
Careers Start Here

Learn about student employment and our Career 
Development Center



Student Employment

https://www.etown.edu/offices/student-employment/index.aspx

• Israiel Carter: HR Generalist/Payroll
– carterisraiel@etown.edu

• Deb Frey: Payroll Manager
– freyd@etown.edu

• Located in Myer Hall in the
Human Resources Department

• Student employment questions,
please email payroll@etown.edu or call 717-
361-1406

• Summer Hours: Monday- Thursday, 8:30 
am – 4:30 pm & Friday 8:30 am – Noon

• Academic Year hours: Monday – Friday, 
8:30 am – 5 pm

Student Employment Paperwork

https://www.etown.edu/offices/student-employment/index.aspx
mailto:payroll@etown.edu


Student Employment F.A.Q

https://www.etown.edu/offices/student-employment/index.aspx 

• How can a student start applying for 
jobs on campus?

• What forms do students need to 
start working?

• Do students need Federal Work-Study 
to work on campus?

• How many hours can a student work 
during the school year?

https://www.etown.edu/offices/student-employment/index.aspx


• The Career Development Center educates students on career readiness 
skills, facilitates connections with employers for internships and jobs, and 
provides support to students on their professional journey

• True or False?
• –The best time for my student to visit the Career Development Center is their junior or 

senior year?
• –FALSE! Engaging with the Career Development Center should be “early and often”

Career Development Center



Career Development Center – Meet the Staff

Carolyn Rigo MS
Assistant Director, Career & 
Professional Skills Development 

Maureen Brown MS CCC
Director of the Career Development 
Center



Student Appointments
• Resume Creation or Review
• Cover Letter Creation or Review
• Internship or Job Search Help
• Job or Internship Application Questions
• Career or Major Exploration
• Practice Interview
• LinkedIn/Handshake Profile Help
• Graduate School Discussion and Search
• Graduate School Practice Interview

Career Development Center – Student Support

Career Pathways Courses
• Exploring Career and Purposeful Pathways (CP 141)
• Students will explore life work alternatives that are personally 

meaningful an identify possible career paths by incorporating a 
knowledge of self to evaluate multiple pathways and develop a 
framework to pursue their goals. Students will learn how to 
effectively research career options and how to describe 
strengths, interests and plans. Graded Pass/No pass, 1 credit.

• Professional Skills Development and Defining Career 
Goals (CP 151)

• Designed to primarily assist juniors or seniors with professional 
skills development, this course includes hands-on activities 
including writing resumes and cover letters, networking, 
interviewing and searching for a job or internship. 1 credit, 
Graded Pass/No Pass.



Fall Events

Career Development Center- Student Support

Spring Events
• Exploration Stations
• Business Meet & Greet
• Engineering and Computer Science Meet & Greet
• Science, Health, and Helping Professions Meet & 

Greet
• On-Campus Job Fair
• Adulting is Scary
• Virtual Graduate School Fair
• Mocktails & Mingle (2 Nights)
• Competitive Edge Student Athlete Program
• Ongoing Workshops

o Resume Writing
o Interviewing
o Job Offers

• Career Questions Drop In Hours
o Free LinkedIn headshots available weekly!

• Business Meet & Greet
• Engineering & Computer Science Meet 

& Greet
• Senior Transitions
• Creative Careers Week
• Public Service & Creative Careers Meet 

& Greet
• On-Campus Job Fair
• Ongoing Workshops

o Resume Writing
o Interviewing
o Job Offers

• Career Questions Drop In Hours
o Free LinkedIn headshots available 

weekly

*Other events happen each semester, these are our “signature events”. Check out our website or Instagram to stay up to date on events! 
**All CDC Programs are linked to the Etown Blueprint 



• Meet & Greets 
• Campus Tables
• Information Sessions
• On-Campus Interviews
• Handshake

o Search and apply for jobs/internships
o Complete your profile to be viewable by employers
o Register for Career Development Center events and programs
o Make an appointment with a Career Development Center staff member
o Learn about employers, real reviews from students, and interview questions they ask
o Connect directly with recruiters via messages

• Informational Interviews

Career Development Center – Employer Connections



• Interns are 70% more likely to be hired as a full-time employee with a 
company

• 66% of employers think relevant work experience is the most important in 
their hiring decisions

• Employers are looking for ideally 2 internships by the time a student 
graduates

A Note on Internships for All Majors



Career Action Plan

• Online module based career action plan
• Four Levels

o Level 1- EXPLORE (1st Year Students)
o Level 2- ENGAGE (2nd Year Students)
o Level 3- ENRICH (3rd Year Students)
o Level 4- EMBARK (4th Year Students)

• Students receive Career Action Plan certificate 
upon completion and can showcase to employers

• Students can complete the action plan at any 
point in their Etown college experience



Career Action Plan



Sample Events- Spring 2024



Sample Events – Spring 2024



Sample Events – Spring 2024



• Encourage them to engage "early and often" with the Career 
Development Center
o Appointments
o Meet & Greets
o Internships
o Networking Opportunities
o Career Pathways Courses

How to Support Your Student



12-1:45 pm – Lunch & Explore: Meet up with your student & then...
Visit the Resource Fair to learn about resources & meet Etown staff, Brossman Commons KAV
Talk to the Academic Advising team about Schedule Questions, Brossman Commons, 2nd floor
Tour our Residence Halls, leave from Brossman Commons concourse, 1st floor
Visit the College Store, Brossman Commons, 1st floor
Student athletes, visit your coach, Thompson Gym
Get your ID picture taken, Leffler Chapel
Enjoy lunch sometime during this timeframe – Brossman Commons, 2nd floor

1:45 pm – our next session begins in Leffler Chapel
1:45 pm – An Insider's Guide to Etown (hear from current Etown students)
2:15 pm – Empowering Success: Expectations, Autonomy and Growth
3 pm – Until August
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