	
	Requisition Number 
	120219   

	
	Working Job Title 
	Career Advisor (College of Engineering & College of Information)

	
	Official Title 
	Student Services Coord II   

	
	Department 
	Career Center   

	
	Location 
	Denton   

	
	Work Schedule 
	Mon-Fri; 8am-5pm, with occasional evenings   

	
	Department Overview 
	The UNT Career Center assists students and alumni by providing resources/services to explore career options. The assistance is provided through individual advising sessions, seminars and classroom presentations, special events, and our online system Eagle Network. The Career Center also collaborates with University colleges/schools/departments and external businesses and is committed to providing the highest level of recruiting services to all of our recruiting partners. For more information go to http://careercenter.unt.edu/   

	
	Job Description 
	The Student Services Coordinator II position will be responsible for assisting in the administration of the Career Center in the area of data collection, interfacing with students at all degree levels in assigned academic areas, developing an ongoing relationship with the faculty and administration in these assigned colleges, and work cooperatively with the faculty and the Employer Services Team to attract more companies from a broad range of industries to campus. This position will also develop and conduct workshops and seminars on a variety of topics pertinent to the entire UNT campus, assist the Assistant Director in the management of the Career Resource Library and other career resources (hard copy and electronic), assist other staff members in the areas of the Event & Program Management and the Mentoring Program where necessary, and the completion of other tasks and duties as assigned. The Student Services Coordinator II would serve as the Career Advisor to the College of Engineering and Information.   

	
	Minimum Qualifications 
	The successful candidate will possess a Bachelor's Degree in related field and three years of student services, student affairs, counseling, advising, or related experience; or any equivalent combination of education, training and experience.   

	
	Preferred Qualifications 
	*Master's degree preferred and 3-5 years of experience in career services, student affairs, counseling, higher education or closely related filed 
*Knowledge of career resources and/or theories, job search techniques, and career related technologies 
*Strong written and verbal communication skills 
*Previous experience utilizing video conferencing equipment 
*Previous experience using computer systems software to program, enter data, set up functions, or process information in a non-academic setting   

	
	Special Instructions to Applicants 
	Please provide a resume, cover letter, and a list of three professional references with online application.   

	
	Pay Rate 
	$3,177.92/Monthly

	
	Quicklink for Posting 
	jobs.unt.edu/applicants/Central?quickFind=57469   
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