
Job/Position Description 
 

 

DUE Office : Global Education & Career Development (GECD) 

Title : Employer Relations Coordinator 

Date  : January 2015 

 

 

Overview Statement: 

The Employer Relations Coordinator provides customer service and organizes programs involved in 

providing employer services.  The position serves on the Career Services team and is part of GECD, 

which collaborates to help students develop and implement their educational and career plans, 

participate in global education experiences and to develop global-ready graduates.  

 

In support of the above mission, this position coordinates employer relations programs to enhance 

employer relations and to create opportunities for students, as well as to enhance career development 

and career competencies for students. 

 

Characteristic Duties and Responsibilities: 

 Provide assistance to employers regarding the use of the GECD online career management 

system, On Campus Recruiting, challenges experienced and referring employers to appropriate 

staff and resources as appropriate. Assistance includes responding to employer emails, 

answering phone calls, recommending system or process changes and triaging situations by 

including additional staff members and MIT administrators as appropriate.  

 Guides the On Campus Recruiting program in assisting in the development of processes, 

procedures and policies and the implementation and enforcement for students, employers and 

staff. Identifies trends and recommends revisions or improvements to overall On Campus 

Recruiting program.  

 Supports the Employer Connection Program (ECP) by providing oversight of benefits and 

services used, organizing ECP member specialty programming and events, arranging ECP 

meetings with staff, providing advisement on recruitment strategy and maintaining regular 

contact with ECP members to ensure quality customer service.  

 Assists in overall employer outreach and new employer development efforts. 

 Assists in developing recruiting policies, rules and regulations and helps resolve conflicts and 

troubleshoots issues related to employer relations programs.  

 Utilizes technology systems to deliver employment services and manages employer relations 

programs to include employer communications, new employer development efforts, career 

fairs, on-campus recruiting, resume referral and job listing services.  Makes recommendations 

for improving and updating existing technology systems and products.   

 Develops surveys, analyzes and presents data on various employer services and activities.   

Assesses employer relations efforts and identifies ways to continually improve employer 

programs and services.  Assists with compiling data for annual surveys and provide support in 

implementation of surveys.  

 Assists in the coordination of one or more employer services programs or projects such as the 

Employer Symposium, Career Fair Prep, MIT Spring Career Fair, CareerBridgeLink, general 



employer events, employer site visits, program planning, marketing and promotion, evaluation, 

reporting, coordinating staff and logistics and scheduling activity. 

 Consults with existing employer contacts to develop strategies for effective recruiting and 

strengthens contacts through outreach activities. Coordinates employer meetings with other 

career services staff engaged in employer relations activities. 

 Maintains a liaison assignment to a specific academic unit and its students, providing a range of 

career services.  Collaborates and maintains relations with related faculty and staff.  

Coordinates programs and workshop for liaison areas.  

 Provides general career services to students as needed, including advising and drop-in sessions, 

workshops and presentations, and special programming. 

 Performs related duties as required or deemed appropriate to the accomplishment of the 

responsibilities and functions of his/her area and serves on various office or university 

committees as needed. 

 

Supervision Received: 

Reports to the Assistant Director for Employer Relations. 

 

Supervision Exercised: 

May oversee one or more career assistants or student workers on projects.   

 

Qualifications and Education: 

The Coordinator position requires a Bachelor's degree combined with experience or a Master’s degree 

(emphasis in student affairs, human resource management or related field). One or more years of 

experience in a related business or career office setting, related to career development and employment 

recruiting preferred.   

 

Special Requirements:  

 

 Organization, written and oral communication skills, ability to engage in multiple tasks, a 

motivated/enthusiastic work style, and the ability to work in a fast paced environment with a broad 

range of internal and external constituents.   

 

 Familiarity with career services online technology and career services management systems.    

 

 Ability to interact collaboratively and effectively with s students, faculty and administrators at a 

research institution.   

 

 A deep interest in and enthusiasm about the principles of an MIT education, and in extending that 

education to contributing to society and solving the world’s problems. 

 

 High ethical standards, knowledge and appreciation of cross-cultural and bias issues, and 

demonstrated ability to work with diverse populations. 

 

 Strong interpersonal skills, including ability to listen carefully and communicate tactfully. 

 

 Strong commitment to student life and learning, and to student career development.   

 

 Experience in being an effective member of a team. 


