Employer Relations Intern

SUMMARY:

Serves the Career Services office with event planning and management.

DUTIES AND RESPONSIBILITIES:

1. Work with the Marketing Intern to promote fairs hosted by Career Services, including preparing outreach to employers and students.

2. Track revenue and expenses for each event, prepare and keep current spreadsheets using Excel to track payment of registration fees.

3. Coordinate the tracking of shipped materials for each of the fairs, including logging, marking material, and staging it at the event.

4. Prepare name tags for registrants using MS Word.

5. Create Employer Packets for each event.

6. Assist in training student(s) responsible for On-Campus Recruitment support.

7. Leadership role in staging Career Service events, the day/evening before the event.

8. Other job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:


3.0 GPA

KNOWLEDGE, SKILLS, AND, ABILITIES REQUIRED:

· Strong written and verbal communication skills.

· Strong customer services skills.

· Detail-oriented.

· Proficient with MS Office and Excel.

