




Title:  Internship & Fellowship Coordinator/Assistant Director
Reports To:  Director of Personal and Professional Development 

Duties:  The Internship & Fellowship Coordinator/Assistant Director will primarily be responsible for the administration and coordination of the growth, recruitment, and advertising of the Ariel Internship program, including the cultivation of relationships with alumni and local businesses to create and manage new paid and unpaid internship opportunities. Will be responsible for the planning and delivering of workshops/information sessions for potential and active applicants, and will serve as the leading member of and main contact for the Internship Committee throughout the yearly selection process, coordinating acceptances and required paperwork from recipients and mentors. Will be responsible for managing internal documentation to assure payment of stipends, organizing the awards luncheon, communication with recipients and mentors during the summer, and gathering and processing end-of-summer data from recipients and mentors. Will maintain files of established internships in a broad range of fields, along with information and statistics regarding the Ariel internship locations, mentors, and the history of the Ariel program. Will be responsible for planning, managing, and executing the college’s Pathways program, which offers summer enrichment opportunities for current students including, but not limited to, summer classes, study abroad, service learning, and Projects for Peace programs. Responsible for maintaining information sources related to apprenticeships, study abroad programs, and summer classes in a broad range of fields, and in response to changing student interests. Will be responsible for the administration of the Fulbright, Marshall, and Rhodes scholarship programs. Will assist students with evaluation of resumes, cover letters, statement of purpose, personal statements and other application documents for internships, jobs, graduate school, and summer enhancement programs. Will conduct mock interviews and assist students with job interview preparation. Responsible for administering and reviewing assessments, i.e., StrengthsFinder, Strong Interest Inventory, and/or the MBTI. Will be responsible for cultivating relationships with alumni regarding job and internship opportunities and networking events with the current student body. Responsible for maintaining the Handshake data management system to track employment opportunities; student, alumni, and employer usage; student interests; and the history of student and alumni participation in both the Ariel Internship and Pathways programs. Will assist students with troubleshooting and maintaining their Handshake accounts. Will maintain information regarding special requirements for international students wishing to pursue internships, classes or jobs in the US, including details of tax liability and filing requirements. Will maintain data pertaining to Department of Labor guidelines for unpaid internships and assist students and employers with determining legality of particular unpaid opportunities. 
Will represent the Office of Personal & Professional Development in the absence of the Director. Will assist the Director with the implementation of the new Strategic Plan and with the overall administration of the office. Will assist students in preparation for all career-related endeavors including the evaluation of resumes, cover letters, statements of purpose, personal statements and other application documents for internships, jobs, graduate school, and summer enhancement programs for undergraduate and graduate students. Will conduct mock interviews and assist with other job interview preparation. Will assist in the preparation of career-related handouts and procedural manuals. Will administer and review assessments, i.e. StrengthsFinder, Strong Interest Inventory and/or the MBTI. Will perform miscellaneous job-related duties as assigned. 

The Internship & Fellowship Coordinator/Assistant Director must have strong communication and interpersonal skills as work involves extensive personal contact with students, faculty, staff, alumni, and members of the larger community and can be of a personal or sensitive nature. Must have extremely strong organizational skills and the ability to manage several projects simultaneously. Must be collaborative and possess mature judgment.
Status: Exempt, full-time position at 35 hours per week.

Compensation:  Minimum annual salary is $45,748 with benefits.
Qualifications: Position requires a minimum of two to five years of similar or related experience, with an emphasis on program management. BA/BS degree required; St. John's or other liberal arts college graduate preferred. Must be highly organized. Work may involve motivating or influencing others. Outside contacts become important and fostering sound relationships with other entities (companies or individuals) becomes necessary and often requires the ability to influence and/or sell ideas or services to others. Proficiency in making administrative/procedural decisions and judgments. Excellent organizational, writing, editing, and communication skills are critical. Expertise with Microsoft Office Suite, especially Excel spreadsheets is essential. Sophisticated experience and knowledge of databases and the use of personal computers and related software applications is preferred. Skill in organizing resources and establishing priorities. Strong ability to gather and analyze statistical data and generate reports. Must possess a willingness to accommodate occasional night and weekend work. 

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

