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Job Title: 		Career Counsellor
Job Number:			A-175 | VIP: 1377		
Band:			OPSEU-9								
Department: 			Co-op, Careers & Experiential Learning			
Supervisor Title: 	Director, Careerspace
Last Reviewed:			May 28, 2025

JOB PURPOSE:
In collaboration with the entire university, the department of Co-op, Careers & Experiential Learning motivates students and alumni in the pursuit of their ambitions, through educating about career and life choices, providing resources, and creating awareness of opportunity. Reporting to the Director, Careerspace, the Career Counsellor is responsible for contributing to the development and implementation of career development programs for all students and alumni at Trent. In addition, this position leads in the provision of group and individual services designed to guide students through all facets of career planning, employment preparation, and the transition to full-time employment and/or advanced levels of study.  The incumbent collaborates with students, faculty, student organizations, and campus partners to enhance service delivery and reports regularly on career counselling effectiveness.
Key Activities:
Career Counselling
· Counsels, advises and coaches undergraduate and graduate students and alumni on the career planning process through individual counselling/coaching and drop-in sessions with minimal supervision
· Provides personalized guidance to students from underrepresented groups facing employment barriers, applying an inclusive and empathetic approach.
· Educates and guides students/alumni through career development: self-exploration, career exploration, decision-making, and action planning.
· Educates and guides students/alumni with career assessments, job search strategies, resume critiques, and interview preparation.
· Provides guidance and support to students/alumni about careers, further education, experiential learning and employment.
· Stays updated on career related resources, labour market trends, networking opportunities, and sector-specific career landscapes.
· Enhances student career readiness, positively influencing retention and post-graduation employment outcomes.
Career Development Programming
· Designs and facilitates workshops and seminars for undergraduate and graduate students across a variety of disciplines on career and employment topics such as career planning, skill articulation and career search strategies.
· Researches, designs and develops career resources, exercises and processes to support student career development by applying theories and methods from student development, student learning and career development.
· Collaborates with faculty, university departments, and external partners to integrate career development into academic programs and into the student experience.
· Leads specialized programming for equity-deserving groups, ensuring inclusive career services.
· Liaises with various stakeholders and service providers across the university and in the community to ensure wraparound supports for students with diverse needs and social locations.
Administration
· Tracks student engagement, collects data, and analyzes trends to inform service improvements.
· Maintains confidential case notes and service logs.
· Responds to inquiries and provides career-related information to students, faculty, and external partners.
Education Required:
· Master’s Degree in Counselling, with focus in Career Counselling, or related degree.
· Certified Career Development Practitioner (CCDP) designation preferred.
· Post Graduate Certificate in Career Development Practitioner preferred.
Experience/Qualifications Required:
· Three (3) years’ Career Counselling experience, preferably with university students.
· Knowledge of counselling and career development theory.
· Experience supporting individuals from underrepresented groups including newcomers, people from rural communities, individuals with disabilities, people who are racialized, Indigenous people, and people who identify as 2SLGBTQ+
· Experience leading, planning and facilitating groups.
· Must have excellent individual counselling, communication and interpersonal skills.
· Must have demonstrated presentation and facilitation skills and the ability to communicate with a diverse student population.
· Well-developed technical skills in presentation software, word processing, audiovisual equipment.
· Experience using Outcome Campus Connect (Orbis) preferred.
· Excellent knowledge of career resources, work search sites and assessment tools.
· Ability to work independently and in a collaborative team environment.
· Must have initiative, strong research, organizational and time management skills.
· Extensive knowledge of labour market conditions and opportunities for work.
· Must have the ability to take initiative with regard to career and employment programming.
· Demonstrated ability to establish and maintain collaborative relationships.
· Must possess judgment, particularly with respect to confidential information, patience, flexibility and adaptability.
· Must have the capacity to handle a heavy workload.
· Must be able to maintain credibility of students, faculty, staff and senior administrators.
· Working knowledge of career assessment instruments such as but not limited to Strong Interest Inventory and Myers-Briggs Type Indicator (MBTI). Certification would be an asset.
Supervision:
· Manages the Career Peer Program, including recruitment, selection, training, supervision and continuous support of student staff.
· Coaches Career Peers on resume critiques, cover letter techniques, LinkedIn profile techniques, interview skills, and job search strategies.
· Trains and supervises a team of students to provide specialized career and employment related peer support to their fellow students in virtual and in-person appointments and outreach across campus.
· Ensures ethical and high-quality service delivery, fostering an inclusive and supportive environment.
· Guides career peers on recognizing when an issue is outside their scope of practice and providing guidance to students and Career Peers when this occurs
· Conducts performance evaluations and provides mentorship for student employees.
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