College of San Mateo 

Career Counseling Intern Assignments 

Typical Assignments:

· Individually counsel students and community job seekers – use SARS electronic appointment calendar for student sign-ups.  Walk-ins can be converted to on-the-spot counseling appointments.
· Facilitation/teaching of career topics to small groups of job seekers –  weekly, biweekly, 1 hour drop-in workshops.  
· Counsel students about resume writing, interviewing techniques, finding an internship, and the job search process (individually and workshops).
· Counsel students about career assessment, career exploration, selection of major, and other career assessment topics. 

· Opportunity for training on academic counseling in fall with possibility for counseling in spring.  

· Provide employment counseling to EOPS, CalWorks and other groups –  opportunity to work in MultiCultural Center few hours a week.
· Participate in the spring Get Linked Career Fair and other discipline specific career fairs throughout the year – teach job fair preparation workshops.
· Learn about Career Services Center programs – to better answer student, employer, and staff questions and provide info.
· Assist with brief classroom presentations about student employment, COOP, career, and transfer services. 

· May be able to assist in the teaching of semester-long college and career assessment class. 

· Work on any other projects (grants, fliers, marketing of services, etc.) that interest you. 
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