Title:  Director of Personal & Professional Development
Reports To:  Dean
Duties:  Design and lead an office at St. John’s College that assists students and alumni in their search for meaningful and fulfilling lives and work. The director will lead an office that is visionary in its approach to preparation for life beyond college, pioneering in the development of an administrative function that reflects the efficacy and ethos of the College’s one-of-a-kind academic program, and dedicated to the hands-on work required to help students and alumni navigate opportunity. The director will be a strategic leader who will work to build consensus. The director will demonstrate keen awareness of trends affecting post-graduate opportunities, deep understanding of how to work within communities that have a wide variety of perspectives and experiences, and exceptional ability to inspire such communities.  
Establish a friendly, supportive, non-bureaucratic office fully integrated into the life of St. John’s College. Offer comprehensive and innovative services and programs that support personal and professional development and networking opportunities, including job-seeking and relationship-building skills, multicultural competence, and self-advocacy.  Demonstrate institutional influence, effective collaboration and the ability to convene internal and external stakeholders to help students and alumni develop and leverage networks over a lifetime.  Build close working relationships with other St John’s administrators and faculty to ascertain and meet students' personal and professional development-related needs. Work closely with the Alumni Relations Office to engage alumni in helping students explore and obtain post-graduate opportunities.  Build relationships with graduate schools to increase those institutions’ understanding of our rigorous program of study. Establish bridge programs with suitable colleges for students interested in graduate programs requiring course work not offered at St John’s. Implement a marketing and outreach plan to cultivate employer, alumni, educational, and community relationships to locate opportunities and meaningful connections for students including employment, internships, graduate and professional schools, networks, etc. Participate in community events and professional associations, promoting the campus and providing visibility of the College to area and national employers and influencers. Conduct strategic relationship-building activities with alumni, students, college stakeholders, and relevant external partners such as employers and community organizations. Develop and update office publications, including digital materials, social media and other online resources.  Lead, manage, coach, and evaluate direct reports using appropriate performance evaluations/goals to assure implementation of the department’s agenda. Manage overall operations and budget of the department; review and identify cost-effective and efficient use of department resources. Collect, track, and produce reports that analyze data to improve services. Establish compelling measurements to assess alumni job and life satisfaction.  Innovate. Stay current with new thinking in “career services” and life preparation. Administer internship programs. Participate appropriately on committees related to personal and professional development, as well as other college committees.
Status:  Exempt, full-time position at 35 hours per week.

Compensation:  Minimum annual salary is $64,354 with benefits.
Qualifications:  Five years to seven years of similar or related experience.  A college degree.  Most importantly, this job calls for an innovative and creative spirit coupled with a determination to get results.  A significant level of trust and diplomacy is also required as this work involves extensive personal contact with all kinds of people and can be of a personal or sensitive nature.  In addition, success at this job will require the ability to motivate and influence others, nurture outside contacts, and foster relationships with other entities (companies and/or individuals).
To Apply:  Send resume, letter of intent, salary history and a list of professional references to santafe.jobs@sjc.edu.  Resume packets will be accepted until interviews begin.  
AN EQUAL OPPORTUNITY EMPLOYER
