Work Study Position Title: Career Education & Mentorship Program Assistant Coordinator
Department / Unit Overview:

The Student Services Centre at Trinity College in the University of Toronto is comprised of the Office
of the Registrar and Office of the Dean of Students. The Student Services Centre is meantto be a
student's one-stop shop for any questions or concerns they have during their time at Trinity College.
The staff in the Student Services Centre work together to support students in their academic life,
residence life, and student life. The staff work to address and answer questions and issues, while
making the appropriate referrals to resources and supports both on and off campus.

Position Description:

The Career Education & Mentorship Program Assistant Coordinator supports fellow students in
their career development by providing peer-to-peer career advising services. This role is designed to
assist students with resume writing, interview preparation, job/internship search strategies, and
general career planning. They also plays a key role in promoting career services events and
resources across campus. They also support the planning, coordination, and execution of Trinity
College's Alumni Career Mentorship Program. This role involves assisting with organizing events
and workshops, maintaining communication with other departments, students and alumni, and
tracking program progress. The assistant works closely with program staff to ensure a positive,
impactful experience for all involved. Strong organizational, communication, and interpersonal
skills are essential for success in this role.

Key Responsibilities:

Provide one-on-one peer advising on resumes, cover letters, Linkedln profiles, and interview
techniques

Guide students in exploring career options and planning career paths using available tools and
assessments

Support resource fairs, workshops, and info sessions, including setup and promotion

Collaborate with Academic Advisor, Career Exploration and Education to develop and distribute
career-related materials

Maintain accurate records of advising sessions and student interactions

Attend required training sessions and staff meetings

Stay updated on current job market trends and employer expectations

Facilitate career sessions for students in collaboration with Career Exploration and Education
Update weekly career newsletter with interesting and informative job and career information

Assisting with the formation and execution of Trinity Alumni Career programming



Assisting with alumni mentorship program management which includes training of facilitators and
planning of events and seminars

Connecting with organizations on the behalf of the Academic Advisor, Career Exploration and
Education in order to form introductions for internships

Putting together of social media and print advertising using Canva, Photoshop, etc

Attending weekly meetings with the Academic Advisor, Career Exploration and Education to discuss
ideas for programming and execution

Assist with recruiting and onboarding mentors and mentees

Coordinate scheduling and logistics for mentorship meetings and events

Maintain accurate records and databases of program participants

Support communication efforts through emails, newsletters, and social media

Collect and analyze feedback to help improve program effectiveness

Provide general administrative support to the Academic Advisor, Career Exploration and Education

Attend all program events and and small group sessions, assisting with the flow of the
sessions/events

Integrating Work Integrated Learning principles by:

Skill development: student will develop professional, communication and administrative skills
along with coordination and career development awareness

Workplace experience & belonging: there will be exposure to professional environments including
in office as well as remote where they will learn how to navigate workplace culture, understanding
of workplace expectations such as reliability and accountability and build professional networks
through interactions with staff, alumni and outside parties

Academic connection: developing transferable competencies employers value through critical
thinking and analysis, research, team work on projects with other student staff and public
speaking/presentations

Career reflection & growth: student will have the ability to have hands on exposure to diverse career
paths, building of application materials through resume and cover letter building and other career
related practices as well as access to career development resources such as career assessments
and networking opportunities

Qualifications:

The successful candidates will demonstrate the ability to assist with the development of career
mentorship programming for Trinity students through collaborations with the Assistant Registrar,



Career Exploration and Education and others. The successful candidates will demonstrate a high
degree of autonomy and creativity as well as a demonstrated ability to work diligently and
effectively, both independently and within a team environment. They should also have strong
organizational and time management abilities with effective verbal and written communication.

Essential Skills:

Excellent communication and interpersonal skills for engaging with diverse student populations
Strong organizational and project management abilities

Ability to work independently and collaboratively with students, faculty, and staff

Experience planning and executing events or programs

Demonstrated ability to maintain confidentiality and exercise sound judgment

Interest in helping peers with career-related questions

Comfortable working independently and in a team setting

Preferred skills:

Proficient in Microsoft Office and other related platforms
Comfort with digital tools (e.g., spreadsheets, communication platforms)
Understanding of peer mentoring models

Awareness of issues affecting university student retention, engagement, and success in the context
of jobs and careers

Familiarity with diversity, equity, inclusion, and belonging practices in higher education
Ability to maintain confidentiality and professionalism

Familiarity with career and job search platforms like LinkedIn, Indeed, CLNX or similar tools
(preferred)

Ability to speak in front of large groups and crowds both in person as well as online
Previous experience with resumes, job searching, or interviews (preferred but not required)
Accessibility Considerations:

Spends the majority of the shift working at a computer

Occurs in a hybrid environment

Occurs in a number of different settings across campus



Works with tight and/or frequent deadlines
Has a significant amount of independent work with limited oversight and direction

Commitment to Accessibility: | confirm accommodations will be made available as needed by the
candidate

Skills:

Career Planning

Collaboration

Community and Civic Engagement

Facilitating and Presenting

Leadership

Teamwork

Application Deadline: September 20, 2026 11:59 PM
Application Procedure: Through CLNXx

Application Documents Required: Resume, Cover Letter
Department / Unit: Office of the Registrar
Supervisor's Name:  Cherryl-Lyn Olamuyiwa

Supervisor's Title: Assistant Registrar, Career Exploration and Education



