CECOS UNIVERSITY JOB DESCRIPTION 
 
	Position Title 
	Manager CDC

	Department 
	Administration

	Reporting Relationship 
	Director CDC
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	REQUIRED QUALIFICATION, EXPERIENCE AND SKILLS 

	Qualifications 
	Masters with First division from an HEC recognized University/Institution

	Minimum Experience 
	Five years of a relevant experience
Preferably a rich experience of Career Counseling, Industry & Corporate Linkages, Alumni Relations and Resource Mobilization.

	Skills
	· Outstanding oral and written communication skills.
· Broad knowledge of their field of education
· Knowledge of governing regulations and university policies
· Ability to provide leadership and build teams




	ROLES & RESPONSIBILITIES

	· Implement strategies developed by Director CDC. 
· Arrange various skill developing trainings for students.
· Counsel & prepare students to find employment.
· Connect students with prospective employers, professional organizations & alumni.
· Conduct market research by establishing contacts with various business, industry, and governmental organizations, including different consortiums.
· Provide information on programs and services through institutional print and electronic media, publications and presentations.
· Promote employer visitation and on-campus recruiting efforts.
· Gather and update graduate information for the development of an automated alumni system.
· Foster ongoing relationships with alumni.



