
Career Development and Placement Office

Assistant Director, Career Development and Placement
Function: Job and Internship Development

The Office of Career Development and Placement (CDP) provides highly personalized career services to matriculated students and alumni of Milano The New School for Management and Urban Policy. The office is expanding capacity to accommodate a total of 900 students as Milano joins with the Graduate Program in International Affairs beginning in the 2011-2012 academic year.

The assistant director for job and internship development will be a full-time staff member who reports to the director. The assistant director will collaborate with the director to develop job and internship opportunities for both inexperienced and experienced students and alumni of the programs that will be served by this office: International Affairs, Urban Policy Analysis and Management, Nonprofit Management, Organizational Change Management, and Environmental Policy & Sustainability Management. This office also serves matriculated students in its post-master’s certificate programs [Organizational Development, Sustainability Strategies, and Leadership and Change]; it also assists alumni of its closed programs [Health Services Management and Policy, Human Resources Management, Gerontology, and Tourism].

Responsibilities:
1. Source, outreach to and develop relationships with employers in public, private, and nonprofit sectors, including global companies and quasi-government NGOs, to increase the School’s presence and recruiting opportunities for both internships and employment opportunities. Particular attention will be focused on newer fields where alumni are few: international public policy, sustainable development, green building, change management, corporate social responsibility, and organizational leadership.
2. Strengthen the pipelines from the School to federal employers and contractors both in Washington and deployed nationally and internationally, particularly those outside the PMF and Federal Career Intern programs.
3. [bookmark: _GoBack]Plan and manage job fairs, both established and new, sponsored by the School and collaborations with competing schools, including the Organizational Development and Human Resources fair, Baruch SPA Government and Nonprofit Job Fair, and Columbia University’s Nonprofit and Public Service Career Fair. Collaborate with the other career services offices on campus to create joint events and fairs in areas of common interest, such as the Fall 2011 Green Jobs Fair with Parsons and the Urban Green Council. Lead initiative to establish/implement virtual job fairs through College Central, NASPAA, and NACE.
4. Lead, develop, and execute prospective Employer Roundtables, in collaboration with the Development Office and the Dean’s Office.
5. Develop on-campus recruiting and information sessions.
6. Collaborate with director and staff in the development of career events that help students build networks of contacts and prospective employers.
7. Assist in tracking and reporting both internships and employment.
8. Supervise student workers and interns assigned to support employer relations activities.


Qualifications:
1. Graduate degree required, preferably in a discipline related to fields served.
2. Ability to represent and position the School to successfully engage and influence decision makers in a wide range of employers in public, private, and nonprofit sectors, requiring a commitment to social and economic justice, lifelong learning, and global education.
3. Success in managing employer relations in a professional graduate school required, with established relationships with organizations that employ professionals in the fields of public policy, international development, nonprofit leadership, organizational development/human resources, and sustainable development strongly preferred.
4. Increasingly responsible work experience in more than one sector with some international experience. Federal employment history (any function) would be an advantage, as would prior experience recruiting professional staff.
5. Knowledge of job and employment trends in the fields served by the School, as well as willingness to learn and follow evolving job markets.
6. Strong project management, organizational, and event planning skills.
7. Demonstrated ability to work independently and on a team, under deadlines.
8. Excellent writing, networking, and communications skills are essential; expertise in the use of social networking for career progression a plus.
9. Fluency in Microsoft Word and Excel; Access and HTML desirable.

Salary commensurate with experience. This is a permanent staff position, with full benefits including tuition.
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