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So…what do we know about hiring EL Pros?

Florida Atlantic 
University

•Public Institution

•Founded in 1961

•30,000+ students

•6 campus network 

•Spread throughout six 

separate counties

•180+ degree programs

College of Arts & Letters

College of Business

College of Design & Social Inquiry

College of Education

College of Engineering & Computer 

Science

College of Medicine

College of Nursing

College of Science

Graduate College

Honors College



So…what do we know about hiring EL Pros?

Florida Atlantic 
University
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• Decentralized – Career Center

• Departments @ Individual Colleges

• No uniformity in curriculum

• University wide initiative to grow the 
internship program & culture at FAU

• 6 Professional staff hired in a little over a 
year

• Opportunity to revamp the Career Center 
programs



• State Public University 

• Founded in 1851

• 41,000+ students

• 3 campuses 

• 351 degree programs

So…what do we know about hiring EL Pros?



So…what do we know about hiring EL Pros?

• 2014 
• Preeminence funding – 7 new CLs hired, assigned to support one 

academic department

• 2015 
• Expanded to additional academic department(s) - Spring 2015
• Expanded to serve academic colleges - Fall 2015

• 2016 
• Added a new CL position for Fine Arts & Music
• Added a new CL position for Business
• Added a new CL for College of Communication & Information 

• 2017 
• Outstanding request for Panama City, FL campus



Recruit

The Florida State University Career Center is proud to announce the opening for our Assistant 
Director of Experiential Learning that will serve as the Career Liaison for the College of 
Criminology & Criminal Justice / FSU Pre-Law Advising Program Co-Coordinator.

The FSU Career Center seeks career services professionals open to an opportunity to conduct 
career advising in a satellite office serving College of Criminology & Criminal Justice students, 
proactively engage in employer development/outreach while delivering career 
development/employability programming for students. 

The Florida State University, commonly referred to as Florida State or FSU, is an American public space-grant and sea-grant research university located in the 
state capitol, Tallahassee. Currently ranked 43rd overall among all public national universities, FSU aspires to be in the Top 25. With a total of 40,838 students 
enrolled, the student body consists of 75.9% undergraduate, 20.9% graduate and 3.2% unclassified. Women account for 54.8% of the enrollment, and 
minorities comprise 27.2% of total enrollment. The average age for undergraduate students is 21.1. Students from all 50 states and the District of Columbia, and 
over 130 countries, are represented.

FSU's Division of Student Affairs was named a "15+ Most Promising Places to Work in Student Affairs" by the American College Personnel Association (ACPA). 
The study examined criteria such as workplace diversity, staffing practices, work environment, family friendliness, salary/benefits and professional 
development opportunities at institutions of higher learning across the country in developing the rankings.

To apply, visit https://hr.fsu.edu
Job ID: 39983 (Internal Title - Career Development Specialist)

Closing Date: Open Until Filled

http://career.fsu.edu/
http://criminology.fsu.edu/
http://prelaw.fsu.edu/
https://jobs.omni.fsu.edu/psp/sprdhr_er/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_CE.GBL
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Hire

Good Afternoon Candidate,
I am pleased to inform you that you have been selected as a candidate for consideration for the position of 
Assistant Director, Experiential Learning/Career Liaison at the Florida State University Career Center. 

We would like to extend the invitation to conduct a Skype interview with our Search Committee.
Please respond and indicate which time slot would work best with your calendar – be sure to mention 
potential availability for more than one time slot (Note - times are listed in EST).

Your Skype interview should last no longer than 20 minutes, open times:
· Wednesday, May 25th 9:30 AM
· Wednesday, May 25th at 10:00 AM
· Wednesday, May 25th at 10:30 AM
· Wednesday, May 25th 11:00 AM
· Wednesday, May 25th 11:30 AM

Our Skype call will come from the FSU Skype User account “FSUCareerCenter”. 
Be sure to include your Skype ID with your response.

