
Deputy Director to the Skills and Career Development Center 
 

The Deputy Director to the Skills and Career Development Center is required to 

speak fluent English, be creative in English Writing, be able to edit written English 

essay, demonstrate the ability to work on your own, self-motivated, enthusiastic in 

helping the student to develop their abilities, find or create new activities to bring 

students to join SCDC, to be a teacher and a role model to students, be able to 

attend the executive meeting on Thursday as the replacement of the Director of 

SCDC, to help the Director in managing students’ orientation, internship 

recruitment, be able to do a One on One Interpersonal Communication with any 

students who wants to better their spoken English, be able help students find ways 

in studying better, be creative and innovative in finding ways to develop study 

abroad website resource with the IT department so that students wishing to go 

study abroad can find information easily by a click of a button.  Being able to work 

with different college departments Directors, Associate Dean, Deans, VPA, and VPO 

in finding ways to work together in organizing events to get the students to 

participate.  Being able to work with faculties, work with old programs as well as 

update the old programs to accommodate the students need, work in gathering new 

textbooks that SCDC may need for the students to develop, be able to write course 

syllabus, be able to work with Microsoft Office Suite such as Word, Excel, Outlook 

and PowerPoint. She/he needs to support the Director to reach target enrollment 

goals for all SCDC’s activities and presidents demand, improve the research or 

activities capabilities of SCDC, and develop marketing strategies for the 

development of SCDC either by setting up booth in the 1st level with new banners, 

flyers, brochures or any new ideas. 

 

A. RESPONSIBILITIES: 

I. Student related 

 

- Serve as The Deputy Director to the Skills and Career Development Center One on One 

speaking trainer, Career Path counseling, CV writing trainer, interview trainer, cover 

letter trainer, Alumni Successor organizer/coordinator and Study Abroad advisor to 

students in college. 

- Keep student records; make sure that all records are accurate and regularly updated in 

database system. 

-Make phone list in the Outlook contact of all the new public speaking students or any 

students interested in SCDC. 

- Keep track of student’s performance, contacts, and plan/advertise appropriately for future 

course offering/training to students ahead of time. 

-Be able to do a lot of administration work and marketing strategy planning 

-Be able to coordinate events every month. 

- Maintain professional relationships with students and faculty. 

-Create, maintain and update SCDC Facebook 



- Create, maintain and update SCDC Website 

-Conducting Orientation, new events every month, call out to major companies to create job 

fair to get students to enroll to our university.  Job Fair counseling.  Conduct One on One 

training, Study Abroad, Scholarship, CV writing, Interview training, cover letter training, 

and Study Abroad training, Alumni Successor and Career Path Counseling. 

-Keep track of Monthly # of students attending SCDC in the Key Figure in the Dropbox 

-Reviewing course Syllabus and textbooks, upgrading/design/marketing SCDC office, 

updating/creating/designing/marketing SCDC flyers/brochures/Facebook/TV/radio, 

proposing short courses and new activities, getting volunteer/intern. 

-Come up with 1 big events each month for students based on SCDC activities 

 

II. Academic and CES related 

 

- Propose, identify and recommend new activities to be offered each term based on 

the student’s interest 

- Conduct regular review of curriculum of their respective college. S/he encouraged to work 

closely with students, Associate Dean, Deans, and Vice Presidents, to ensure an effective, 

and attractive activities for the students; 

- Conduct classes training/evaluation as per assign by the Director of SCDC; 

- Teach, train, consult and be an advisor is required 

- Assistant to SCDC is expected to try to develop/create a research program to better SCDC 

based on their past experience and the needs of their College and its students; 

- Assistant to SCDC is expected to serve on the Executive Meeting. 

 

III. Others 

 
- Work closely with UC Faculty and CES to ensure balance communication. 

- Properly file, distribute flyers, brochures, and organize to recruit students to SCDC within 

the college on the first floor. 

- Attend meetings and university activities. 

-Be able to work from 8AM-6PM Monday to Friday. 

 

B. QUALIFICATIONS: 

Must possess a BA in Psychology, Sociology, Communication or related field and 

have a minimum of 3 years of working experience in an academic institution.  It is 

good to have a certificate of Public Speaking experience. 

I. Knowledge 
- Curriculum design and development 

- Guideline development 

- Research methodology 

- Leadership 

-a people’s person 

 



II. Skills 
- Strong personal and analytical skills 

- Independently motivated with little need for instruction 

- Works well independently as well as part of the team 

- Time management and organizational skills 

- Have good command of the English language 

- Computer literacy 

- Strong networking, communication skills 

- Team building skills 

- Critical thinking skills 

-Love to be around people 

 

 

III. Personal Attributes 

- Patient and Friendly 

- Highly responsible 

- Adherence to strict confidentiality standards 

- Honest and trustworthy 

- Respectful 

- Flexible, highly motivated and creative 

- Demonstrate sound work ethics 

 

C. REPORT LINE: 

This position is required to report to Director for the Skills and Career Development 

Center. 


