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Introduction to Student Career Services
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Most colleges and universities have student career services, which may be alternatively called a
career center, career placement office, or career office®. The career office provides a variety of
services to help students weigh key career options, develop job and internship preparation skills
and prepare academic programs graduates to enter the workforce.

Career services offer a comprehensive range [ )
of accessible servicesto support and Stadent Career Center
empower students in making informed
decisions about their career, education and

employment goals. Career Counselling Resume & Interviewing
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One of the key objectives is to create a clear

pathway_ for  integrating placements, EPT:HE;::; Comnocting with Empleyers

internships and employment services. e el e el

The duties of the career office and employed
councillors is to facilitate and to assist the e T ey aation
student to achieve his/her career goals. The j - '

career office services maybe limit services
or expanded services. In addition to the Career Fairs
basic services outlined below, the career ) 2 o P i
office may additionally cater for student . '
success matters, manage database to track
graduate and alumni.

Career Development

1. Career Counselling: Maintain printed and websites career information and to direct students
to the resources. A counselor will point the student toward resources that he/she can use to gather
information that should include a job description, requirements, earnings and outlook. The career
services office should also have a database of alumni who are willing to discuss their careers
with current students.

2. Exploring Job Opportunities: Students can access a colleges’ career management system or
job portal to look at employment and internship listings, register for workshops and schedule
appointments with counselors and on campus recruiters. They can also upload resumes into a
searchable database which employers can then use to recruit applicants.

3. Career Decision Making: A counselor at the career services office can help students to
choose a career, whether he/she has no idea about what they want to do or are leaning toward a
particular occupation.

3 http://careerplanning.about.com/od/careerchoicechan/a/career services.htm
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4. Career Fairs: Job fairs are hosted periodically during which employers visit the campus to
recruit students who are seeking for internship or about to graduate. A career fair is a great way
to meet many employers at once.

5. Resume Writing / Cover Letter writing: Consultants help students write their resumes and
cover letters. They often conduct workshops and provide one-on-one sessions during which they
critique resumes and cover letters.

6. Connecting with Employers: Career services offices maintain job listings, alert students to
internship opportunities, employer recruiting information, campus and career services resources,
information about programs and visitors to campus and other issues of interest.

7. Job Interview Preparation: Workshops are given periodically to help student learn how to
present themselves well on a job interview. The office sometimes provide mock interviewing
sessions where students can practice job interviewing skills.

8. Career Development Courses: Counsellors advise students of career development courses
(soft skill oriented courses) offered within the institution to strengthen opportunities for
employment. Career courses may not be part of the core studies, however, they are considered
essential skills to increase student success in the work place. Courses such as multicultural,
social, economic, work trends and ethics, communication skills courses are relevant to enhance
an understanding of work environment.

The duties of the career services counselor can be summarized in the following list:

Orient students to career resources and services.

Plan, organize, develop and implement career events and publications.

Promote program student competencies.

Contact, schedule and arrange guest speakers from the local business community and

employers to present information regarding specific occupations.

5. Assist the student in resume writing, preparation for the interview and conducting focused a
job search.

6. Schedule visitations by representatives from local businesses; organize, coordinate and
publicize career-related events and other opportunities for students to learn about work place
conditions and opportunities.

7. Develop and maintain a current and comprehensive occupational library including

information on careers and career clusters, employment prospects and trends and employment

requirements and opportunities.
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