CARLETON UNIVERSITY
School of Social Work 
	
FIELD PLACEMENT INFORMATION FORM

	ORGANIZATION:
	Carleton University
Career Services

	WEBSITE ADDRESS:
	
1125 Colonel By Drive, 401 Tory Building

	
PLACEMENT CONTACT INFORMATION:
(name, title, telephone number, e-mail)

	Malie Teng, M.Ed.
Christy Etienne, M.Ed., CCC

Career Counsellor
Career Services
Carleton University
613-520-6611
malie.teng@carleton.ca
christy.etienne@carleton.ca 


	BRIEF DESCRIPTION OF THE ORGANIZATION/PROGRAM
(What do you do? What populations/issues do you serve?)
	Career Services is a department at Carleton University that provides career development and career exploration, employment preparation, further education exploration and the primary place for undergraduate and graduate students and alumni to find experiential learning opportunities. Furthermore, Career Services supports students and alumni through the uncertainty and sometimes overwhelming process of degree and career planning.


	SPECIAL REQUIREMENTS OR EXPECTATIONS OF STUDENTS:
(e.g. skills, knowledge, experience, or training that a student should have) 
	· Must have strong interpersonal skills and exceptional communication skills.
· Must have a client centre approach with professionalism and strong customer services skills. 
· High level of attention to detail and ability to listen actively and offer clarification.
· Strong ability to multi-task and handle pressures that may arise in a busy office setting.
· Ability to work independently, as part of a team and follow direction.
· Knowledge of Microsoft Office, mySuccess and Brightspace is required.

In Person Summer/Fall/Winter Placement:
Placement hours: Monday to Thursday 8:30AM to 4:30PM


	LEARNING OPPORTUNITIES/ ACTIVITIES:
(What could a student expect to do and learn in this practicum?) 
	Facilitation/One-on-One Support:
· The practicum student will conduct one-on-one student advising on a variety of topics, some of which include resume and cover letter reviews, job search and networking strategies, interview skill development, and exploring career and program options.
· Build effective communication and active listening skills to convey career development concepts, best practices and resources. 
· Create, prepare and co-present career development concepts during classroom presentations.
· Practicum students will assist Career Counsellors with the Undeclared Advising Program; they will provide resources and general advising to first year Undeclared students on topics such as: how to choose a major, exploring various career and program paths, academic success and positive habits, referrals and accessing resources, etc. 

Client/Customer Assessment, Support and Triage:
· The practicum student will conduct preliminary client services to students contacting Career Services.
· The practicum student will be expected to use active listening skills, interpersonal skills, sound judgement and problem-solving skills to refer students to the appropriate services or resources by assessing student needs, identifying urgency, and level of support in accordance with the Career Services triage process.
 
Training and Practice:
· Practicum students will participate in a thorough training schedule and shadow staff members to equip them with the skills, knowledge and reference material to support students and alumni with career development, career planning, job search and job application document reviews. 

Administrative duties:
· Practicum students will be required to take detailed and accurate notes to document the services provided.
· Practicum students will build on community engagement and outreach skills by participating in planning and delivering of Career Services events (i.e. Career and Networking Fair, Information Booths, etc.).
· Utilize strong time management and organizational skills to manage daily operational tasks, support students and program needs.
· Practicum students will be responsible for engaging with students and alumni in a professional manner by responding to emails, telephone calls and in person inquiries at the front desk.
· Opportunity to develop new skills by supporting staff on special interest projects and initiatives for student support and resources.


	FULL OR PART-TIME PREFERENCE:
	 
 Part-time (roughly 14-16 hours per week)
 No preference

	SUGGESTED DEGREE LEVEL:
	 BSW 1st Placement
 BSW 2nd Placement 
 MSW Placement


	TERMS AVAILABLE: 
	☒   Spring-Summer (May to August)
☒   Fall (September to December)
☒   Winter (January to April)


	NUMBER OF STUDENTS YOU WOULD CONSIDER EACH TERM: 
	One (1)

	
FORMAT OF THE PLACEMENT:

	☐   Virtual (online, telephone, teleconference)
☒   In-person
☐   Combination of both
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