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McDaniel College Career Peer Program

McDaniel College Career Services’ Career Peer program was established over three years ago. The program was designed to provide students with a rewarding experience by allowing participants to take an active role assisting their peers with career preparation. Please read this application packet in its entirety to gain a full understanding of the Career Peer program as well as the roles and responsibilities of Career Peers.  
Primary Role

The primary roles of Career Services Career Peers are to:

· Provide career advising in the Career Resource Library during walk-in hours.

· Assist with library projects (ex. coding and processing materials, updating resource guides and reviewing Internet sites and/or new software). 

· Assist with special projects and programs (ex. Job Fairs, Graduate School Fair, Companies on Campus Recruitment program, Alumni Career Dinners, and program evaluations).
· Be involved with Career Services Outreach Activities (ex. workshops, class/group presentations, information tables, New Student Orientation, Parent’s Weekend, the Academic Programs Fair, etc.).

· Serve as Peer Liaison to selected academic departments in conjunction with a professional staff member assigned to that department. 

Duties & Responsibilities

The McDaniel College Career Services department is highly committed to providing quality services to students and alumni seeking assistance. Listed below are the key responsibilities of persons working as Career Peers in Career Services. 
· Greet individuals who enter the career Resource Library (CRL), ask them to sign in and make sure they complete all sections of the sign-in form. 

· Conduct a brief interview to learn more about the person’s situation, concerns and needs.

· Explain available services and resources as well as how to use them. 

· Help individuals select appropriate activities, resources, materials or other interventions and write an Individual Learning Plan (ILP) outlining these activities. 

· Explain the library catalogue system, if necessary.

· Demonstrate the use of multimedia equipment (ex. computers, videos, CD-ROMS, etc.).

· Make appropriate referrals for individual career counseling, to other Career and college services, academic advisors, faculty members and/or community resources.

· Be attentive to individuals using the CRL. Their attendance has priority over other visitors.

· Consult with a supervisor when you are not sure how best to proceed with a particular client, you are concerned about a client’s or your own safety, you are dealing with a situation beyond your skills and training or in any situation where you are uncomfortable for whatever reason. 

· Ask users to evaluate Career Services and its resources.
Your duties involve other responsibilities within the department including:

· Keeping informed on all Career Resource Library materials and all departments services and programs.

· Knowing how to operate all equipment and software and how to set up for special programs. 

· Being familiar with the library system and how to find resources.

· Refilling/reshelving materials after their use and checking the files and shelves periodically to see that they are in order.
· Being sure that computer stations and the library area is properly secured and that the equipment is turned off at the end of career advising hours.

· Being on time whenever you are scheduled to work in Career Services.

· Maintaining an atmosphere of quiet relaxation conducive to individual use of materials.

· Making suggestions for improving the department’s services and programs.

· Updating and/or revising existing resources or creating new resources for use in the department. 

· Assisting with project activities related to maintenance, organization and/or development of library resources. 

· Alerting your supervisor of events affecting the department, guests using the CRL, materials that are missing or not available, equipment breakdowns, questions which you need help answering, etc.

Career Peer Application Timeline


	Applications Available


	Now 

	Career Peer Interviews


	April 14th-25th 

	Applicants Notified of Status

	April 28th 

	Mandatory Career Peer Training

	August 21st-22nd 


Career Peer Expectations

Individuals selected to serve as Career Peers are expected to:

· Serve in the Career Peer position for a minimum of one academic year. 

· Attend the August training.

· Work 6 hours a week beginning August 25, 2008 and ending in May. The exact end date has yet to be determined.
· Attend weekly training meetings.

· Effectively fulfill the duties and responsibilities detailed on the previous pages. 

Compensation

Successful fulfillment of the duties and responsibilities outlined in this handout will result in Career Peers receiving $500.00 a semester. Payment will be received in monthly beginning in October. 
Application Components

Individuals interested in the Career Peer position must complete and return all application components. Incomplete applications will not be considered. A completed application includes:

· Resume

· Cover Letter

· Completed application form including responses to the application questions. 
Career Services Career Peer Application
Name: _____________________________________________________________________

Campus Address: ____________________________________________________________

Phone Number: ______________________________
Cell: _________________________

Email: ____________________________________________________________________

College Major & Minor: ______________________________________________________

Please answer the following questions. You may answer the questions on another sheet of paper and/or use additional sheets as necessary.

1. Briefly discuss your interest in the career peer position.

2. Describe how your previous academic work/experience is relevant to working as a career peer. What skills have you developed that are relevant to this position?

3. In your opinion, what career challenges are facing today’s student?

4. How does being a career peer fit in with your overall career plans?

5. What skills and qualities do you think are needed to be successful as a career peer?
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CAREER SERVICES


Discover your purpose….Create your destiny!














Career Peer Application


2008-2009





Please attach a cover letter, resume and the names and contact information of two professional references to your application. Return completed application to: �Amanda Blankenship, Assistant Director for Career Services


ablankenship@mcdaniel.edu, 410-871-3305
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