UNIVERSITY OF

CALGARY

Career and Life Design Peer Helper
Position Description

Position Titles: Career and Life Design Peer Helper

Department: Centre for Career and Personal Development (CCPD)
Term: Fall 2026/Winter 2027

Number of Positions: 5-7

Hours: 20-40 hours per term (2-5 hours per week)

Length of Position: August 1, 2026 — mid April, 2027
This is a competitive student leadership volunteer opportunity for U of C students.

POSITION DESCRIPTION

The Centre for Career and Personal Development (CCPD) is here to help students have an outstanding student
experience and to enhance their career and personal journey. Our goal is to foster a collaborative and student-
centered environment that promotes exploration, self- reflection, and skill development. Through our
comprehensive services and connections to industry and community partners, we help students develop their
talents and thrive as confident individuals.

As a Career and Life Design Peer Helper, you will support student engagement in career development and life
design by contributing to programming, services and resources through a variety of tasks and projects. This
includes projects focused on helping students navigate career and life design resources; contributing to
workshops and events; assisting with marketing, social media, digital and video resource review and
development, and engaging students in fun, interactive and educational activities. This exciting opportunity
will provide you with effective coaching, marketing and communication skills and opportunities to discover
important career and life design strategies that will help you develop personally and professionally.

TASKS AND RESPONSIBILITIES
Tasks and responsibilities may consist of the following:

Drop-in Advising Support:
e Provide basic resume and cover letter recommendations to peer students, during drop-in hours, using
a rubric based on training received on the fundamentals employers look for in a structured and
targeted resume
e Help students navigate career and life design resources, book appointments, register for workshops,
and answer general inquiries

Programming/Events Support:
e Support programming and workshops including but not limited to: Life Design Bites (weekly drop-in
events designed to engage students in Life Design concepts) and Career Education workshops--both in
person and online
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Marketing and Media:
e Contribute to content review, creation and revisions of career and life design web, digital and video
content and resources
e Update promotional materials which may include posters (digital and print) and designing and planning
social media posts following University of Calgary brand standards
e Additional responsibilities may include outreach to promote CCPD programs and student experiences

Additional responsibilities may include:
e Review new initiatives and provide feedback through discussions and focus groups

BENEFITS

e Increase your knowledge of career development and life design, and gain an increased awareness of the
university services and resources available to students while building your employability skills

e Workin a collaborative team environment in a professional office setting and expand your network of
students, faculty and staff within the university community

e Gain an increased awareness of the university services and resources available to students

e Access to a team of Career Development Specialists who will help you define and achieve your own
personal and career goals
e Become a part of the Peer Helper campus community

COMMITMENT
e This volunteer role requires a commitment of at least one or both academic term(s) (fall and/or winter).
e Position runs from September 2026 to mid-April 2027 (based on the academic schedule)
e MUST complete a virtual, asynchronous 2.5 hour training (between August 1-25)
e MUST attend an in-person, half-day training (August 26')
e Complete professional development offered by the Centre for Career and Personal Development:
e Meet with a Life Design Coach or Career Specialist to support your own personal and professional
journey

QUALIFICATIONS

e Strong proofreading, analysis and editing skills required

e Previous advising, organization and/or presentation experience will be a strong asset

e Marketing, visual communication, design and social media skills will be a strong asset

e Strong communication and customer service skills to convey information clearly to motivate students

e Astronginterest in career development and life design, and supporting the student experience and
learning

e Strong understanding of the Centre for Career Development, resources, and processes

e Demonstrated ability to succeed academically while maintaining other commitments

e Demonstrated professionalism, maturity and good judgment

e Dependable and punctual in time commitments and able to respond quickly to emails

CONDUCT STATEMENT

This position requires students to be in good conduct standing for non-academic misconduct. Students who
are not in good conduct standing have an active sanction of “Probation for Non-Academic misconduct” that
has been assigned through formal conduct proceedings per the Non-Academic Misconduct Policy. Students
are informed in writing of the sanction by the Student Conduct Office. Note: Involvement in the Non-
Academic Misconduct process does not automatically mean a student is not in good conduct standing; this
applies only to those students who have been assigned the sanction of Probation for Non-Academic
Misconduct. If you have been found responsible of a violation of the Non-Academic Misconduct Policy and
you are unsure if you have received this sanction, please contact conduct@ucalgary.ca. Please note thatin
submitting your application, you are verifying that you are in good conduct standing and consent to this being
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verified by the Student Conduct Office. Note that details of non-academic misconduct cases are not shared
through this process.

APPLICATION PROCESS
To apply, please do the following by April 26, 2026:

1) Register for an account in Better Impact and complete the application form, indicating interest in
“Peer Helper — Career & Life Design”

2) Complete this online application

3) Send your resume and cover letter to lygia.vernonl@ucalgary.ca

Interviews will be held mid-to-end of May for the position commencing for the Fall/Winter 2026-2027
academic terms.
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