
VACANCY 
at 

RUST COLLEGE - HOLLY SPRINGS, MISSISSIPPI 38635 
Applications are invited for consideration for appointment to the following position: 

TITLE: Employment Coordinator/Career Coach for Students 

DEPARTMENT: DATE TO BE FILLED: 
Career Pathway Program –Student Engagement Immediately 

RANK OR POSITION AND SALARY RANGE: $38,000.00 - $40,000.00 

BRIEF DESCRIPTION OF RESPONSIBILITIES: The applicant will serve as 

Employment Coordinator/Career Coach for the Career Pathway Program in the Student 

Engagement  area. Specifically, the applicant will be responsible for the following duties: 

 Develop clientele of employers to recruit Rust Students and Set up interviews 

 Plan and organize job fairs/Plan and organize graduate/professional school fairs 

 Assist students in identifying personal goals, developing leadership skills and 

planning career paths 

 Assist students in researching and identifying employment opportunities 

 Assist students in developing resumes, providing feedback on resumes or cover letters 

and strategizing for a successful job interview 

 Conduct workshops, network and maintain relationships to actively promote career 

Opportunities and assist students with career assessments 

 Perform related duties as assigned by supervisor and maintain compliance with all 

college policies and procedures 

The applicant must also develop career/graduate school opportunities and accompany students on 

career exploration trips to include visit to graduate/professional schools. The applicant will report 

to the Director of the Career Pathway Program. 

QUALIFICATIONS: The applicant must have a bachelor’s degree (master’s degree preferred). 

Preference will be given to applicants with a degree in business or education. Also, applicant must 

have excellent verbal and written communication skills; excellent computer proficiency (MS Office 

– Word, Excel and Outlook); must be able to work under pressure and meet deadlines while 

maintaining a positive attitude and providing exemplary customer service; must be willing to travel 

to include overnight trips; and have the ability to work independently and to carry out assignments 

to completion within parameters of instructions given, prescribed routines, and accepted practices. 

Additionally, applicant must be able to lift and carry up to 50 pounds. 

SPECIAL INFORMATION: The Federal Government requires that every individual hired 

since May 31, 1987 complete the I-9. This requirement is in response to the Immigration Reform 

and Control Act of 1986. Form I-9 has been developed to verify that persons are eligible to work 

in the United States. 

Persons interested in the above position should submit a resume along with a letter of interest 

which address the expectations above to: careers@rustcollege.edu 

 

Mrs. Angela Williams, HR Manager  

Rust College 

150 Rust Avenue 

Holly Springs, MS  38635 

CLOSING DATE FOR RECEIPT OF APPLICATION: POSTING DATE: 

Open until a qualified applicant is found 07/06/2021 

Rust College is an equal opportunity/affirmative action employer 

mailto:careers@rustcollege.edu

