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Introduction 
 

The mission of the Career Center at Cal Poly Pomona is to assist students and alumni in their 
career development and to work with nearly 500 employers who visit the campus each year. 
These employers are looking for talented students of today who will be their leaders tomorrow. 
Cal Poly is one of eleven Polytechnic Universities nationwide. Its mission is to advance learning 
and knowledge by linking theory and practice in all disciplines and to prepare students for 
lifelong learning, leadership and careers in a changing multicultural world. Cal poly Pomona’s 
hallmark is its learn-by-doing philosophy. By blending theory and practice in all its disciplines, 
the university recognizes that the students solving classroom problems will be the employees 
solving the real world problems tomorrow. Students are able to apply their knowledge in 
hands-on-projects, collaborate with faculty on research, and participate in internships and 
service-learning programs.  
 
Cal Poly Pomona students are highly sought by business and industry. This long standing 
polytechnic approach, the learn-by-doing philosophy, and the diverse population of over 22,000 
students has earned Cal Poly Pomona the reputation of developing individuals who are among 
the most sought after in today’s marketplace. The Career Center offers a variety of services and 
programs to students, alumni, and employers.    
 
Cal Poly Pomona’s Career Center is a member of NACE (National Association of Colleges and 
Employers). The association is for human resources and career services professionals. NACE has 
the Principles for Professional Conduct for Career Services Professionals. There are twelve 
guiding principles. As a member of NACE, the Career Center abides by the principles, which are 
in an ethics document that serves as the framework and foundation for practices within the 
career planning, placement, and recruiting processes. One of the principles states: Career 
Services professionals will provide generally comparable services to all employers, regardless of 
whether the employers contribute services, gifts, or financial support to the educational 
institution or office and regardless of the level of such support.   
 
The Career Center has established strong relationships with employers over a long period of 
time. The Career Center has often been the first form of contact for employers to the Cal Poly 
Pomona community. The Career Center assists organizations to connect with students, alumni, 
faculty/staff and the Cal Poly Pomona community.  
 
 
Prior to the 1980’s the Career Center was high touch offering one on one career counseling 
with low tech on recruiting and placement. In the 1990’s there was the emerging technology, 
which the Career Center adapted to and initiated many technological advances including the 
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use of the internet and website for job listings and career development. In the Twenty-First 
Century the Career Center has seen a proliferation of high tech and low touch with recruiting 
and placement.  
 
The Career Center has invested in new technology for our students and alumni. Some examples 
of the new technology include: 
 
Big Interview which is an interactive software program that engages job seekers to practice and 
develop job interviewing skills. 
BroncoConnection provides fast web access to thousands of job opportunities to students and 
alumni including part-time, full-time, and internships.  
StrengthsQuest is a strengths development program for students, which gives students the 
opportunity to develop based on their strengths rather than their weaknesses. 

A Polytechnic Approach 

Cal Poly Pomona is one of only two polytechnic universities of the 23 California State University 
campuses and 11 in the nation. 

The classical meaning of polytechnic is “skilled in many arts.” At Cal Poly Pomona, it means 
more than that. Here, we weave technology and hands-on learning experiences into our 
academic programs, bringing textbook concepts to life in a technologically advanced and 
multicultural world. Students also experience a broad-based education through our general 
education program. All of our academic disciplines embrace the teaching of theory through 
application. We take a multi-facet approach to problem solving, looking at a situation from all 

possible angles. A biology student might use digital image analysis to monitor the growth of a 
virus. An urban and regional planning student might use GIS (geographic information systems) 
to chart the shrinking of low-income housing in an urban area. This focus on actions and 
solutions turns our students into skilled workers, integrative problem solvers and well-balanced 
leaders. 

Cal Poly Pomona benefits from a richly diverse community reflective of the greater Los Angeles 
area. Our student body is roughly one-third Latino, one-quarter Asian and three percent black. 
The university also has a healthy percentage of out-of-state and international students. U.S 
News noted Cal Poly Pomona was the eighth most diverse among regional universities in the 
West and tenth most diverse in the nation. Designated as a Hispanic-Serving Institution, Cal 
Poly Pomona is in the top 25 colleges awarding baccalaureate degrees to Hispanics. Hispanic 
Business magazine also lauded the university's ability to help Hispanic postgraduate students 
succeed. 
 
Cal Poly Pomona students have the option of doing many Learn-by-Doing opportunities. Some 
options include working side-by-side with faculty on research, Ranch Restaurant, Kellogg West 
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Conference Center, The Farm Store, Tournament of Rose’s Float, The Equine Research Center, 
Center for Community Engagement, and The Lyle Center for Regenerative Studies. 
 
Cal Poly Pomona is designated as a Hispanic-serving institution. This is a Federal program 
designed to assist colleges/universities that attempt to assist first generation, low income 
Hispanic students. A Hispanic-serving institution must have at least 25% Hispanic 
undergraduate full-time equivalent student enrollment.  
 
One program that the Career Center assists Hispanic students is the MEP (Maximizing 
Engineering Potential). MEP program at Cal Poly Pomona is a retention and academic 
enhancement program for engineering students. The program’s purpose is to increase the 
number of diverse students who are historically under-represented. The Career Center assist 
MEP students with their career goal identification, job search, interviewing skills, and future 
plans beyond graduation.  
 
Students who graduated from Cal Poly Pomona ranked 74th out of 1,312 universities nationwide 
in terms of return on their investment in higher education, according to Pay scale, the web’s 
largest database of salaries and compensation.  That was higher than all but two University of 
California campuses.  The return on investment was calculated by comparing salary data of 
alumni 20 years after graduation and the actual cost of attending college.  
 
Cal Poly Pomona’s Division of Student Affairs has been honored by ACPA and Divers Issues in 
Higher Education as one of the Promising Places to work in Student Affairs. 
 

 

 

History of Cal Poly Pomona and of the Career Center 
 

In 1925, 377 acres were purchased by breakfast cereal 
magnate W.K. Kellogg. In 1926 W.K. Kellogg opened his 
Arabian Horse Ranch on the site where Cal Poly Pomona is 
today. Cal Poly Pomona opened in the fall of 1938 as the 
Voorhis Unit of the California Polytechnic School, with an all-
male enrollment of 110 students. The campus was located on 
the 150-acre site of the former Voorhis School for Boys in San 
Dimas.  
 

In 1948 W. K. Kellogg deeded 813 acres of land located three miles south of the Voorhis campus 
to the State of California. In 1956, 550 students and 30 faculty members moved to the Kellogg 
campus. The student body included women for the first time in 1961, when 322 women 
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enrolled. In 1966, Cal Poly Pomona separated from the San Luis Obispo campus to become 
California’s 16th state university. 
 
Today, the campus covers about 1,438 acres and is the second largest in area of the California 
State University’s 23 campuses. About 2,700 faculty and staff support the education of 22,000 
students. According to Carnegie Communication, Princeton Review and US News and World 
Report, Cal Poly Pomona is recognized for its wide range of degree programs. Cal Poly offers 
more than 60 undergraduate programs, over 30 graduate programs and 13 teaching 
credentials/certifications in seven colleges and one professional school. Cal Poly Pomona is 
distinguished by our active, hands-on approach to learning, both in and out of the classroom.   
 
Cal Poly Pomona integrates technology into a liberal arts education. As one of only eleven 
polytechnic universities in the country, Cal Poly Pomona embraces the philosophy of “Learn-By-
Doing.” By blending theory and practice into all programs, students gain practical experience. 
Students are able to apply their knowledge in hands-on-projects, collaborate with faculty on 
research and participate in internships and service-learning programs. Cal Poly Pomona 
students are highly sought by business and industry. 
According to Dr. J. Michael Ortiz, President of Cal Poly 
Pomona, “Our graduates will be distinguished by their 
understanding of theory, the ability to think critically and the 
capacity to apply that knowledge in a real-world setting.” 
 
