JOB DESCRIPTION TEMPLATE
Director of Career Services
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your institution details and adapt any section to fit your posting.
Position Details
Institution: [Institution Name]
Location: [City, State]
Reports To: [Reports To]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
About the Role
A Director of Career Services leads the planning, development, and administration of the career assistance programs that help students, graduates, and alumni reach their employment goals. The role builds and nurtures employer partnerships, designs strategies to support graduating students, oversees the department's operations and staff, and ensures the school meets government, accreditation, and regulatory standards for student outcomes.
It is a leadership role within the higher education sector, common at career colleges and trade schools where placement is central to the mission.
Key Responsibilities
Program & Strategy
1. Plan, develop, and administer comprehensive career assistance programs for students, graduates, and alumni.
1. Create and implement innovative strategies that support graduating students in reaching their career goals.
1. Identify challenges, formulate solutions, and coordinate with the right personnel to implement them.
Employer Partnerships & Placement
1. Establish and nurture effective relationships with industry partners and employers to secure employment opportunities.
1. Connect students and graduates to interviews, jobs, and ongoing employer demand.
1. Track and verify graduate employment and compile placement data for reporting.
Operations, Team & Compliance
1. Oversee the operations of the career services office, including planning, organization, and supervision of activities.
1. Supervise staff, including assigning work, appraising performance, coaching, hiring, training, and resolving workplace issues.
1. Ensure adherence to government, accreditation, and regulatory standards, and compile and submit required reports.
Qualifications
Education & Experience
1. Bachelor's degree from a four-year college or university.
1. Minimum of two years of relevant experience, with ten years preferred.
1. Background in career services, employer relations, workforce development, or higher education operations is valued.
Skills
1. Strong leadership, delegation, and team-development skills, with sound, timely decision making.
1. Excellent verbal and written communication, listening, and conflict resolution.
1. Customer focus, organization, and the ability to prioritize, set objectives, and manage time.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Institution Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
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