Thank you for considering employment opportunities with the FSU Career Center.
We look forward to talking with you,
Search Committee Chair
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Hire

Candidate First Name,
We are certainly excited about hosting you for an on-campus interview for the 
Career Liaison role on Monday, April 18th.

Please find your agenda attached as a PDF document.

For your presentation, please limit your delivery to 30 minutes total 
(recommended 20-30 minutes delivery followed by Q&A from the 
audience). Q&A will consist of open forum questions from Career Center staff 
as well as invited partners from the College of Fine Arts & College of Music.

Further, please find driving and parking directions to campus below - I will 
meet you on the first floor of the Dunlap Success Center. Attached is your 
parking pass that will need to be displayed on your dashboard.

Lastly, in preparation for your on-campus interview, please send your 
reference list over at your earliest convenience.

Looking forward to meeting you,



Hire
Reference Name,
The FSU Career Center has the privilege of hosting Candidate Name on-campus as a Candidate for our Career Liaison/Assistant Director of Experiential Learning role on Monday, April 18th. 

In order to move forward with her candidacy, we are reaching out to her self-identified professional references.

Overall, our professional career services role would require building relationships with other Division of Student Affairs offices, provide career advising to undergraduate students, event 
management, present workshops and generate job postings through external employer outreach. Ideally, we are seeking candidates that are skilled at building structure within ambiguity and 
exhibit flexibility when priorities change. Attached, as a PDF document, is the detailed job description to provide a more detailed look at the role and responsibilities.

To help us identify the best possible candidate to join our Experiential Learning Team, please respond to the following questions:
• What was the primary nature of your working relationship with Candidate?
• What would you consider Candidate’s “shining strength” that made her invaluable in your work together?
• What areas of development did you communicate to Candidate? How did she receive your feedback? Did she incorporate your feedback in future behaviors? 
• How is Candidate received by her co-workers?
• Did you ever have to address work attendance issues, late work arrivals or short turnaround time in annual leave requests with Candidate?
• Please describe Candidate’s reaction when things do not go as planned.
• Please describe Candidate’s political acumen and ability to work with senior leadership.
• From your observation, does Candidate take ownership of the success or failure of her assigned projects? Would you say she takes initiative to find new ways to ensure her projects succeed?
• How independently does Candidate work as opposed to checking in with her supervisor and stakeholders?
• If there is anything overlooked in the above questions, you are welcome to share any additional pertinent information regarding Candidate’s knowledge, skills and abilities.
• If you were in a hiring position, would you rehire Candidate to work for you?

Due to our the short turnaround time of our hiring process, we would appreciate your responses no later than Monday, April 25th.
If you would prefer to talk through rather than type your responses, please feel free to contact me at (850) 644-9774.
Thank you,
Search Committee Chair
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Hire

Candidate,
I am delighted that you verbally accepted the offer to join the FSU Career Center in the 
Assistant Director for Experiential Learning/Career Liaison role with a start date of Friday, 
September 25th.

Please find your formal offer letter attached as MS Word document. To move forward in your 
formal hiring process, a timely response to this email with the acceptance of the offer in writing 
is necessary.

Additionally, in order to move your hiring appointment along quickly and seamlessly, our 
Human Resources Office Administrator will be in touch with you shortly via email to begin 
the paperwork process.

To prepare for your arrival on our end, please email your:
• Preferred shirt size for your official FSU Career Center
• Preferred name for your official FSU Career Center name badge and door tag
• Professional headshot

As always, you are welcome to reach me at (850) 644-9774 with any questions during your 
transition to our team.

Looking forward to working with you,
Search Committee Chair

Members of the Search Committee,
Thank you for your commitment to identifying top talent for the Experiential Learning Team.  

Formal offers were extended to Candidate Name and Candidate Name.……and both candidates 
verbally accepted our offer to join the FSU Career Center with a start date of Friday, September 
25th.

Candidate Name and Candidate Name both were extremely complimentary of their warm 
reception by our Search Committee and the Career Center Team.

Please note – this news is not for public consumption as Director will make an official Career 
Center announcement shortly.