The Career Center at Cal Poly Pomona has been in existence 
since the mid 1960’s. Today Cal Poly Pomona’s Career Center 
is based on a comprehensive model, coordinating all career 
resources including career counseling and employment opportunities for all students/all majors 
for both undergraduate and graduate students as well as alumni. The Career Center has 
continued to develop new partnerships with the employment community as well as with all the 
academic colleges. Our employer development efforts have been successful and we continue to 
have more employers recruit at Cal Poly Pomona than any other school in the state of 
California.    
 

Cal Poly Pomona’s Career Center has invested in the current 
technology to provide students with the best up-to-date 
technology. The Career Center has BroncoConnection, which 
is a job posting and interview management website. The 
Career Center is a member of the NACELink Network. The 
NACELink Network is result of an alliance between NACE 
(National Association of Colleges and Employers), Direct 
Employers Association and Symplicity Corporation. This web 
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based system offers employers the opportunity to connect their employment opportunities to 
22,000 students as well as alumni. 
 
 
 
 

Demographics* 

Number of Students 

 Undergraduate:  20,530 

 Graduate:  1,626 

 Total:  22,156 

Number of Employees 

 Faculty:  1,208 

 Staff:  1,410 

Average Class Size 

 Undergraduate: 36 

 Graduate: 14 

First-time Freshmen Characteristics 

 Number:  3,120 

 High School GPA:  3.41 

 SAT Composite Score:  1,071 

New Transfer Characteristics 

 Number:  2,094 

 Transfer Units Earned: 123 

 Transfer GPA: 3.02 
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Enrollment by College and Level 

Academic Group Undergraduate Post baccalaureate Total 

Agriculture 1,644 49 1,693 

Business Administration 4,229 115 4,344 

Education and Integrative Studies 588 582 1,170 

Engineering 4,841 268 5,109 

Environmental Design 1,358 187 1,545 

Hospitality Management 985  985 

Letters, Arts, and Social Sciences 3,087 201 3,288 

Science 3,442 223 3,665 

University Programs 356 1 357 

Grand total 20,530 1,626 22,156 

 

Enrollment by Gender and Ethnic Group 

IPEDS Ethnic Group Female Male Total 
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IPEDS Ethnic Group Female Male Total 

American Indian/Alaskan Native Only 31 23 54 

Asian Only 2,055 3,357 5,412 

Black/African American Only 344 362 706 

Hispanic/Latino (any race) 3,686 3,998 7,684 

Native Hawaiian or Other Pacific 33 53 86 

Non-Resident Alien 439 558 997 

Two or More Races 377 437 814 

Unknown 523 698 1,221 

White Only 2,205 2,977 5,182 

Grand total 9,693 12,463 22,156 

* SOURCE: Institutional Research & Academic Resources. Post baccalaureate includes masters, doctoral, 

credential, second bachelor's and other post baccaalaureate students. 

 
 
 

http://www.csupomona.edu/~irar/
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In 2013-2014 the University celebrated Cal Poly Pomona’s 75th anniversary. The 75th 
anniversary theme was Honor the Past, Celebrate the Present, and Build the Future.   
The 75th anniversary Homecoming event on Feb. 7 and Feb. 8 was a success, with more than 
5,000 students, faculty, staff and alumni in attendance. The Career Center had a booth at the 
Homecoming event and gave away Career Center blankets to Cal Poly Pomona alumni and to 
students graduating in 2014.   
The event brought a record number of Broncos -- 2,757 -- to Kellogg Gym to cheer the men’s 
basketball team on to a 73-53 win against Cal State East Bay on Saturday. The women’s 
basketball team also pulled a 75-70 overtime win over Cal State East Bay. 
"Homecoming was amazing," says Dean of Students Rebecca Keeton. "It was so much fun to 
have alumni back on campus. They loved seeing the changes to the campus, and they loved 
spending time together. It was heartwarming."  
 

Cal Poly Pomona Mission 

Cal Poly Pomona's mission is to advance learning and knowledge by linking theory and practice 
in all disciplines, and to prepare students for lifelong learning, leadership and careers in a 
changing multicultural world. 

The Vision of Cal Poly Pomona 

California State Polytechnic University Pomona will be recognized as a national leader in 

polytechnic education, where hands‐on learning is the foundation of a broad‐based educational 
experience. Our graduates will be distinguished by their understanding of theory, the ability to 
think critically and the capacity to apply that knowledge in a real‐world setting. Cal Poly 
Pomona will embrace change, through teaching, learning, and scholarship that continually 
addresses the needs of a diverse culture and a dynamic economy. Cal Poly Pomona will be a 

model of a learning‐centered university in all aspects of campus life. The mission of the 
university will be rooted in our core values: 
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Core Values 

 Polytechnic Identity: We take great pride in our polytechnic identity, realizing our exclusive 

role in higher education. Cal Poly Pomona is responsible to its constituents by providing 
quality instruction in the unique programs that distinguish the university. 

 Academic Quality: We are committed to academic rigor and excellence in our teaching, 
learning, and scholarship. A Cal Poly Pomona education transforms prepared students into 
successful alumni. 

 Learn By Doing: We are distinguished by our active, hands‐on approach to learning, both in 
and out of the classroom. 

 Teacher-Scholars: We are committed to producing and supporting faculty teacher‐scholars. 
Developing state‐of‐the‐art facilities will allow faculty to collaborate with students so as to 

generate knowledge and develop real‐world solutions. 
 Environmental Sustainability: We recognize our responsibilities to the global community 

and value the importance of applying and advancing sustainable practices in the classroom 
and on our campus. 

 Celebration of Diversity: Cal Poly Pomona embraces diversity as a core value, ensuring that 
the campus community reflects the state and region it serves. 

Learning Outcomes 

Through participating in curricular and co-curricular learning opportunities, the graduates of 
California State Polytechnic University, Pomona, will develop competencies to become: 

Practitioners: Equipped with a foundation for growth and professional success 

 communication skills - using verbal, written, visual and listening skills to communicate 

persuasively and coherently 
 interpersonal skills - demonstrating teamwork and leadership skills to achieve common 

goals 
 disciplinary learning - applying, integrating, and adapting fundamental information, 

concepts, theories and methods in their principal disciplines 

Integrative Thinkers: Able to apply their knowledge and skills to future challenges and 
opportunities 

 critical thinking - thinking clearly and logically to evaluate ideas, analyze and interpret 

information, and draw inferences through reasoning 
 problem solving - identifying, formulating, , investigating, and solving quantitative and 

qualitative problems effectively and creatively 
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 information literacy - locating, assessing, using and communicating qualitative, quantitative 

and scientific information, among a wide variety of sources, methods, and tools 
 integrating and transferring learning - making connections across disciplines and between 

current and new knowledge, and applying that knowledge in professional and community 
life 

 

Model Leaders: Taking an active role as a citizen in a diverse multicultural 
environment 

 ethical understanding - applying ethical considerations in professional, personal and social 

life 
 liberal learning - demonstrating knowledge and appreciation of the physical and natural 

world, and of the development and legacies of diverse world cultures 
 global citizenship - understanding the responsibilities of being a global citizen and the role 

of civic engagement in fostering a democratic society 
 intentional learning - employing self-knowledge of the social and cognitive factors 

influencing their learning to engage in ongoing reflection and exploration for the purpose of 
personal development 

 lifelong learning - pursuing educational interests from previous learning outside classroom 
requirements indicating intellectual curiosity, energy, and passion in the expansion of 
knowledge, understanding, and abilities. 
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Career Center Mission 
 

The mission of Cal Poly Pomona’s Career Center is to empower students and alumni to identify 
their skills, interests, and values; make informed educational decisions, and discover 
meaningful career opportunities. 
 
