USC Annenberg Career Development Graduate Assistant Position

Position Title: Graduate Assistant, Career Development
Department: Annenberg Career Development

About the Department
The USC Annenberg Career Development team supports students in exploring career pathways across journalism, communication, public relations, entertainment, sports, media, technology, and related industries. The office connects students and alumni with internship and employment opportunities through employer partnerships, experiential education programs, recruiting initiatives, career events, and advising services.

The department also collaborates with faculty, alumni, and industry leaders to create meaningful hands-on learning opportunities that help students build professional experience and career readiness.

Job Description: 
· Assist with employer outreach, scheduling, and partnership communications
· Support company information sessions, employer meetings, and recruiting initiatives
· Help maintain employer contact records and engagement tracking systems
· Assist in planning and execution of employer-facing events such as Industry Nights, career fairs, networking programs, and roundtables
· Support logistics and student communications for experiential education programs including career treks, Maymester, Spring Break programs, and site visits
· Assist with internship and fellowship-related administrative processes
· Help promote student opportunities and employer programs
· Create and manage spreadsheets, surveys, forms, and project tracker
· Assist with student and employer assessment projects
· Compile participation data and prepare summaries for internal use
· Research current industry trends, employer needs, and emerging career pathways relevant to USC Annenberg students
· Create flyers, calendars, presentations, and marketing materials using Canva
· Update job and internship postings in Handshake and related systems
· Assist with office operations and special projects as assigned
· Support event setup, check-in, and day-of execution

Qualifications: Student workers must be enrolled in a graduate program at the University of Southern California. Students must register for Fall 2026 coursework at USC. This is a paid position. Work study candidates preferred.

Expectations:
· Excellent written and verbal skills
· One-semester commitment required, two semesters preferred
· Must be proficient in Canva, Microsoft and Google Suite
· Ability to work independently and collaboratively

Hours and Salary: 10-12 hours per week; $20 per hour.
Duration: Late Summer (August) 2026 – Fall 2026 (possible extension through Spring 2027)
Application Deadline: Monday, June 30, 2026
Required Materials: Please email resume and cover letter to Jeremy Booker, Assistant Director of Industry Relations (bookerj@usc.edu)
