
 
 
 

POSITION DESCRIPTION: 
CAREERS ADVISOR 

 
Position:  Careers Advisor 

Employment mode:  Full-time, fixed=term with a possibility of on-going 

Period of employment:  1 January 2018 – 31 December 2018 

Salary range:    $80,000  (plus 12% superannuation) 

Reporting to:    Associate Director, Academic Learning 

Location:    Ormond College, PARKVILLE 

 
 
Position Overview 
 
In 2018, Ormond is introducing a work skills and career development strategy that aims to 
enhance the employability of our students. Two key components are the Associate of 
Ormond College (AOC) and the creation of a new position of Careers Advisor. The AOC is a 
structured 3 year program focussed on 21st century work skills. The Careers Advisor will 
support this program within an overall career development strategy that includes 
internships, volunteering, workplace visits, skill development and face to face career 
advising. This role in conjunction with the Learning team, will be responsible for developing 
the new careers strategy around these activities.  
 
Ormond College is a vibrant, busy and flourishing community. We provide a diverse 
learning program for our residential undergraduate, graduate and non-resident students 
who are studying at the University of Melbourne. We seek to attract, retain and develop the 
best possible staff to deliver learning experiences to our students and preference applicants 
with a commitment to a student experience congruent with Ormond values. 
 
The position will require attendance at evening events and programs as negotiated with the 
Associate Director during the semester as part of the duties of Academic Advisor. 
Participation in meetings and events consistent with a membership of the Community and 
Learning team and Senior Common Room is also a requirement, including ceremonial 
dinners of the College (7 per year) and other key community events. 
 
 
Key responsibilities: 
 
 Develop an overall Ormond career development strategy, to include participation in the 

AOC, internships, academic pathways and volunteer programs 
 Implement career development strategy in collaboration with relevant Ormond staff 

from Learning, Community and Advancement 
 Design, deliver and evaluate career development services, programs and resources to 

students at Ormond and the university. 



 
 Proactively engage industry and employers to identify opportunities to increase student 

and graduate employability. 
 Maintain professional currency in career development and career development learning 

relevant to the Ormond context. 
 Engage in the broader work and goals of the Learning and Academic Team as required: 

participation in meetings, projects, report writing and presentations. 
 Undertake other duties appropriate to career development as required. 
 
 
Selection Criteria 
 
Applicants must address the selection criteria when applying for this position. 
 
Essential 
 A degree, normally with two (2) or more year’s subsequent relevant experience to 

consolidate the theories and principles learned; diploma or certificate level qualification 
with at least four (4) years subsequent related experience; or an equivalent level of 
knowledge gained through any other combination of education, training and/or 
experience. 

 Excellent verbal and written communication skills and an ability to communicate 
effectively and interact professionally with diverse groups of people. 

 Demonstrated ability to support the career development needs of students through 
individual appointments, workshops & the development of employability resources. 

 Proven capacity to engage and collaborate with academic, professional and industry 
representatives regarding the provision of effective career development learning 
outcomes for students. 

 Ability and willingness to work effectively both in a team and independently with 
minimal supervision. 

 Excellent computer literacy and strong technology skills to support a high quality 
learning experience for students, to operate efficiently as part of a team, and the capacity 
to learn and utilise new online technologies as appropriate 

 Proven ability to set priorities and manage multiple tasks. 
 Demonstrated commitment to applying culturally respectful and safe practices in the 

workplace and demonstrating respect and inclusiveness of culturally diverse people in 
all work practices 

 Working with Children Check 
 
Desirable 
 
 A sound understanding of career development learning in the Australian context and 

related issues in higher education. Familiarity with University of Melbourne processes 
considered favourably. 

 Knowledge of recruitment and human resource activities associated with graduate 
programs and positions. 

 Hold a career development qualification endorsed by the Career Industry Council of 
Australia. 

 



 
 

 

 

If you would like to apply for this position, please send: 

 your CV 
 a transcript of your qualifications, and 
 a cover letter addressing the selection criteria  
 
to Emily-Rose Carr at ecarr@ormond.unimelb.edu.au no later than 5pm, Friday 24th 
November 2017. If you have any questions regarding this position, please contact Emily on 
9344 1152. 

 
 