Cal Poly Pomona’s Career Center has been charged to coordinate all career resources for all 
students and alumni including career development and employment opportunities. The Career 
Center strives to be the premier resource for career programs and an integral part of the 
academic experience.   
 
The Career Center encourages students and alumni to develop through personal and Career 
exploration, equipping them with lifelong skills for success. The Career Center offers state-of-
the-art technological resources to enhance the delivery of career services. The Career Center 
partners with the academic community in career education to facilitate the development of a 
career plan for Cal Poly Pomona students.  
 
Cal Poly Pomona has approximately 23,000 students with a large number of first generation 
students. Many Cal Poly Pomona students are also economically disadvantaged. About 55% of 
students are working and going to school. The Career Center works with incoming first year 
students and transfer students. The Career Center has a career development model that is 
circular in nature. All students have access to meeting with a Career Counselor to discuss their 
own personal career development goals. Students can take an assessment inventory of their 
skills, values, and experience. The Career Center administers and interprets the Myers Briggs 
Type Indicator, Strong Interest Inventory, and StrengthsQuest. In the career development 
model students are encouraged to complete an internship/co-op experience. The Career Center 
assists students with job search preparation including mock interviews, resume preparation 
skills, and on-campus interviews. The Career Center also instructs the CPU 100 course, which is 
a two unit elective, offered each quarter to assist students with clarifying their goal providing 
them with the essential tools and strategies needed for exploring career options, making 
decisions about a career field and connecting students with the world of work.  
 
The Career Center provides career exploration to students with the essential learning tools 
needed for exploring career options, making decisions about their education and career field 
including Graduate and Professional school. The program is unique in that the Career 
Counselors provide a developmental component that introduces students to the connection 
between career/major and their personality, interests, values, skills, and passions.  
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The Career Center currently has 4 full-time Career Counselors and 1 joint Career Counselor 
shared between The Collins College of Hospitality Management and the Career Center. At one 
time the Career Center had a full-time staff of 8 counselors. With the increase in student 
enrollment the Career Counselors are more of a generalist. This does allow all counselors to 
assist all students. Cal Poly Pomona has eight academic colleges.  
 
Some of the challenges that the Career Center faces in serving students include that the Career 
Center is charged with serving all Cal Poly Pomona students including undergraduate, graduate 
students as well as Cal Poly Pomona alumni. With only a team of five Career Counselors serving 
approximately 22,000 students is a daunting task. The Career Center can have a waiting time of 
three to four weeks for students to see a Career Counselor for an appointment. The Career 
Center offers drop-ins Monday-Friday, but often this is not enough time to meet with students. 
Career Counselors are also liaisons to the academic colleges, six cultural centers, and over 300 
student organizations as well as serving as industry specialists.  
 
With eight academic colleges the model that the Career Center is proposing is to have eight full-
time Career Counselor/Industry Specialist positions serving the academic colleges based on a 
specific industry career cluster model. The industries would be Engineering, Transportation, 
Technology; Business, Science, Hospitality; Environmental Design; Agriculture and food 
Industry; Education, Non-profit, Health; and Liberal Arts, Social Sciences, and Communications. 
The Career Counselor/Industry Specialist would advise undergraduate and graduate students 
with choosing a major, identifying internships and employment opportunities.            
 
The Career Center hosts a number of job fairs & events throughout the year to provide students 
with the opportunity to gain visibility on-campus, gather resumes, recruit quality employees 
from our diverse student population, provide company information, and network with 
students, faculty and alumni on an informal basis. The On Campus Interview program is a 
service that provides a unique opportunity for students who are looking for jobs in a full time, 
internship or summer capacity. On Campus Interviews take place in the career center interview 
rooms. 
 
Information Sessions and Public Relations Tables afford employers the ability to increase a 
campus presence, visibility, and provide industry, company and career path overviews to 
students. Employers also share their recruitment plans, boost resume submissions, and 
interview signups. Additional general topics such as corporate culture, benefits packages, and 
qualifications for positions may also be discussed. A resume book is a valuable tool for 
employers seeking to hire. Students have the option to be included in resume books. The Cal 
Poly Pomona Career Center strives to be the best recruiting source. We assist employers with 
part-time, internship, entry-level and experienced positions through BroncoConnection. 
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Individual Drop in Advising and Career Counseling are two of the many core functions of the 
Career Center. Counseling sessions are by appointment and are designed to encourage and 
assist students and alumni to develop career and academic major plans as well as determine 
the best methods for reaching objectives. 
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Program Components 
 

Career Advising/Counseling 
 
Cal Poly Pomona’s Career Center Coordinates all career resources including career advising and 
career counseling for all undergraduate and all graduate students. Before 2006 there were 
eight full-time Career Counselors serving as liaisons to all eight academic colleges. During the 
economic downturn in 2008-2012 the Career Center had 3.5 Career Counselors serving 
students and alumni. For almost two years the Career Center had 2.5 Career Counselors. 
Currently the Career Center has four (4.5 FTE) Career Counselors. One Career Counselor is a 
joint position which is equally funded by the Career Center and The Collins College of 
Hospitality Management. The Career Center also has three Graduate Interns each year that are 
trained in Career Advising. They are in the positions for one academic year and do not fully 
perform advising responsibilities until winter quarter. With the current number of Career 
Counselors the Career Center has moved from having counselors with a specialization in an 
area (e.g. business, agriculture, engineering) to a generalist approach.  
 
Career Counselors assist students and alumni with the essential learning tools needed for 
exploring career options, making decisions about their education and/or career field including 
Graduate and Professional school.  The program is unique in that Career Counselors provide a 
developmental component that introduces students to the connection between career/major 
and their personality, interests, values, skills, and passions.   Career Counselors also provide a 
more concrete component that equips students with the essential tools and resources (such as 
workshops, videotaped mock interviews, and exposure to employers) to be adept at securing 
gainful employment or applying for Graduate and Professional schools. 
 
The Career Center provides individual counseling appointments to undergraduate, graduate 
students and alumni on a variety of topics including:  choosing/changing a major, resume 
writing, assessments, graduate school, mock interviews, and job/career search. Conduct 
workshops on a range of topics that are developmental (e.g., Values Clarification, and 
Identifying Interests) and job search oriented (e.g., Resumes, Interviewing). Students can make 
an hour long appointment with a Career Counselor via BroncoConnection. Students can see a 
Career Counselor as many times as they want to. The usual number of appointments that a 
student will make are between 3 and 4.  
The Career Counselors, Graduate Interns, and the Director serve as a liaison with all 8 colleges 
and various campus constituents (e.g., Student Support and Equity Programs, Cultural Centers, 
etc.). 
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Students and alumni expect to receive services, resources, and counseling in their specific area 
within a reasonable time frame. Once the quarter gets started there can be a wait of two-three 
weeks for students to be able to get an appointment with a Career Counselor. Students also 
expect direction on how to make decisions about choosing their major, exploring 
graduate/professional school, developing interviewing skills and areas relating to their 
career/major choice.  
 