Appreciatively,
Search Committee Chair

It is my pleasure to announce that Candidate has accepted the position of Assistant Director, 
Experiential Learning & Career Liaison for the College of _________. Candidate will start on 
Friday, September 25th Please join me in welcoming Candidate!

Candidate we are very excited to have you join our team!
-Director



Hire
Academic Unit Champion Name:

The Career Center is pleased to announce that Candidate has joined the Experiential Learning Team as the Career Liaison for the College of 

______.

Candidate comes to Florida State University as a Nationally Certified Counselor with more than seven years of experience as a career 

development counselor at both University and University, Program Management with College and a seasoned relationship builder through 

leadership within Non-Profit. Candidate earned a bachelor’s degree in Major from University as well as a master’s in Major from 

University and, in addition, is a doctoral candidate in Program from University. Attached is Candidate resume for your review.

Candidate began her journey with us on September 25, and is currently completing onboarding and training. 

Our goal is for Candidate to begin holding office and drop-in hours within the College following the Labor Day holiday.

As a result, Candidate will be reaching out to schedule meetings with you and/or your staff to learn about needs and goals of your 

Department’s student population.

You can reach Candidate at:

• Dunlap Success Center, Career Center #2119

• (850) 644-XXXX

• xxxxxx@fsu.edu

Candidate will report to Senior Assistant Director for Experiential Learning Megan Hollis (megan.hollis@fsu.edu).

Best,

Search Committee Chair

mailto:lkume@fsu.edu
mailto:megan.hollis@fsu.edu


Hire

• Chamber of Commerce Packages
• Campus Welcome Center Package
• Name badge, office door tag, headshot

Career Center Colleagues,
Thank you for your warm welcome of Candidate to the Career Center Team.

As the Career Liaison for the College of _________, Candidate’s Academic Unit Office 
will be embedded within the Department of _________ (Room # Building Name).

Once established, Candidate’s drop-in hours will be announced to the Career Center 
listserv and posted to the Career Center Hours of Operation Page 
(http://career.fsu.edu/About-Us/Hours-of-Operation). 

Candidate’s  Career Center Office is on the second floor, DSC #_____.
You can reach her at (850) 644-XXXX or xxxxxx@fsu.edu

And, you can now view and share calendar requests with Candidate on MS Outlook.

Candidate will report to Senior Assistant Director for Experiential Learning Name.
Best,
Search Committee Chair

http://career.fsu.edu/About-Us/Hours-of-Operation
mailto:xxxxxx@fsu.edu


Hire – what we learned

• Director deliver charge to the Search Committee
• Pre-block Search Committee calendars
• Pre-block Career Center Staff calendars
• Keep your Academic Unit champions in the loop
• Move quickly!
• Check references in conjunction with search
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Train – what we learned

• No meeting marathon days

• Talking points for current employees

• The order of information matters

• Emphasize entrepreneurial nature of role

• Autonomy!

• You cannot be all things to all people 
simultaneously

• Career Center employee vs. College 
employee



Retain

• Biweekly 1:1 supervision meetings
• Weekly for first month

• Reverse shadowing in Academic Units
• Monthly Experiential Learning Team meetings
• Annual goal-setting

• Individual
• Team
• Career Center

• Retreats
• Semesterly check-ins
• Annual SWOT Analysis

• Assign long-term projects, committee 
representation

• Dean’s Briefs
• RECOGNITION



Retain – Perks, Professional Development, Oh my!



Retain – Perks, Professional Development, Oh my!
First Name,

Myrna, Calvin, & I believe you would represent the FSU Career Center EL Team well at the Marine 

Corps Educator's Workshop June 2017 in Quantico, VA (Calvin can provide tentative dates).

This is an all-expenses paid trip to Quantico, VA where the Marine Corps takes care of their flight, 

hotel, and meals while sending them to where we screen and evaluate future Marine Officers at 

Officer Candidate School.  During EWS they'll see how we teach leadership and set college graduates 

up for their follow on careers leading Marines.  In years past, some attendees got a ride on HMX-1, 

the President's helicopter!  It's a very in depth view of what a career as a Marine Officer would 

entail for a Florida State University graduate

Melissa, V'Rhaniku, Calvin, Heather, Megan, Kristin and Amanda have attended before if you'd like 

some additional insights.  Please let Calvin & I know if you are able and interested in attending.

