
 
 
Job Title: Internship Coordinator 

Number: 16101-01 

Administrative Unit: Centre for Contextual Learning 
Faculties of Human Sciences and Philosophy 

Immediate Supervisor: Director, Centre for Contextual Learning 

Work Schedule: 35 hours per week 

Hay Points: 332 

Last Updated: August 21, 2014 
 
This announcement is directed primarily but not exclusively to Canadian citizens and permanent residents 
of Canada. Saint Paul University encourages applications from all qualified individuals, including women, 
members of visible and ethnic minorities, native peoples, and persons with disabilities. 
 
Interested candidates should send their curriculum vitae to Human Resources Service at rh-
hr@ustpaul.ca by October 31, 2014, at 4:00 p.m. Please indicate the title of the position in the 
subject line. We thank all candidates for applying. We will only contact candidates selected for further 
consideration. 
 

POSITION DESCRIPTION 
 

SUMMARY OF DUTIES 
 
Under the supervision of the Director of the Centre for Contextual Learning, the Internship Coordinator is 
responsible for coordinating internships held by students enrolled at Saint Paul University (SPU). He/she 
builds and maintains links between the Centre, members of the university community, and community 
agencies and organizations in order to identify opportunities for external internships. He/she makes 
recommendations for potential internship sites, and plans and leads skills development workshops for 
students seeking internships. 
 
 
KEY RESPONSIBILITIES 
 
1. Coordination of student internships (40%) 
 

 Meet with students and assess their interests, evaluate their eligibility for an external internship, 
propose external placements, and provide follow-up of files and contracts. 

 Plan, develop and lead skills development workshops for students seeking internships (writing 
CVs and cover letters, interview techniques, job search skills in their chosen field of study). 

 Ensure the accuracy and integrity of information contained in student academic records and the 
Centre’s database, in keeping with established standards; provide information/data and statistical 
reports if and as required. 

 Maintain communication with faculty in the various schools in order to clearly define the learning 
objectives of each credited practicum or internship. 

 Receive student evaluations from on-site internship supervisors and shares them with practicum 
professors. 

 Maintain good relations between external agencies and students, resolve any conflicts that may 
arise, and follow up with the Director of the Centre and practicum professors. 

 Keep a register of internships and agencies, evaluate the quality of each internship, and make 
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appropriate recommendations. 
 Visit internship sites and meet with on-site supervisors. 

 
 
2. Development of internship sites (40%) 
 

 Identify and contact agencies and organizations that could offer student internships. 
 Develop an employer bank for each school within the Faculties of Human Sciences and 

Philosophy. 
 Establish and maintain links between the Centre and various agencies and organizations in the 

region in order to identify potential internship sites; visit internship sites. 
 Respond to requests for information about the services offered by the Centre. 
 Help to publicize the Centre by participating as required in promotional presentations to students 

and other organizations; invite individuals interested in visiting the Centre; make occasional site 
visits to describe the services offered by the Centre. 

 
 
3. Training (20%) 
 

 Participate in planning, designing and leading professional skills development workshops. 
 Invite various guest trainers in order to optimize the students’ learning experience. 
 Participate in designing new programming projects. 

 
 
4. Varia 
 

 Other related duties as required. 
 
 
KNOWLEDGE AND EXPERIENCE  
 
 University degree in a related field. 
 Experience in teaching adults and leading workshops. 
 
 
ESSENTIAL QUALIFICATIONS 
 
 Fluent in English and French (spoken and written). 
 Sound knowledge of community agencies and organizations in the region. 
 Familiarity with the current labour market and hiring trends. 
 Commitment to delivering outstanding customer service. 
 Listening skills, interpersonal skills, evaluation skills. 
 Ability to manage files requiring sound judgment. 
 Initiative, dynamism, discretion. 
 Ability to work independently and in a team environment. 
 