The services and programs of the Career Center continue to be available to Cal Poly Pomona 
students even after they graduate. Students can use the services one full year after they 
graduate at no cost. After the full year past graduation alumni can continue to use the services. 
The Career Center access an alumni fee. Alumni can pay $75 for six months of services or they 
can pay $35 to access BroncoConnection for job postings for six months. Alumni can attend 
career fairs, Career Center workshops, and events without a charge. Alumni can also join the 
Cal Poly Pomona Alumni Association and receive a 20% discount for Career Center services and 
programs.    
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CAREER CENTER (Advising/Counseling) 
DROP-INs 

 
The Career Center provides all students with drop-ins. Career Center hosts drop-ins during the 
academic year in the Career Center Monday - Fridays, 11:00am-3:00pm, and during the 
summer drop-ins are Monday-Thursdays (campus is closed on Fridays in the summer due to a 
Summer Flex schedule), 1:00-4:00pm. Students do not need to make an appointment for a 
drop-in and can do unlimited number of drop-in visits. Drop-in visits can cover a number of 
different services including, resume review, cover letter review, graduate school personal 
statement review, interviewing information, career information, changing majors, and major 
selection. If a student has questions about changing majors or major selection in a drop-in, they 
are given information with also directing them to make an appointment with one of the Career 
Counselors.  
 
Strengths of drop-ins are that students and alumni have an opportunity to meet with staff 
without having to make an appointment. Some drop-ins are done remotely in the different 
academic colleges. Some of the challenges to the drop-in program are professors have their 
classes come to the Career Center for a drop-in and students wait until the last minute to 
complete the class assignment. The Career Center can have as many as 20 plus students waiting 
to see someone during drop-ins. The Career Center does not always have enough staff to assist 
students. The Career Center tries to have at least three staff available during drop-ins. Many 
professors do not give the Career Center notice that they are sending their class for a drop-in. 
The Career Center does send an e-mail to faculty each quarter encouraging them to notify the 
Career Center if they are having their class come to the Career Center.    
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CPU 100 - Career and Personal Exploration  
 
CPU 100 Career and Personal Exploration is a two-unit course designed to engage students in 
opportunities for personal growth through constructive self-assessment and integration of self-
understanding with informed academic and career choices.  The course provides students 
effective tools and strategies for exploring career options and related academic preparation. 
  
Course Objectives:   
 

 Assess interests, skills, values, strengths, personal style and relate those to academic 
majors and occupational choices. 

 Identify and analyze internal and external factors that impact career and life decisions. 

 Find and use current research tools and strategies related to career exploration. 

 Develop an understanding of the career planning process. 

 Make an informed decision about major and/or career choice. 

 Outline “next steps”, and learn to continue to work towards career goals and future 
success.  

 
Program Development: 
 
CPU 100 has been filled to enrollment capacity for one section every quarter since Fall 2006 to 
the present in Fall 2014. Over 700 students have enrolled in CPU 100 during these times.   
 
In 2009 the Early Start program requested a summer section of CPU 100 designed specifically 
for Early Start students who were transitioning from high school to college. The results and 
evaluations were positive and we were invited back to repeat the program in 2010 and created 
an additional section to accommodate more students. In 2011 we added a third section to 
accommodate additional interest in the course.   
 
In 2010 we began to include Career Center graduate interns as teaching assistants for CPU 100, 
in the Winter and Spring Quarters, both to provide assistance with the class and to create an 
additional professional development and mentoring experience for Career Center graduate 
interns. 
 
In 2011 and 2012, we added a section of CPU 100 in the Spring Quarter designed specifically for 
Collins College students, taught by the Collins College Career Services Coordinator.  
 
We have modified the curriculum, at times, to keep it current and fresh. For example, we added 
the “StrengthsQuest” text and strengths inventory providing students with additional 
perspective on their strengths, energizing skill sets and application to areas of career interest.  
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Overview: 
 
One of our primary learning objectives is for students to be able to discover and articulate their 
skills, interests and values and connect their abilities and motivational patterns with career 
opportunities. This involves clarifying career-related values, discovering transferable skills and 
strengths, tapping into areas of sustainable interest, and understanding the role of personality 
preference in career choices.  A second, related objective is to expand students’ knowledge of 
majors and career paths as a basis for making informed career decisions. An additional 
outcome of this process, supported by research, is that students who gain greater self-
understanding leading to stronger career direction are likely to perform at higher academic 
levels and sustain greater academic persistence. (Peterson 1993) 

 
We have implemented a curriculum designed to engage students in self-discovery and exposure 
to career related information over the 10 week course.  The assignments are designed to create 
a body of detailed information that is useful to students in evaluating career paths. We also 
give students ample opportunities to integrate personal discovery with new information they 
learn about careers through reflection papers, class discussions and small group interaction. 
  
The class incorporates a variety of learning opportunities and methods of content delivery. 
These include lecture, discussion, small group interaction, speakers, film, student presentations, 
in-class exercises, weekly reflection or research papers, assessment tools, pre-test and post-test 
observations, and an integrative final paper. 
 
Students are also encouraged to meet with the instructor or other career counselors during the 
quarter to review assessments and explore their academic options and career opportunities.  
 
Learning Outcomes Assessment: 

To measure learning outcomes, in addition to evaluating assigned work, we have used a pre-
test at the beginning of the course and a post-test at the end of the course. When we 
completed a year-long assessment, we found that on average, during the first week of the 
course, 76% of students reported themselves to be in the lower categories of confidence with 
regard to choosing a major. In the tenth week of the course, 86% of students tested in the 
higher levels of confidence about choosing their major.  Additionally we found that among 
students who reported uncertainty about their major on the pre-test, 93% reported an increase 
in confidence about choosing their major on the post-test.  

81% of the respondents in the class showed an increase in reported awareness of how their 
skills relate to careers of interest. 86% reported progress in relating their personality 
preferences to vocational options. 76% were able to relate their interests better to their 
possible career choices.  86% of these students also showed an increase in their confidence that 
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“I have enough information about the majors available at Cal Poly Pomona to make a well 
informed decision in choosing a major.” 

Student Feedback: 

The following comments are representative of many student responses we have received from 
students at the end of the course: 

 "...This class was a great experience and I believe it should be mandatory for every 
student...Now I am clearer on who I am as a person and how to use my strengths to my 
advantage. I also have a better picture of my values, skills, and interests which has motivated 
me to really find a career that I will love."  - Andrew 
 
“I feel that my future is as clear as it has ever been and it is creating a positive picture in my 
mind as a result…Through this class, I have learned what my strengths and weaknesses are 
and how to use them to improve myself in the career I choose”  - Ashley 
 
“It feels so good finally knowing what I want to do with my life and being happy about my 
decision. I’m glad I took this class because although I had some semblance of an idea of what 
I wanted to pursue, I was never absolutely sure of it until I took this class.” - Izbel 
 
 
Challenges and Opportunities:  
 
Looking to the future, there are a number of ways that the positive impact of CPU 100 can be 
expanded. The most obvious way is to add more sections of the class to the course schedule. It 
is likely that we can easily fill an additional section each quarter. There is always a waiting list 
for the class, and with one email blast about the class, we experience enough interest to fill 
another section.  
 
Adding Sections to CPU 100: 
 
The challenge has been that we have not had Career Center staff to teach the class. We have 
been progressively understaffed from 2008 to 2014 due to budget cuts. Now with five career 
counselors at the Career Center as of summer 2014, we may be able to expand to two-three 
sections of CPU 100. If we get to three sections, we can assess to what extent three sections of 
CPU 100 meets existing demand for the course as we consider future plans for the course.  
 
