
Indigenous.Link
Canada’s fastest growing Indigenous career portal, Careers.Indigenous.Link is pleased to introduce
a new approach to job searching for Indigenous Job Seekers of Canada. Careers.Indigenous.Link
brings simplicity, value, and functionality to the world of Canadian online job boards.

Through our partnership with Indigenous.Links Diversity Recruitment Program, we post jobs for
Canada’s largest corporations and government departments. With our vertical job search engine
technology, Indigenous Job Seekers can search thousands of Indigenous-specific jobs in just about
every industry, city, province and postal code.

Careers.Indigenous.Link offers the hottest job listings from some of the nation’s top employers, and
we will continue to add services and enhance functionality ensuring a more effective job search. For
example, during a search, job seekers have the ability to roll over any job listing and read a brief
description of the position to determine if the job is exactly what they’re searching for. This practical
feature allows job seekers to only research jobs relevant to their search. By including elements like
this, Careers.Indigenous.Link can help reduce the time it takes to find and apply for the best,
available jobs.

The team behind Indigenous.Link is dedicated to connecting Indigenous Peoples of Canada with
great jobs along with the most time and cost-effective, career-advancing resources. It is our mission
to develop and maintain a website where people can go to work!

Contact us to find out more about how to become a Site Sponsor.

Corporate Headquarters:
Toll Free Phone: (866) 225-9067
Toll Free Fax: (877) 825-7564
L9 P23 R4074 HWY 596 - Box 109
Keewatin, ON  P0X 1C0



Job Board Posting
Date Printed: 2024/05/16

REPOST: CAREER DEVELOPMENT &amp; RELATIONSHIP MANAGER

Job ID 60936-7284
Web Address https://careers.indigenous.link/viewjob?jobname=60936-7284
Company McMaster University
Location Hamilton, ON
Date Posted From:  2024-03-05 To:  2050-01-01
Job Type:  Full-time Category:  Education

Description
Unit/Project Description:
As the largest Faculty, with almost 8,000 undergraduate students, enrolled in 100+ undergraduate, programs, and 215+
faculty members, the Faculty of Science is an integral part of McMaster University. The Science Career and
Co-operative Education (SCCE) office fully supports 13 undergraduate cooperative education programs, a
comprehensive suite of career education and advising services, delivered in a variety of methods, to meet the needs of
current students, graduates, community members, and employers. SCCE supports the success of undergraduate and
graduate students in the areas of career and professional development, work integrated learning and experiential
education through diverse academic initiatives across eight academic units within Science. Structured around three core
service pillars (career, cooperative education and experiential education), we aim to empower students to understand
labour market trends, develop viable career plans and transition to successful careers in science and beyond.We are
embarking on an exciting new project, entitled The Actuarial Career Test Drive Program. In collaboration with employer
partners, faculty, students and staff, we will be developing Industry Projects, Case Competitions and Internships for our
students in the Actuarial and Financial Math and The Math and Statistics programs. We are looking for someone with
demonstrated achievements in Work-Integrated Learning. We are especially interested in applications from individuals
who have proven abilities to set, track and achieve project metrics. Our ideal candidate is someone who thrives on
building new partnerships between students and employers and who is as excited as we are about expanding our
Work-Integrated Learning options for our students.Job Summary:
Responsible for planning, organizing and coordinating career development placements. Promotes student development,
success and retention, and encourages career achievement by conducting interviews with students dealing with career
choice, educational direction and goal progress.Purpose and Key Functions:  
- Identify, develop, and cultivate strategic employer relationships in the business community.   
- Interview students to assess suitability and make decisions on admittance to the program.   
- Interview employer partners to understand recruitment needs.   
- Provide individual coaching services and guidance in developing self-marketing and branding tools including, but not
limited to, job search strategies, resume critiques, preparation of cover letters and personal statements, interview skills,
networking, portfolio development, and negotiation skills.    
- Conduct mock interviews by creating specific questions that are relevant to the field of employment students are
pursuing, and then provide constructive feedback to students. 
- Conduct post-work placement interviews with students to discuss experiences and future goals. 
- Write career and skill development materials, and design interview tools. 
- Write a variety of documents including, but not limited to, reference letters, correspondence and workshop plans. 
- Create, implement and maintain policies and procedures related to the program and career services offered. 
- Facilitate or lead career development workshops. 
- Coordinate and accompany students on site visits and discuss work objectives. 
- Create promotional materials to market program to potential applicants, visitors, and representatives from other
institutions at fairs and open house events. 
- Plan and coordinate costs, logistics and resources, including catering and audio visual equipment, for career events,
information sessions, workshops and speaker presentations. 



- Calculate travel expenses for attendance at site visits, seminars, conferences and professional development. 
- Gather, compile, and analyze information identifying labour market data, trends, and job opportunities. 
- Review current labour markets and research current trends within professional careers and employment requirements
including skill level and comparable salaries offered. 
- Request participation and invite employers to post-employment opportunities within the department. 
- Act as a liaison between faculty, staff and students to ensure the timely communication of information and adherence
to policies and procedures. 
- Participate in meetings with students to discuss and provide guidance regarding individual career options. 
- Assemble and distribute materials and packages.   
- Understand and stay current on employment legislation and government mandates. 
Requirements: 
- Bachelor&#39;s degree in a related field. 
- Requires 4 years of relevant experience.
Supervision: 
- Provide direction to others in how to carry out work tasks. 
- Ensures adherence to quality standards and procedures for short-term staff and volunteers.
Assets:
The following are considered assets and may be given preference: 
- Educational background in Science. 
- Knowledge of cooperative education program/processes and prior experience facilitating co-op student placements.  
- Experience in a career setting and/or detailed understanding of career options in the various disciplines within Science,
including knowledge of relevant graduate and professional programs, is highly desirable. 
- Knowledge of the ORBIS/OscarPlus database system and Microsoft Office. 
- Knowledge of cooperative education programs/processes. 
- Prior experience facilitating co-op student placements and developing employment opportunities for students. 
- Experience in a career setting and/or detailed understanding of career options in the various disciplines within Science.

- Career Development Practitioner (CDP) or equivalent certification.
Additional Information: 
- Some evening and weekend work required.

For more information, visit McMaster University for REPOST: CAREER DEVELOPMENT &amp; RELATIONSHIP
MANAGER


