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Description

McMaster University is seeking a dynamic and motivated individual to join our team
as an Internship Program Coordinator. This role is pivotal in supporting the
development, implementation, and management of internship programs that
connect our students with valuable real-world experiences. The successful
candidate will play a crucial role in enhancing students’ professional development
and contributing to the University’s commitment to experiential learning.

Responsibilities

1. Program Development:

o Collaborate with academic departments, industry partners, and
other stakeholders to design and develop internship programs
aligned with the University’s academic goals.

o Stay informed about industry trends and best practices in internship
program development.

2. Student Engagement:

o Facilitate outreach and recruitment efforts to attract students to
internship opportunities.

o Provide guidance and support to students throughout the internship
application and placement process.

o Organize workshops and events to enhance students’ professional
skills and readiness for the workforce.

3. Employer Relations:

o Cultivate and maintain strong relationships with local and national
employers to create a diverse range of internship opportunities.

o Work closely with industry partners to ensure internship placements
align with the academic curriculum and meet the needs of both
students and employers.

4. Program Administration:

o Oversee the administrative aspects of the internship program,
including managing application processes, tracking student
progress, and evaluating program outcomes.

o Collaborate with other university departments to ensure seamless
coordination of internship-related activities.

5. Evaluation and Reporting:

o Develop and implement assessment tools to evaluate the
effectiveness of internship programs.

o Generate reports on key performance indicators, student outcomes,
and employer satisfaction.

Qualifications

Bachelor’s degree in a related field; Master’s degree preferred.

* Previous experience in program development, student services, or related
roles.

e Strong interpersonal and communication skills.

* Demonstrated ability to build and maintain relationships with diverse
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stakeholders.
e Familiarity with experiential learning and internship best practices.
¢ Highly organized with excellent project management skills.

Job Benefits

1. Professional Development Opportunities:

o Access to a wide range of professional development resources,
workshops, and training programs to enhance your skills and stay
current in your field.

2. Health and Wellness Programs:

o Comprehensive health and wellness benefits, including medical,
dental, and vision coverage, as well as access to wellness programs
and fitness facilities.

3. Work-Life Balance:

o Flexible work arrangements and a supportive work culture that
values work-life balance, allowing you to thrive both personally and
professionally.

4. Educational Assistance:

o Tuition reimbursement or educational assistance programs to

support ongoing learning and career advancement.
5. Collaborative Work Environment:

o Opportunities to collaborate with talented professionals,
researchers, and educators within the vibrant McMaster University
community.

6. Networking Opportunities:

o Engage with a diverse network of professionals, industry leaders,

and alumni through networking events, conferences, and seminars.
7. Community Engagement:

o Participate in community outreach and volunteer programs,
reinforcing McMaster University’s commitment to social
responsibility.

8. Employee Assistance Program (EAP):

o Access to counseling services, resources, and support through the

EAP to promote mental health and well-being.
9. Competitive Compensation:

o Competitive salary and benefits package commensurate with

experience and qualifications.
10. Research and Innovation Exposure:

o Opportunities to be involved in cutting-edge research and innovation
initiatives, contributing to McMaster University’s reputation as a
leader in academic excellence.

Contacts

1. Resume and Cover Letter:

o Prepare a comprehensive resume detailing your education, work
experience, and relevant skills.

o Craft a cover letter outlining your qualifications, experience, and why
you are interested in the Internship Program Coordinator position at
McMaster University.

2. Submission:

o Combine your resume and cover letter into a single document (PDF
format preferred).

o Email your application with the subject line “Application for
Internship Program Coordinator Position - [Your Full Name].”

3. Application Deadline:
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o Ensure your application is submitted. Late applications may not be

considered.
4. Interview Process:

o Shortlisted candidates will be contacted for an interview. Be
prepared to discuss your qualifications, experiences, and how your
skills align with the requirements of the position.

5. References:

o Provide contact information for professional references who can

speak to your qualifications and suitability for the role.
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