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Brac University (BracU) 
      Job Description
____________________________________________________________________________

Job Title: 

Director
 of Career Services and Alumni Relations (DCSAR)
Position Purpose

Provide valued career services that enable students and alumni to identify, research and execute graduate level employment opportunities that closely align with their career goals and compliments the skill building opportunities provided by Brac University.

Thoroughly review the changing demand for different types of graduate level employment and educate academic staff and students to develop capabilities appropriate to the changing needs of the labour market. Build strong working relationships with a wide range of employers to achieve this aim and work with academic colleagues to expand the range of work based educational opportunities. (for credit and non-credit) on offer to Brac students during their course of studies. In particular assist BracU students to develop the types skills and competences needed to succeed as leaders in a global economy
Build high levels of alumni engagement with BracU by increasing opportunities for alumni to make a contribution by 1) supporting students with future long employment opportunities and providing career and mentoring support to BracU alumni, 2) increasing opportunities for alumni to engage in the intellectual and extra-curricular life of the University thereby giving back to their institution both financially and in kind.

Organizational Relationships

Position Type:


4 Year Employment Contract
Reporting to:


Associate Vice President Student Life
Staff Responsible to you:
Departmental Staff 
Hours of Work: 
Hours required to do the job. May be required to work days, evenings, weekends and public holidays.
Functional Relationships:

1. Internal Contacts:

Deans and Academic Colleagues within the University structure. Colleagues in the Registry and Student Life.
2. External Contacts:                 Employers in Bangladesh and international locations. Alumni, sponsors and donors 
____________________________________________________________________________
1.0 Key Accountabilities
Specific Duties & Responsibilities
1.1.1 Serve as the primary university link between BracU students and future employers. Emerging employment trends will be thoroughly analysed and strong working relationships developed with future employers to enable employers expectations are well to be clearly understood and BracU students adequately prepared to engage with the employment market.
1.1.2 Serve as the primary liaison between the university and its alumni by building a comprehensive alumni engagement strategy that builds a valued, life long, mutually supportive relationship between BracU alumni and the institution. 

1.1.3 Responsible for fiscal planning and management for career services and alumni relations, including its operations and staffing matters.

1.1.4 Serve as internal adviser and external interface with representatives of industrial, governmental, and educational employers to assist in the internal future shaping of the educational experience and ensure most effective use of career services' efforts. 

1.1.5 Provide an expert approach to career-support to students and alumni in relation to the career planning and job search process.
1.1.6 Conduct and organize workshops, seminars, and other activities to students, employer, and alumni groups.

1.1.7 Actively support the marketing of the university in relation to student employability.  BracU should be recognized as key employers preferred university of choice.
1.1.8 Develop strategies to increase alumni engagement and leadership development programs; manage collaborative relationships with campus departments, student clubs, relationship management office, admissions office to identify, promote and execute new and existing programs.
1.1.9 Develop and maintain new and old relationships with external organizations for expanding appropriate employment opportunities for students and alumni.
1.1.10 Responsible for creation and development of alumni relations initiatives and corporate outreach program.

1.1.11 Review and supervise the on-campus recruitment and interviewing processes as well as resume referral and job-listing services for current students as well as alumni. 
1.1.12 Closely coordinate communication with deans, department chairs, and other faculty to ensure that the career services department is meeting the needs and desires of the academic departments in terms of student internship and employment
1.1.13 Provide regular updates on the effectiveness of student placement and internship strategies to Senior Leadership as required. 
1.1.14 Coordinate and facilitate events, seminar, workshops and career fairs on professional development, career and job search content targeting young and mid-career alumni
1.1.15 Lead the OCSAR team to achieve the strategic target
1.1.16 Continuously guide and develop competencies of the team to promote the office; engage in performance evaluation of the members under supervision.
1.1.17 Plan, manage and control the financial budget  
General Duties & Responsibilities

The general duties and responsibilities of a Director in the University are:

1.2.1 Administrative Duties relating to all matters that the membership of a University entails, including School/Division/University wide activities.

1.2.2 General Responsibility to undertake all other duties as directed by the Vice Chancellor.
1.2.3 Protect the reputation of the University at all times by maintaining confidentiality and professionalism;

1.2.4 Abide by all policies and procedures set out in the Employee Handbook
	3.     QUALIFICATIONS


· A Master's degree in a discipline directly related to staffing, employment, career development and planning, or other human resources concern. Degrees from abroad will be given preference
· At least 10 years’ experience in a progressive role in a similar field. Experience in local/international University will be an added bonus
	4.    KNOWLEDGE & SKILLS 


· Strategic thinking, Effective leadership, influencing skills, very strong interpersonal skills 
· Excellent communication skills in both verbal and written English and Bengali.

· Ability to promote students and the University to diverse industry

· Effective organizational and management skills.

· Demonstrated public relations/marketing abilities 

· Nationwide professional contacts in both the university and employment sectors, international connections will be an added advantage
· Ability to appreciate and support diverse student backgrounds and experiences
· Ability to take initiative and work independently as well as collaboratively
2 OTHER DUTIES


It is acknowledged and agreed that evolving needs or emphasis of the University may require a role/job/position to change from time to time but such alteration shall not be deemed to be a variation of the employment contract/Terms and Conditions of Employment or a breach of the same provided that the substantial nature of the employment remains consistent with the parties intentions at the time of the offer of the job and acceptance of the offer.
3 CERTIFICATION

I certify that I have read and understand the responsibilities assigned to this position.

Employee Signature

…………………………………….

………………………..






Employee



Date

I certify that this job description is an accurate description of the responsibilities assigned to the position.

Supervisor’s Signature
……………………………………………
……………………….





Associate Vice President Student Life

Date

I approve the delegation of responsibilities outlined herein within the context of the attached organizational structure.

Signed:


……………………………………………. 
…………………………





Director
Human Resources
              
Date:

2