Online Curriculum: Possibilities and Limitations: 
In many of the course evaluations students have commented that every student should be 
required to take this class. That’s a tall order, but there may be ways to expand the course 
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beyond the existing limitations of Career Center staffing. One possibility may be to create an 
online version of the class. However, the design would be important because teaching an online 
course can be just as time consuming as teaching a classroom course because the primary time 
demands of the course are grading and commenting on each week’s reflection or research 
paper for 25-30 students, as well as responding to student questions etc. In many online 
courses the Instructor is also required to provide ongoing comments on student contribution to 
chat threads etc. Also, what is lost in an online course is the opportunity for face-to face 
interaction and exercises with other students, personal contact with a professor and the 
opportunity for student presentations. These are elements that are integral to the current 
classroom format. The course is not primarily lecture based, but involves in-class exercises and 
interaction each week. This being the case, the idea of recording ten lectures for the ten-week 
class would not reflect the current content of the class and would not begin to approximate the 
student experience as compared to the current course design.  
 
However, there may be a version of the course that could be designed that is primarily self-
study and automatically graded with only multiple choice answers, and time logged viewing 
course content. There may be a format that would allow unlimited access along the lines of 
MOOK (Massive Online Open Courses) The results may be limited, as compared to a face to face 
course, but nevertheless assist students in finding more clear career direction and becoming 
more informed about their options.  Sites like California Career Zone and other career 
exploration websites and software could be utilized as part of an online career and personal 
development courses. There may even be a complete online university level career 
development course package that can be purchased by the university. A committee could be 
established to research career educational software and review vendor presentations of career 
education products that could provide the basis for an online course.    
 
Expanding Course Content Delivery through Partnering with Faculty: Possibilities and 
Limitations: 
 
Other suggestions for solving the staffing problem for expanding CPU 100 has been to have 
faculty teach the course and have Career Center staff come to class to complete the assessment 
portion (MBTI, Strong Interest, SSI). We have some element of this already, on campus, in the 
FYE (First Year Experience Courses). The courses are taught by faculty and students are grouped 
by college. In addition to faculty exposing students to their major and their college, critical 
thinking and other aspects of the Freshman experience, Student Affairs Staff partner with 
faculty in teaching the developmental aspects of the course, (study strategies, diversity, career 
development, etc.) Typically the career development piece is one class period, so while it does 
disseminate career education more broadly that CPU 100, it is not the focused approached to 
career and personal development that has produced positive results associated with CPU 100. 
There may be a way to have faculty teach a CPU 100 course, but the challenge may be that 
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faculty have more expertise in their area of study and less expertise in principles of career and 
personal development. There also may be an obstacle for academic departments to see it as a 
priority to enlist professors to teach this type of curriculum.  
 
Success and Benefit of Maintaining CPU 100 as a For-Credit Class: 
 
At Cal Poly Pomona we have been fortunate to have the support of the university to continue 
to offer CPU 100 as a for-credit university course for many years. This has been of tremendous 
benefit as it provides a structure within which students complete assignments related to career 
and personal development and maintain attendance in relationship to a grade and course 
credit. This creates an academically viable 10-week experience in which students are required 
to take career assessments, research majors and careers in detail, interview a professional and 
present their findings as well as completing an integrative final paper.  As the university 
continues to offer CPU as a for-credit class, the benefits that a for-credit class provides will be 
reflected in the depth and quality of the impact on students who take class who seek a stronger 
career direction and resulting academic commitment. 
 
One obstacle which may exist is that in the past, on some CSU campuses, unit-4 regulations 
have been interpreted by some to mean that staff who teach university course should be paid 
separately for that duty, or that courses which were at the time taught by Student Affairs Staff 
should be taught by faculty. To ensure that CPU 100 continued as a for-credit class, the Office 
of Student Affairs and Career Center designated the “professor of record” to be a non-unit four 
employee (Career Center Director) while the instructors, under his direction have been Career 
Counselors, all of them possessing a Master’s Degree in a related field. This arrangement has 
served us well for 5-6 years and hopefully will continue to suffice without interruption. 
However, the current arrangement could be viewed as a “workaround” and at some point may 
be challenged in an environment of ongoing change.  
 
Summary: 
 

We have been fortunate to participate in the implementation of a career and personal 
development program that has consistently provided students with the opportunity for growth, 
enhanced self-understanding and structured exploration of career and educational pathways 
and opportunities.  Our goal has been to set students up for success, enhance motivation for 
academic preparation and equip them to make a vocational contribution that fits them well and 
maximizes their potential.  
 
The primary challenge related to this course that we have encountered over the years is that 
with the reduction of Career Center staffing from 2008-2014 it has been difficult to provide 
additional sections of the course to meet potential student demand. With recent increases to 
our staff in the past year we have the opportunity to offer more sections of the course in the 
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future. Other possibilities for expanding the impact of the course are to create an online 
version of the course, designed in such a way that access is not limited by availability of Career 
Center staff. Another possibility may be partner with faculty in some way so as to create 
additional sections of the course. Both of these options have the benefit of expanded access 
but maybe limited in producing the same results of the current curriculum. We have benefitted 
from the support this program has received both from faculty and advisors who make referrals 
and promote the class, as well as from those at the administrative level both in the Division of 
Student Affairs and Office of Academic Programs who support the continuation and 
development of this program. 
 
References: 
Peterson, Shari L., Career Decision Self-Efficacy and Institutional Integration of Underprepared 
College Students, Research in Higher Education, Vol. 34, No.6, 1993 
 
StrengthsQuest, Donald O Clifton, Edward Anderson, Gallup Press, New York, 2006 

 
Self-Assessment Assistance 
 

Career Counselors offer students and alumni Majors Card Sort, Myers-Briggs Type Indicator 
(MBTI), Strong Interest Inventory, and StrengthsQuest. All five of the Career Counselors have a 
master’s degree and have received training in administering and interpreting the three career 
assessment inventories. Students can make an individual appointment with a Career Counselor 
to discuss their own unique career goals and as to which career assessment would be 
appropriate for them to take. Once a student takes the assessment on-line they make an 
appointment to meet back with the Career Counselor to discuss the results of the 
assessment(s). There is a small fee to take the different assessments. It is $3 for the MBTI, $3 
for the Strong, and $7 for the StrengthsQuest. The fee is below the cost of what it costs the 
Career Center to purchase the assessments and has been the same cost for over eight years.   
 

Challenges 
 

The Career Center receives a large number of workshop requests from faculty and student 
organizations. The greatest need the program has is to increase staffing for three more full-time 
Career Counselors. This would then give all eight academic colleges a Career Counselor that can 
serve as liaison to the college. The Career Center would then benefit from having a full-time 
Associate Director for Career Counseling. The Career Center would also benefit from having a 
full-time Career Counselor that could serve alumni.  This increase would allow us to provide 
more much needed services to our students and alumni. We would be able to have satellite 
offices at some the colleges.  The additional Career Counselors could also instruct more CPU 
100 courses.   
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Career Center Clothes Closet 
 

The Career Center assists students with their job search and interviewing skills which may be 
for part-time, internship, or full-time employment opportunities. The Career Center advises 
students to dress professionally and invest in interviewing attire. A large number of Cal Poly 
Pomona students are first generation students and socioeconomic status. Many students do 
not have funds to invest in interview attire. In the summer of 2011 the Career Center initiated 
the Career Center Clothes Closet. The Career Center contacted faculty, staff, alumni, and 
employers to donate business attire for both female and male students. We ask that clothes be 
either new or gently used. The Career Center received an overwhelming response and we 
started the Career Center Clothes Closet. We cleaned up a storage space to put the clothes in 
and purchase clothes racks. The Career Center continually solicits for clothes year round. We 
ask for suits (female and male), dress shirts/blouses, ties, belts, dresses, blazers, and shoes, 
everything with the exception of jewelry. Students can come to the Clothes Closet Monday-
Friday and pick out up to two outfits in a quarter term. They do not pay for the outfits, nor rent 
them, or have to return the outfits. The President of Cal Poly Pomona has donated several of 
his suites and Hilton Hotel Corporate office in Washington, DC had a week designated for their 
employers to donate to the Career Center Clothes Closet. Also Cal Poly Pomona’s Pace Setters 
Club, who are Cal Poly Pomona retirees, donate annually to the Career Center Clothes Closet.  
 
