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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00490

	Pay Grade:
	8

	Title:
	Relationship Manager

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Relationship Manager is responsible for identifying, developing and cultivating employer relationships in the business community to present employment opportunities for undergraduate students. Develops and delivers career development services for undergraduate students including workshop design and facilitation, one-on-one coaching, and employer related events and activities. Participates in the design and delivery of the all aspects of the internship program for undergraduate students including workshops, coaching, site visits and resource materials.

	Purpose and Key Functions:
	· Probe for information from employer partners to understand recruitment needs and develop employer relationships to understand current and potential resourcing needs of organizations. 

· Present and market programs to industry partners and encourage them to provide employment opportunities to undergraduate students.

· Cultivate and maintain relationships with alumni to gain insight into their careers and determine whether partnership opportunities exist from a recruitment or student development perspective.

· Develop and deliver a career development course for undergraduate students wishing to pursue an internship.

· Critique student resumes, cover letters and conduct mock interviews for undergraduate students.

· Conduct end of term and back to campus meetings for exiting and returning undergraduate internship students.

· Coach and advise students on career development skills and processes such as resume writing, interviewing skills, networking and negotiating employment offers.

· Create and update resource materials to complement the workshops and development programs offered to students.

· Schedule and conduct internship site visits with students who are on work placements.

· Analyze market research trends.

· Attend employer events and activities such as employer information sessions, panel discussions and student club functions.

· Assess and offer recommendations for student club events.

	Requirements:
	Bachelor's degree in Business Administration or related field.

Requires 3 years of relevant experience.

Valid driver's license required.

	Assets:
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	Additional Information:
	     


