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School of Business

Pokhara University
JOB DESCRIPTION FORM
Name of Employee:
Job Title: Student Counselling and Professional Development Cell
School: School of Business, Pokhara University
Immediate Supervisor: Director, School of Business

Job Objective/Summary: Under the eventual direction of the Director, School of Business

and, initially, under the office of the Internal Quality Assurance Committee (IQAC), organize,
maintain and operate a Counselling and Career Guidance Unit and provide a wide variety of career
information and materials; communicate with students, alumni, faculty, and university
representatives and community representatives concerning career planning, counseling and

guidance.

Educational requirements: Minimum Qualifications: Master’s degree in any of the helping

professions (preferably in psychology); basic and essential individual and group counseling skills.

Experience: Prior experience with students, involvement with student leadership preferable.
The cell coordinator should have basic computer knowledge and excellent communication skills,
and should be able to interact with a variety of people, in addition to the following required

abilities:

e Operate PCs in a Windows environment using various office productivity
software applications

e Operate modern office equipment and audio/visual equipment.

e  Work independently using effective public relations skills with little direction.

e Meet schedules and time lines.

e Plan and organize work.

e  Work confidentially with discretion.

e Communicate effectively both orally and in writing.

e A reasonable command of English

e Telephone techniques and etiquette.

e Basic research methods.




Duties & Responsibilities:
Main routine duties:

1. Provide career information, assistance, support and counselling services to students,

alumni, faculty, and counselors; coordinate day-to-day operations and schedule activities.

2. Obtain, organize, file and display career education and instructional materials and develop
and maintain a current and comprehensive occupational library including information on careers and
career clusters, employment prospects and trends and employment requirements and opportunities.

3. Collaborate and maintain close working relations with several Pokhara University
divisions, committees and units involved with students, alumni, and career events including: the Dean
of the Faculty, the Student Counselors, Advisory Committee pertaining to career events, the Research
Management Cell, and with the Alumni Relations Office, and with the University, where relevant,
especially in the planning, organizing and conducting Career Days and Job Fairs.

4. Provide information concerning career tests, interpret test data and communicate findings

in concurrence with the Counselling Office.

5. Maintain a current inventory of CG equipment and materials.
6. Stay current with the latest job postings and market needs.
7. Operate a variety of office equipment and maintain an attractive and organized career

guidance office.

8. Adhere to known ethical standards of counseling.

Periodic duties:

1. Attend meetings, conferences and workshops regarding career trends and those designed
to maintain and upgrade career guidance and counseling.

2. Complete reports as required and maintains records of every consultation, activity and

service rendered. Maintain log book of student counseling.

Signature of Supervisor Date

Signature of Employee Date

This job description may be reviewed annually or as the need arises
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POKHARA UNIVERSITY

School of Business

JOB DESCRIPTION FORM
Name of Employee:
Job Title: Student Counselling and Professional Development Cell
Coordinator
School: School of Business, Pokhara University
Immediate Supervisor: Director, School of Business

Job Objective/Summary: Under the eventual direction of the Director, School of Business

and, initially, under the office of the Internal Quality Assurance Committee (IQAC), organize,
maintain and operate a Counselling and Career Guidance Unit and provide a wide variety of
career information and materials; communicate with students, alumni, faculty, and university
representatives and community representatives concerning career planning, counseling and

guidance.

Educational requirements: Minimum Qualifications: Master’s degree in any of the helping

professions (preferably in psychology); basic and essential individual and group counseling skills.

Experience: Prior experience with students, involvement with student leadership preferable.

The cell coordinator should have basic computer knowledge and excellent communication
skills, and should be able to interact with a variety of people, in addition to the following

required abilities:

e Operate PCs in a Windows environment using various office productivity
software applications

e Operate modern office equipment and audio/visual equipment.

e  Work independently using effective public relations skills with little direction.

e  Meet schedules and time lines.

e Plan and organize work.

e  Work confidentially with discretion.

e Communicate effectively both orally and in writing.

e A reasonable command of English

e Telephone techniques and etiquette.

e Basic research methods.



Duties & Responsibilities:
Main routine duties:

1. Provide career information, assistance, support and counselling services to students,
alumni, faculty, and counselors; coordinate day-to-day operations and schedule
activities.

2. Obtain, organize, file and display career education and instructional materials and
develop and maintain a current and comprehensive occupational library including
information on careers and career clusters, employment prospects and trends and
employment requirements and opportunities.

3. Collaborate and maintain close working relations with several Pokhara University
divisions, committees and units involved with students, alumni, and career events
including: the Dean of the Faculty, the Student Counselors, Advisory Committee
pertaining to career events, the Research Management Cell, and with the Alumni
Relations Office, and with the University, where relevant, especially in the planning,
organizing and conducting Career Days and Job Fairs.

4. Provide information concerning career tests, interpret test data and communicate
findings in concurrence with the Counselling Office.

5. Maintain a current inventory of CG equipment and materials.

6. Stay current with the latest job postings and market needs.

7. Operate a variety of office equipment and maintain an attractive and organized
career guidance office.

8. Adhere to known ethical standards of counseling.

Periodic duties:

1. Attend meetings, conferences and workshops regarding career trends and those
designed to maintain and upgrade career guidance and counseling.

2. Complete reports as required and maintains records of every consultation, activity

and service rendered. Maintain log book of student counseling.

Signature of Supervisor Date

Signature of Employee Date

This job description may be reviewed annually or as the need arises
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