Twice a year the Career Center hosts the Career Center Clothes Closet event a week before the 
Fall Career Fair and the Spring Career Fair. All of the clothes are placed on rolling racks and 
moved to the outside plaza in front of the Career Center. The event is held from 10:00am-
3:00pm and attracts over 300 students. The event is advertised on the Career Center website, 
Poly Post, and e-mail blasts to students, faculty, and staff. Throughout the year over 300 
students visit the Career Center Clothes Closet.      
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Career Information 

The Career Center utilizes our website to provide students access to numerous career, graduate 
and job search resources.  Our program has improved our online job resource in utilizing 
BroncoConnection which allows students access to job postings, instant updates on all career 
related events and workshops, and connects students to employers.  The Career Center has 
streamlined all our workshop presentations to have instant access to website resources 
relevant to the topics presented.  We have also created a shared database that allows instant 
access to the counselor team to workshops, drop-in advising, and counseling appointments.  In 
our Career and Personal Exploration class (CPU 100), we have utilized Blackboard to allow 
student instant access to their assignments, grades, and general updates. 

 

Career Guide 
 

The Career Center does offer students a hard copy Career Guide as well as having an on-line 
version of the Career Guide on the Career Center’s website. The Career Guide contains 
information and samples on resumes, cover letters, interviewing, and a wide variety of career 
related topics.(Please see your binder for a copy of the 2014-2015 Career Guide). The Career 
Center works with College Recruitment Media(CRM) based in Chicago to produce the Career 
Guide. CRM bases it production on the number of employers that purchase advertising in that 
schools Career Guide. Cal Poly Pomona’s Career Center sends an e-mail to all of our employers 
to consider purchasing advertisement in the guide. The Career Center historically has been 
having about 4,000 copies printed. The more employers advertise then the cost is less for the 
Career Center. There are some years when the Career Center has not had to pay for the Career 
Guides.   A challenge for the Career Guide is to have employers purchase advertising to defray 
the cost. We have offered our Gold level Partners advertising in the Career Guide as part of the 
Gold level benefits. Another challenge is to meet CRM’s deadlines on submitting information. 
The Career Center does not have a designated staff person that can always be on top of CRM’s 
deadlines.   
 

Career Center Computer Lab 
 

Technology is a core Career Center function.  The Career Center has provided a computer lab to 
students for many years. It consisted of eight study type carols with eight large PCs and no 
printer. In 2012 the Career Center was able to upgrade the Computer Lab and redesign the lab. 
There are now eight flat screen monitors with two designated for wheel chair accessibility. 
There is now a printer for students to print utilizing a print card. There is also a sixty seat 
Computer Lab in Building 97 that is operated by IT@CPP. Unfortunately there is no 
measurement in place to know the number of usage for the Computer Lab.  
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Employment Services 
Job Location and Development 
 

The Job Location and Development (JLD) Program locates and develops off-campus job 
opportunities that are appropriate to meet the scheduling needs of currently enrolled students.  
This includes part-time, internship, cooperative education, and off-campus Federal Work Study 
opportunities.  In addition, our JLD Coordinator, as the sole Job Developer, is responsible for 
developing full-time opportunities for our graduating students and alumni.  The JLD Program is 
funded by a $50,000 Federal grant and a required university contribution of $12,500. The 
program encompasses, Employer Outreach, Employer Assistance, BroncoConnection 
Management, and Off-Campus Federal Work Study and Internship Development.  
 
Employer Outreach: The JLD Coordinator conducts a variety of outreach efforts aimed at 
increasing the number of employers recruiting Cal Poly Pomona students and the number of job 
and internship opportunities posted on BroncoConnection, Cal Poly Pomona’s online job bank.  
These efforts include:  

 Attending local Chamber of Commerce functions, Professionals in Human Resources 
(PIHRA) meetings, economic conferences and business grand openings. 

 Serving as a referral resource to the San Gabriel Valley Economic Partnership (SGVEP). 

 Participating in professional organizations, such as the California Internship and Work 
Experience Association (CIWEA) and Mountain Pacific Association of Colleges and 
Employers. 

 Seizing opportunities to serve as a presenter or panelist at professional conferences.  

 Conducting mass mailings and targeted email blasts. 

 Acting on referrals received from campus and community partners. 

 Promoting participation in Career Fairs, the On-Campus Interview Program, Public 
Relations Tables, and Information Sessions. 

 Recruiting employers to participate in Career Cafes and Employer Perspective 
Workshops. 

 
Employer Assistance:  1171 individual contacts with employers seeking assistance were logged 
during the 2013-14 academic year.   Typical assistance includes: 

 Responding to general employer inquiries and requests for student demographics and 
labor market information. 

 Providing information regarding programs of study and degrees and certificates 
awarded. 

 Explaining university and Career Center policies governing recruiting, the establishment 
of Federal Work Study sites, and creation of academic internships. 
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 Assessing employer needs, promoting employer services and making recommendations 
to create a successful recruiting strategy. 

 Assisting in the development of job descriptions. 

 Coordinating employer presentations for faculty and student organizations. 

 Providing BroncoConnection assistance. 
 
BroncoConnection Management:  As job development efforts have increased and the economy 
has begun to rebound, we have experienced a significant increase in BroncoConnection activity.   
In 2013-14, 1,740 new employer accounts were established and 6,395 unique job postings were 
created.  BroncoConnection Management includes: 

 Processing all new employer registrations and requests to add new contacts to existing 
accounts. 

 Updating company and contact information when changes occur. 

 Reviewing all off-campus job postings for approval or disapproval. 

 Communicating with employers to obtain clarification and/or needed information to 
process requests. 

 Notifying employers of reasons for disapproval and providing referrals to other campus 
departments when appropriate. 

 
Off-Campus Federal Work Study (FWS) Development:  Each year Cal Poly Pomona serves 150 – 
200 Federal Work Study students.  FWS provides part-time employment to students who need 
the earnings to help meet their educational expenses, offering an alternative to taking out 
costly loans while providing relevant work experience.  Students may be employed on or off 
campus.  The JLD Coordinator is responsible for developing off-campus FWS sites with Federal, 
State, and local public agencies, as well as, private nonprofit organizations.  At least 7% of the 
campus’ FWS allocation must be used to employ students in community service jobs, including 
at least one student employed as a reading tutor for children in a reading tutoring project or 
performing family literacy activities in a family literacy project.  Employers participating in the 
program pay 0-25% of the student’s wage plus a 10% administrative fee.  In 2013-14, 10 off-
campus employers participated in the FWS program, employing 18% of FWS students.  Off-
Campus FWS development includes: 

 Conducting outreach to recruit new employers and respond to inquiries from employers 
interested in participating in the FWS program. 

 Conducting site visits to meet with potential employers to establish new FWS sites and 
meet with potential site supervisors to review FWS guidelines, eligibility requirements, 
and CPP policies and procedures for site approval, student recruitment and hiring, 
payroll and contract renewal. 

 Assisting in the completion of forms, posting of FWS opportunities, and annual renewal 
process. 

 Notifying students of new opportunities. 
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 Directing employers to appropriate university staff to resolve eligibility, payroll, and 
billing issues. 

