Omega Phi Alpha – Position Description

Title: Career Development Director
General Purpose of Position:
The Career Development Director will assist in developing and overseeing a career development program to be utilized by active and alumnae members of the sorority.
Classification:  Appointed
Level: National
Relationships to Other Jobs:

Appointed by: 
VP Programs
Accountable to:
VP Programs
Support from:
VP Programs
Works with:
VP Programs, VP Alumnae Relations
Term of Service:
1 year
Time Commitment: 
5 hours per week, maybe more at peak times
Required Qualifications:  
· Must be a lifetime member of Omega Phi Alpha in good standing
Preferred Knowledge/Abilities/Experiences:
· Excellent verbal and written communication skills with the ability to critique written work and offer substantive feedback
· Experience with, but not limited to: career services/development, resume/cover letter writing, interviewing skills, searching for jobs and internships
· Knowledge of graduate education and career resources
Duties and Responsibilities:

· Develop and deliver a program that helps sisters navigate through a professional job search or graduate school application process
· Assist members with resume and cover letter writing, and deliver constructive critiques

· Develop handouts and workshops focused on career development topics (ex: resume writing, cover letter writing, interviewing techniques, etc.)

· Create a database of links for job and internship searches by fields that can be accessible to members of the sorority

· Help sisters to identify and describe marketable skills gained from Omega Phi Alpha experiences
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