Best,

Team Lead

First Names,
I wish you both a great time at NPI! I hope the experience gives you a space to reflect and grow 
through professional development and make connections throughout DSA. I really enjoyed 
attending last year and hope you will find it rewarding.

If you need anything the next two days, just let me know. 

Cheers,
Supervisor



Challenges

http://www.orlandosentinel.com/features/education/os-rick-scott-universities-popular-majors-jobs-20160118-story.html


Challenges

Baseline August 

2014

September 

2014

October 

2014

November 

2014

December

2014

Running 

Total

% 

Increase 

Overall

ProfessioNole* 676 676 684 690 703 787 787 16.4%

Internship 

Listings*

102 156 344 261 214 129 1,104 -

Part-Time Job 

Listings*

91 132 103 145 108 70 649 -

Academic Unit

Employer 

Outreach**

N/A 1,078 1,432 159 51 333 3,053 -

Faculty/Staff 

Contacts**

N/A 99 81 76 59 80 395 -

SeminoleLink 

Plus!

538 250 244 84 148 61 1,325 146%

Employability 

Workshops**

N/A 35 

workshops/ 

1,005 

students

26 

workshops/ 

1,284 

students

43 

workshops/

957 

students

16 

workshops/

551 

students

2

workshops/

33

students

120 

workshops/

3,797 

students

-

OVERALL CAREER LIAISON METRICS
Their presence has contributed significantly during their first semester embedded within their Academic 

Units. 

The impact has been felt across all internal and external stakeholders increasing exposure to employability 

skills workshops, increasing alumni and employer connections as demonstrated by:

* Denotes increases calculated for overall numbers

** Denotes increases by majors served within Academic Units. Baseline measurements are not applicable as 

these numbers were not tracked at the Academic Unit level prior to Career Liaison appointments.



Challenges



Creating a Culture - FAU



Creating a Culture - Setting Expectations

Internship Team Pillars built 
on FAU Student Affairs principles:

Productivity

Accountability

Supervision

Discussed during on-boarding process

Pillar 1

Let's Discuss: Productivity Expectations - Team members will focus at the tasks at hand, prioritize accordingly, and proactively ask for 
guidance and assistance. The internship team is constantly striving to produce at the highest level and exceed expectations. Each 
team member should monitor his/her productivity; report outcomes on a weekly basis and at times more frequent basis; ask for 
feedback; and make any necessary adjustments.

Pillar 2

Let's Discuss: Accountability Expectations - Team members are accountable for their own actions and it is their responsibility to 
ensure that they are on task. It is not the responsibility of those around them. They are responsible for meeting stated deadlines - if 
adjustments must be made this should be done prior to the deadline date in consultation with the Director. It is expected that all 
team members "own" their actions.

Pillar 3

Let's Discuss: Supervision Expectations - The Director strives to ensure a transparent internship center where all team members are 
aware of responsibilities, activities, projects, procedures, achievements and goals. If a team member is unclear on any aspect it is 
the responsibility of the team member to vocalize the situation and the responsibility of the Director to clarify and/or provide the 
necessary resource, approach, and/or pathway to a solution.



Creating a Culture - Creating Cohesion

• Team members have:
• Different roles
• Different strengths

• Help them to recognize it
• What I bring to the table…

• Group word cloud
• What jumps out?



Creating a Culture - Creating Cohesion

• Team members support & recognize
each other

• How do other’s see my contribution?
• What my team members bring to the table….

• Individual word clouds



Closing Thoughts

• Believe in your team
• Be humble
• Care about your team so you will:

• be demanding of them…when you should be
• be compassionate…when they need to talk
• discipline them…whey they deserve it
• praise them...when they earn it 
• be strong enough to risk not being liked

Care about your team so they can be better than they 
thought they could be



Questions/Comments