 
Internship Development:  In support of Cal Poly Pomona’s “learn by doing” philosophy, student 
participation in internships is highly encouraged. The JLD Coordinator develops both academic 
and non-academic internship opportunities to provide experiential experience for students in 
over 60 disciplines.  Each department is responsible for approving academic credit and 
monitoring student participation in internships.  Cal Poly Pomona is unique, in that, we have 
minimal universal guidelines governing internship approval, rather, each of our 9 colleges and 
each program within these colleges are free to develop their own requirements or may choose 
not to offer academic credit for internships.  Some of our programs require students to 
complete an internship, while others offer seniors the option of completing an internship in lieu 
of a senior project, or offer extracurricular credits for completing an internship.  In 2013-14, 
1,546 internship opportunities were posted.  Internship development includes: 

 Conducting outreach to develop new internship opportunities, acting on referrals 
received from campus and community partners, and responding to employers who are 
interested in recruiting interns. 

 Visiting potential internship sites to meet with administrators and supervisors.  

 Reviewing Department of Labor standards, university guidelines, and departmental 
requirements, including liability and insurance, pay vs. unpaid test, student eligibility 
criteria, student expectations, minimum number of hours to be worked, employer 
responsibilities, attendance verification, evaluations, and recruitment process. 

 Providing employers with sample internship descriptions, curriculum sheets and salary 
data. 

 Assisting in the creation of job descriptions and development of learning objectives. 

 Serving as a consultant to employers who are launching new internship programs, 
including reviewing best practices and making suggestions for organization, training and 
documentation to ensure successful implementation. 

 Connecting employers with appropriate faculty and student organizations. 

 Coordinating student visits to internship sites. 

 Responding to student phone and email inquiries regarding internships. 

 Conducting workshops to prepare students seeking internship opportunities. 

 Marketing internship opportunities to students. 
 
Strengths: Despite the economic downturn and having only one dedicated staff member, the 
JLD program has consistently experienced increases in job postings, student earnings and 
recruitment of new employers.  Expanding internship development, the implementation of an 
annual New Employer Reception and Orientation, and offering employers the opportunity to 
engage with students in no cost activities such as Employer Perspective Workshops, 
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Resumaniacs, and Career Cafes have all contributed to increased employer participation.  Over 
the past 5 years: 

 JLD qualified job postings (part-time, internship, and co-op opportunities) have 
increased by 233%. 

 JLD qualified hires have increased by 33%. 

 JLD qualified reported earnings have increased by 5% with a 51% increase reported from 
2012-13 to 2013-14. 

 New employer registrations on BroncoConnection have increased by 74%. 

 Total job postings have increased by 192%. 

 Internship postings have increased by 68%. 

 Off-Campus Federal Work Study sites have been increased by 200%  
 
Challenges:  While we have been successful in consistently producing positive JLD outcomes, 
the program faces many challenges: 

 The increase in employers recruiting Cal Poly Pomona students has resulted in up to 
50% of the JLD daily tasks being focused on processing BroncoConnection requests, 
significantly reducing the time available to devote to strategic activities such as outreach 
and development efforts. 

 Increased BroncoConnection activity has resulted in an 18% increase in the number of 
employer requests for assistance over the past 5 years with no increase to staffing.  

 As economic recovery progresses, the volume of work can be expected to climb beyond 
what one staff member can manage. 

 When the JLD Coordinator is in the field, approval of new employer accounts and job 
postings, as well as, response to employer requests for assistance is delayed, impacting 
service to both students and employers. 

 Traditional means of job development in which one makes unsolicited calls or requests 
to meet with an employer directly to market services is off-putting to today’s 
employers.   

 Cal Poly Pomona is largely a commuter school with students residing in Los Angeles, 
Orange, San Bernardino, and Riverside Counties.  Despite economic gains, San 
Bernardino and Riverside Counties continue to reflect some of the highest 
unemployment rates for the nation with 9% and 9.5% respectively.  This compares with 
an unadjusted unemployment rate of 7.8% for California and 6.5% for the nation (State 
of California, Employment Development Department, August 2014). 

 Given the varying departmental requirements for approval of academic internships, 
employers can become easily frustrated and may withdraw interest. Meeting one on 
one with employers interested in offering internship opportunities has proven 
successful in easing frustration and expanding not only internship opportunities, but 
increasing full-time professional job postings, reporting of hires, and employer 
participation in Career Center events; however, given all of the responsibilities of the 
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JLD Coordinator, meetings are held with only a fraction of employers, limiting potential 
opportunities and partnerships. 

 As a polytechnic institution greater emphasis should be placed on supporting 
experiential work, however, unlike surrounding universities, Cal Poly Pomona is lacking a 
designated Internship Coordinator.   As a result, students are less prepared to secure 
internships and meet employer expectations.  In turn, opportunities go unfilled and 
dissatisfied employers turn to other institutions of higher education to meet their 
recruiting needs. 

 Lack of faculty response to requests for information, such as our Internship Survey, 
impede providing program information to employers and assistance to students. 

 Each year, the Career Center is required to provide student placement and earnings 
data to justify the JLD grant.  Securing this information is particularly challenging from 
the majority of students and employers who have no personal contact with the Career 
Center and therefore feel no obligation to report.  Additionally, we are often unable to 
satisfy employer requests for wage data specific to our own students, rather providing 
national figures which may result in students being offered lower compensation. 

 Although significant strides have been made to centralize the posting of job and 
internship opportunities, select departments and faculty members continue to accept 
and distribute job postings directly to students.  Such practices can unintentionally 
isolate students, contradict equal employment opportunity practices and in turn subject 
the university to potential grievances and fines, and jeopardize potential relationships 
between the Career Center and employers. 

 Unfortunately, not all job postings are legitimate. Unscrupulous people establish 
fraudulent companies and job opportunities aimed at taking advantage of naïve 
students. With factual company information more readily obtainable via the Internet 
and LinkedIn, we have seen a substantial rise in imposters and related scams.  
 

Recommendations:  The continued success of the JLD Program hinges upon delivering viable 
solutions to meet the challenges outlined above.  Recommendations are largely focused on 
creating equitable and strategic distribution of tasks and improving student and employer 
services, including: 

 Employ a student assistant or intern to process all BroncoConnection requests and 
respond to employer requests for assistance with BroncoConnection, or, dedicate a full-
time staff member to process all BroncoConnection requests and manage On-Campus 
Student Employment (currently one of many tasks performed by the Office 
Coordinator).  In addition to allowing the JLD Coordinator to focus on outreach and job 
development, greater customer service could be provided to employers by a staff 
member who’s time is spent entirely in the office.  
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 Continue to develop innovative means, such as the New Employer Reception and 
Orientation, and expand participation in professional organizations and community 
events to increase employer networking opportunities. 

 Increase Career Center presence at alumni events to promote stronger relationships 
with potential employers and cultivate fruitful connections for students.  

 Establish effective and engaging marketing materials to promote Employer Services. 

 A professional who is well versed in existing internship programs and employer 
expectations is needed to prepare and assist students in securing internship 
opportunities and meet employer needs.  Through the addition of a full-time Internship 
Coordinator, development of internship opportunities could be greatly expanded, more 
time could be spent to develop opportunities for underserved majors, employer 
relationships could be strengthened, and students could receive assistance specific to 
their individual needs.  Such results would also contribute positively to faculty relations, 
enhancing the perception of the Career Center as a valuable resource. 

 Work with Academic Affairs to obtain student eligibility criteria and program 
requirements for all departments offering academic credit for internships. 

 Improve data collection by working with university administrators to require reporting 
of placement data.  At the very least, seek support to require faculty advisors to provide 
placement data for students participating in internships, cooperative education, and 
work experience.  Doing so will provide more accurate placement and wage data 
needed for the JLD Report,  a stronger foundation for providing salary data to 
employers, and increase the chances of students receiving more competitive offers. 

