duties and Responsibilities 

 Work as a team leader to motivate all reports to explore and initiate office management and 
administrative best practices. 

 Participate on committees, including performing assigned committee work. 

 Maintain knowledge and credentialing as appropriate for professional practice. 
 
Minimum Qualifications 

 Bachelor’s degree in Business Administration, Management, Communication, or applicable field 
of study required. 

 3-5+ years in higher education, corporate, nonprofit or business industry. 

 High ethical standards and demonstrated ability and dedication to work with diverse 
populations. 

 Flexible to work nontraditional work hours evenings and weekends. 

 Skills and experience in directing day-to-day office and business operations, including accounts 
payable and receivable administration and some budget management. 

 Self-motivated, takes initiative, anticipates office and team needs with the ability to work 
efficiently and effectively in a dynamic, open office environment with sometimes changing 
priorities. 

 Experience with Microsoft Office Suite with demonstrated advanced skills. 

 Project management experience. 

 Strong analytical skills.  

 Strong attention to detail; excellent information system and database management skills. 

 Demonstrated ability to work in a fast-paced environment with competing deadlines. 

 Demonstrated ability to multi-task and navigate various levels of leadership authority. 

 Networking skills (internal and external) including proven success of interaction with executive 
leadership and influencers. 

 Obtain social media marketing certification.  

 Requires excellent written and oral communication skills. Ability to communicate with both 
internal and external communities professionally and in a timely manner.  

 Ability to interact with business and community organizations, to keep information confidential, 
and to represent the College well. 

 Must have strong organizational, prioritizing and problem solving skills. Requires the ability to 
coordinate and meet multiple deadlines simultaneously. 
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 Requires a flexible and collaborative work style and the ability to interact effectively with a 
variety of audiences internally and externally. 

 Respectful of the Alverno College Mission and values, and represent in a manner that helps 
build community, collaboration, and the reputation of the institution. 

 Valid drivers’ license and willingness to travel within Southeastern Wisconsin. 

 Demonstrated commitment to promoting diversity, inclusion, and multicultural competence in 
an educational and work environment and must be willing to contribute to the department and 
college’s strategic plan of inclusion.  

 
*This position involves extensive interface with corporate leaders, business owners, and community 
and professional affinity groups as a part of planning, organizing and execution of innovative 
programming to include our internship program and data analytics. 
 
Professional Pathway 
The position may offer a professional development plan segment for those interested in advancement 
to Senior Career Development Specialist, or designated director-level.  
 
The Senior Career Development Specialist 
Master’s degree required  
Project Management certificate 
Minimum of 3-5 years supervisory of exempt or nonexempt staff level 

 Master’s degree in Business Administration, Management, Communication, or Human 
Resources required 

 5-7 years in corporate, business, or nonprofit setting. 

 Experience and knowledge in comprehensive office best practices and business operations. 

 Coaching or Counseling certification. 

 Develop and present unique, targeted programs and workshops to students in classroom 
settings, residence halls, and student organizations 

 
 

How to Apply  

 Apply on-line at https://www.alverno.edu/jobs/apply/login.php  

 Please attach your cover letter, resume, and list of references to the online application  
 

Alverno College is an Equal Opportunity Employer and committed to workplace diversity. 
 

https://www.alverno.edu/jobs/apply/login.php

