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INTRODUCTION  

 The career center is an important asset to the education offered at Wentworth 

Institute of Technology. It is essential that the services offered are efficient and helpful to 

the student body. Freeing up time in the career center would allow the advisors to spend 

more quality time with students, organizing events and networking with employers. 

Improved functionality of the career center and saving time are important to the success 

and growth of Wentworth’s co-op program and Wentworth graduates.    

BACKGROUND 
 
 This proposal signifies the importance of improving efficiency of the career 

center. An important function of the career center is to help students and alumni in their 

employment goals. This proposal will free up time for career center staff to perform their 

primary function. Currently, staff members in the career center are responsible for the 

marketing of the career center and its sponsored events. Due to the busy nature of the 

career center’s staff, the planning and implementation of these marketing projects are 

placed aside until the last minute and end up being rushed for completion.  This current 

method is costly in terms of time and resources. Many individuals, including staff 

members and work study students work on the marketing projects. With projects 

changing hands, this could lead to inconsistency and inefficiency.  Implementing a new, 

more efficient marketing system would create substantial benefits to the career center, 

more efficient methods are important when dealing with a marketing budget of $5,000. 

This system could save each staff member in the career center up to 10% of its time. This 

time will allow more staff members to meet with students individually, communicate 

with employers, and organize events.       
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PROPOSAL   

  Currently, the Career Center distributes marketing projects amongst a group of 

staff and work-study students.  

To create and sustain an efficient atmosphere implementing a co-op position, such 

as a BSM student concentrating in Communications, to solely handle the marketing 

responsibilities and event planning would be highly effective. A student concentrating in 

communications would have advanced written communication skills and a higher 

knowledge of marketing. As co-op advisors, the time they should be spending with 

students helping them to find jobs, is spent doing “marketing and event planning [that] 

takes up 10% of our time” (Denon). This will leave an extra four hours per week for 

advisors to meet with students, and to contact and network with employers. 

The seven employees, according to the director’s estimation, spends a total of 28 

hours per week working on marketing projects. These 28 hours is estimated by taking 

10% of the total time that the full time staff in the Career Center works. By hiring a co-op 

student, this time will be used much more efficiently. The co-op person can work as 

much as 40 hours during a week if needed. The Career Center will also have the luxury of 

having the student work as little as 25 hours during any particular week, which is the 

minimum requirement for a co-op student at Wentworth. The projects will not be rushed 

and the overall productivity of the Career Center should see drastic improvements.   

 The first step in this process would be to speak with the Marketing and Public 

Relations department at Wentworth Institute of Technology to see if they would be 

willing to supervise another co-op student working in a different office. Multiple factors 

would have to be taken into consideration for this decision to made, like whether they 



  3 

have the time to supervise another student and if they feel the student would take away 

significant experience and knowledge from this co-op. 

 If the Marketing and Public Relations department is willing to supervise the 

student, the Career Center would then need to approve the creation of the co-op position 

once it is decided whether or not paying another employee would be worth the duties 

being performed by the student. 

 The duties being performed by this student would include deciding which 

marketing strategies will be implemented to attract certain demographics, such as which 

professional events the Career Center will be sponsoring to attract potential employers 

and which smaller campus-wide strategies will be used to attract students to Career 

Center events and the services the center offers. 

 The student filling this position would also be in charge of over-seeing and 

delegating the tasks of the production of the Career Center’s publications to make sure 

that they are effective marketing tools for the demographic that they are targeted at. 

A good amount of the Career Center’s marketing is done through events that are 

held, such as Mock Interview Day and the Career Fair, so this student would also be in 

charge of event planning. A lot goes into the planning and coordination of events, the 

student will have to coordinate location, invitations, handling R.S.V.P.’s, scheduling and 

compensation gifts for those who attend. 

By employing a co-op position in their office, the Career Center can not only 

increase efficiency but also help them complete their original mission, find students jobs 

and increase their marketability; they will be providing the student with skills and 

experience they can take with them after they leave the walls of our institution. 
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The idea of a co-op student was concluded to be the best decision once comparing 

the options presented to us by the Career Center staff, a graduate assistant and a full-time 

professional marketing staff member, such as D.J. Moore of the Admissions Office. 

A graduate assistant was eliminated immediately due to WIT not having graduate 

programs available for the major required to hold this position. A professional would be 

much more costly than hiring a co-op student, a professional estimated at $60,000 

including benefits per year plus benefits while a co-op student for each co-op period 

would be roughly $23,000 per year (Denon). 

Position Calculations Cost 

Career Center Employees 

~$194,415 total office 

salary per year* x 10% of 

time spent per year 

~$19,441 

Professional Marketer ~$60,000 ~$60,000 

Graduate Assistant N/A N/A 

Co-Op Students 
~$12 x 40 hours per week x 

46 weeks per year 
~$22,100 

 *Based on national career services staff salaries from the Nation Association of Colleges. 

 As shown above, the time spent by Career Center employees working on 

marketing projects and event planning is valued at almost $20,000. Hiring a co-op 

student to handle these responsibilities costs approximately $22,000, which is slightly 

more expensive. Having co-op students would cost $2,000 more per year, but the time 

saved is valuable to the Career Center staff. They could use this time to work in their 

areas of expertise and the overall marketing would improve. 
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 Equally important to time savings is the education the Career Center, and the 

Marketing and Public Relations department could provide to co-op college students. Co-

Op is a staple in the education here at the Wentworth Institute of Technology, and no 

department should turn down the opportunity to provide a student with this valuable 

learning experience. 

“The coop experience at Wentworth gives  students an understanding of what  is out 

there.  I  have  had  students who  have  gone  out  on  coop  and  have  returned with  an 

increased awareness of what to expect in the workforce.”      

  ‐Professor Jon Ripley 

  

Approval for this idea is needed by the deadline of summer 2010 co-op registration. 
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Job Description 
 
Marketing Coordinator Position 
Wentworth Institute of Technology Career Center 
 
Wentworth Co‐Op students in the Communications Concentration of the 
Management major are sought to handle all marketing operations in the Career 
Center.  This is a 30‐40 hour a week position in its first year of development.  All 
marketing is directed to this individual by Career Center Staff for final planning and 
publishing.  Management students are required to have completed their Marketing 
class and business communication class before applying for this position.  Students 
with design experience are proffered; design or art theory classes or knowledge.  
Applicants should know how to use Microsoft Office Suit Applications. 
 
New employee will oversee and actively participate in the creation of all 
publications made for the Career Center by Work‐Study students.  They will also 
coordinate and plan many Employer, Alumni, and Student events related to Career 
Center initiative. 
Hourly pay at $12.00 an hour, with no fulltime benefits included.  Flexible 
scheduling and convenient location on Campus in Wentworth Hall. 
 
Please Send Resume attached to a copy of this Job Description to the Director of the 
Career center, Greg Denon, at denong@wit.edu.  Please include which Co‐Op 
semester you would like to begin working. 

 


