
   
 

   

 

 Graduate Assistantship FY 2024-2026 
Position Title   
Graduate Assistant for Career Center, Career Education Team    
   
Unit and Position Description  
The Career Center is part of the Division of Student Affairs with strong and broad-reaching 
relationships and responsibilities throughout campus, including the academic colleges. The 
department is divided into three units: Career Education, Employer Relations, and Operations.  
The Graduate Assistant will support the Career Education Team.   
 
This role assists the center’s efforts to support students, provide individualized and group career 
advising, and create and deliver curriculum and programs. In addition, the Graduate Assistant will 
develop specialized career education for students with intersectional identities and backgrounds, 
including but not limited to international students, low-income students, students of color, students 
with disabilities, adult learners and veterans, student-athletes, LGBTQIA+ students and more to 
provide high-quality career education to CSU (Colorado State University) students.   
 
Moreover, the Graduate Assistant will be supporting the Career Center in expanding programming 
efforts to support students who undocumented.  
 
This individual reports directly to the Career Education Manager for Diversity, Equity and Inclusion 
Initiatives.    
 
Unit Mission:   
We support and equip CSU students and alum to discover and pursue their goals. We do this by 
honoring their identities and experiences, challenging systemic barriers, and intentionally engaging 
with campus partners and employers.   
 
 
 
 

Primary Responsibilities    
   
Equity & Inclusion Career Education Initiatives & Program Development (40%)     

▪ Serve as a member on the Career Center Funding Committee to support department 
Awards: Attire Fund, Equity Initiatives Fund, and Mary Ontiveros Inclusive Fellowship 
fund, including:   



   
 

   

 

o Attending bi-weekly committee meetings,   
o Promoting scholarships with internal and external partners,    
o Reviewing application submissions with rubrics.   

▪ Support with the creation and implement of a program that would support career readiness 
for students who are undocumented.  

 
Direct Student Service (25%)    

▪ Advise students in one-on-one scheduled and drop-in appointments regarding the following 
topics: career and major exploration, job and internship search skills (advocating for self in 
the workplace, navigating unwritten rules in the workplace, translating skills between 
industries, etc.) and the graduate school application process.   

▪ Provide identity-conscious career education for diverse populations, including first 
generation students and students from historically marginalized backgrounds.   

 
Department and Administrative Support (20%)    

▪ Attend regular meetings with supervisor, Career Center staff, and Career Education Unit 

▪ Provide event support during Career Center events such as Resume Rush, Career Fairs, and 
more  

▪ Serve on Career Center committees, hiring committees, and other projects that align with 
goals of the Graduate Assistant and needs of the department.   

 
   
Campus Partnerships, Presentations, and Workshops (15%)    

▪ Collaborate with Career Education team to create and facilitate identity-
conscious presentations and workshops related to career development on topics such as self-
assessment, salary negotiation, networking, deconstructing historical notions of 
professionalism, etc.    

▪ Support the Career Center's Campus Community Partnerships team to provide community-
specific career development programming when able. Campus partners include Undeclared 
Advising, Key Communities, Academic Advancement Center, Community for Excellence, 
Student Athlete Support Services, Student Diversity Programs and Services Offices, Adult 
Learner and Veteran Services, International Student and Scholar Services, Student 
Leadership Involvement and Community Engagement, and Housing & Dining.   

   
  
 
What you Need (Requirements) 

• Admittance in the Student Affairs and Higher Education (SAHE) program.  

• Understand the strengths, needs, and concerns of individuals who are undocumented and/or 
immigrant communities.  

• Demonstrated understanding of dynamics of power, privilege, and oppression across social 
identities (i.e., race, ethnicity, gender identity, sexual orientation, class, disability, religion, 
documented status. etc.) 

• Experience taking initiative on projects and tasks.  
  
What we prefer (Desired Skills) 

• Direct experience working with diverse populations.  



   
 

   

 

• Demonstrate experience establishing and maintaining effective collaborative relationships 
with individuals and organizations across diverse identities. 

 
What you will gain  

• Advising Experience  

• Scholarship management  

• Deeper understanding of law and policy 

• Engage with strategic planning to create organizational/institutional change 

• Build relationships with staff of all levels and across functional areas 

• Program development including research, creation, implementation, and assessment 
 
  Terms of Employment  

▪ The assistantship is 25 hours per week, Monday-Fridays during business hours 8:00am-
5:00pm, with occasional workshops and presentations past 5pm.   

▪ The Career Center operates on a hybrid model in which we require on-site work, with some 
flexibility with remote work 

▪ The employment period is from August 1, 2024, to May 31, 2026 (including part of winter 
break) with an opportunity to work at an hourly rate during summer session.   

 
Remuneration   
The assistantship provides the student with tuition for the 2024-2026 academic years.    
The assistantship provides the student with a monthly stipend as well as full tuition the first year, 
and in-state tuition the second year. Students typically apply for, and receive, in-state residency for 
the second year of the program.    
   
The Career Center offers some professional development funding, this amount flexes based on the 
budget for the year.  
   
 
Office Location   
Career Center, Lory Student Center, Room 120   
 
Contact Info  
Alexis Gomez  
She/her/Ella 
Career Educational Manager- Diversity, Equity, and Inclusion Initiatives  
Email: gom@colostate.edu  
 
And  
 
Jenny Kim  
She/her 
Assoicate Director of Career Education 
Email:  jenny.kim@colostate.edu 
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