Graduate Assistantship
Student Enrollment, Engagement & Services
Office of Leadership & Learning

Job Summary: The Graduate Assistant will advise and counsel students on the relationship between majors and careers
assist in the decision-making process, and be responsible for the following:

f  Assist in-person and virtual drop-in clients with job search strategies including career exploration, resume and
cover letter creation/editing, interview tips and strategies, appropriate social media, and overall career
etiquette
Monitor, answer, and delegate questions from the careercoach@odu.edu mailbox
Review documents from the careercoach@odu.edu mailbox daily
Assist students with the use of Handshake and troubleshoot issues
Provide students with the information and assistance in developing the tools necessary to prepare for the
internship/co-op search process, and generate and maintain internship/co-op opportunities and relationships
for students.

I Facilitate workshops on various topics related to career development and preparation, resumes, interview
techniques, etc., on behalf of CCLD.
I Assist with special projects as needed.
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This work will be done from on campus in the main Career Development Services office in Webb 2202, and
remote/virtually (University permitting).

Office Website: https://www.odu.edu/career-leadership

Contact:

Dr. Kevin Muchiri

Phone: 757.683.3448
Email: kmuchiri@odu.edu

Duties & Responsibilities:
May include, but are not limited to:
f  Update Handshake and Excel on an as-needed basis to compile student information and provide reports to the
supervisor
f Update and facilitate presentations on all career-related topics to various student organizations, and classes,
and conduct workshops as needed for CCLD; Note: some weekend and evening work will be required
f Meet with students face-to-face and remotely/virtually (via Zoom) to provide career-related coaching advice,
share Career Development Services resources, guide in the job and internship search, conduct mock interviews,
and other needs as requested
I Meet regularly with other Graduate Assistants in CCLD and work as a member of the CCLD GA team
I Create, format, and develop a weekly newsletter for academic college to market career-related events, jobs, and
internships for students

Old Dominion University is an equal opportunity, affirmative action institution.
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