 Seek administrative authority to implement a university policy requiring all job and 
internship opportunities to be posted on BroncoConnection. 

 
Career Cafés 
Each Winter and Spring quarter the Career Center invites 5-6 employers to participate in our 
Career Café.  The free event provides employers with the opportunity to establish a presence 
on campus and connect with students while offering students the opportunity to share a cup of 
coffee and seek career related advice from industry professionals regarding their resume, pose 
questions concerning their job search, or learn about the organization’s job opportunities and 
hiring preferences.  The individual one-on-one sessions last approximately 15 minutes each, 
with upwards of 60 to 80 students being served during the three hour event.   Past participants 
have included Avery James, BCBG Max Azria, Central Intelligence Agency, County of Riverside, 
Disney, Enterprise, Fluor, Landsberg Amcor, Lewis Homes, New York Life, Panda Restaurant 
Group, RBF Consulting, Northrop Grumman, Northwestern Mutual, OCTA, Southern California 
Edison, Southern California Gas, Southern Wine and Spirits, Starbucks and Wells Fargo.  Our 
2013-14 Career Café events were attended by 123 students. 
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Employer Perspective Workshops 
Each quarter, the Career Center hosts Employer Perspective workshops in which guest speakers 
share their knowledge with students regarding various career topics of interest.  Past 
presentations have included:  “The Price is Right: Salary Evaluation and Negotiation” presented 
by Boeing, “A Call to Serve: Nonprofit Career Paths” presented by NACE, “Taking the Fear Out 
of Relocating” presented by Lockheed Martin, “Company Competency: Develop Research 
Strategies to Help Sell Yourself in the Job Interview” presented by INROADS, “From Theory to 
Practice: Transitioning from College Student to Employee”, presented by Golden State Water, 
“Social Networking and Your Job Search” presented by Orange County Transportation 
Authority, “Network Yourself” presented by Boeing, “Finding and Applying for Jobs in the 
Federal Government” presented by the Federal Executive Board, and “Building Effective 
Business Relationships” presented by AXA Advisors, and a “Green Jobs Panel” with participants 
from the County of Riverside Economic Development Agency, Herman Miller, San Bernardino 
Board of Supervisors, and the United States Green Building Council.   We also invite employers 
to host our “Prep for Career Day” workshop.  This event has become so well attended that we 
now live stream the presentation to an overflow location.  During 2013-14 368 students 
attended our Employer Perspective Workshops. 
 
New Employer Reception and Orientation 
The New Employer Reception and Orientation is an annual event first launched in 2012 as a 
means to further engage employers who had established new BroncoConnection accounts.  
Each summer all new registrants are invited to attend the event.  The program includes a 
continental breakfast, networking reception with staff, student leaders and other employers, a 
tour of the Career Center, and orientation in which attendees are introduced to Cal Poly 
Pomona’s rich history, programs of study, and Career Center services.  These events have been 
extremely successful in establishing mutually beneficial partnerships.  Employers appreciate the 
hospitality and opportunity to connect with students and staff, often taking part in additional 
Career Center programs and events as a result. 
 
 

Student Employment Services 

The Career Center is a main contributor for on campus employment.  The center provides the 
conduit to maintain job postings and is the hub for jobs.  The unique piece to the job postings 
through BroncoConnection is the medium between students and the campus constituents 
seeking to hire students for their positions.  One strength is the need for job postings to meet 
EEO requirements and the Career Center’s position provides the hiring process information to 
on campus employers.  In addition, key individuals in the office assist with student employment 
training on campus.  The Follow through with department staff transpires through the staff in 
the career center assuring all paperwork is completed and requirements are met prior to job 
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postings and hiring of students on campuses.  The Career Center staff works with various 
partners including Payroll Services, Human Resources, Risk Management, and Financial Aid in 
providing workshops to faculty and staff regarding all aspects of on campus student 
employment.   

An area of concern is the down size of the career center whereby there is no longer a full time 
dedicated staff to engage staff and faculty with the information and requirements for hiring 
students.  There are multiple postings with particularly high volumes of paperwork at the 
beginning of each quarter.  Often, paperwork is not turned in prior to students working in 
positions and along with the payroll services department, this type of situation is completely 
out of compliance with the labor board.  Again, the overwhelming number of students hired 
along with the tremendous amount of paperwork needed may over time create a difficult 
situation for departments who do not follow the necessary guidelines for hiring students.     
A Presidential Order has been continued on campus which requires signatures from either the 
Provost, Vice Presidents, Associate Vice President’s as approval for job postings within the 
areas of responsibility.  This process has been revised to an annual signature requirement 
however, as new positions are created for students, additional approval is required.  This has 
been quite convoluted with multiple calls from on-campus constituents and the limits from 
administrative staff to handle the various incoming calls with questions regarding new job 
postings.   

Another contributing factor to an obstacle is a narrow manner by which to follow through with 
students forms signed but not completed with payroll services or the departments.  Students 
often begin working without processing paperwork which can lead to additional difficulties with 
the Labor Board.   

A major threat to the employment process would be the removal of job postings by 
departmental staff and faculty. If the process of approvals of paperwork by on campus 
constituents cease, and center is removed from the area of responsibility for these forms, the 
career center will see a potential decline is students coming into the center.   
If the Career Center has minimal interaction with students due to the potential paperwork 
dismissal, areas such as developmental pieces such as job search, resumes, applications, cover 
letters, interviewing skills, workshops, and job fairs could suffer significantly.    
 
Strengths 

-          Maintain job postings 
-          On campus hub for jobs 
-          Medium between students/campus 
-          Postings necessary to meet EEO requirements 
-          Assist with training on campus 
-          Follow through with departments 

Weaknesses  



40 
 
 
 
 
 

-          No full time dedicated staff to engage students with opportunities  
-          Multiple postings 
-          Difficulty in maintaining approval for VP’s, AVP’s 
-          Multiple calls &descriptions about how to create job postings 
-          No fallow through with students forms signed but not completed with  HR 
-          High volume of paperwork @ beginning of quarters 

Obstacles  
-          Minimal stall time to dedicate to S.E. 
-          Students hired without signed documents 
-          Staff/faculty not checking hiring requirements prior to student working in allices 

Threats  
-          Job posting, approvals, paperwork sent to other departments will take connection away 

with students, faculty/staff 
-          Minimal interaction with students such as developmental places providing job search 

places i.e. resumes, applications, cover letters, interviewing  

 
On Campus Interview (OCI) Program 

 
Under Employer Relations is the Career Center’s On-Campus Interviewing Program.  The 
program is beneficial for both students and employers in that it brings them together to 
interview in a professional environment.  The interviews conducted weigh primarily for junior 
and senior class level students for internships or full-time jobs.   
 
Cal Poly Pomona is considered a commuter school whereby the majority of students are driving 
their own vehicles from varying nearby cities such as Los Angeles and Orange County.  The OCI 
Program helps to centralize the interview process for the students rather than having to travel 
to employers in various locations.  For most students an interview would also fall on a day 
where they are already on campus. 
 
One of the most beneficial functions of the OCI Program is that it provides direct recruitment of 
student candidates that meet the criteria for the position for which the employer is recruiting. 
Through a pre-selection process the employer sets the criteria that will be used by the 
BroncoConnection system to find students that are eligible to apply for the position.  The 
students are then notified via email to apply.  The employer is always in control from start of 
the recruitment process to the candidates they prefer to interview. Therefore, this process 
yields a favorable outcome for the employer. 
 
The On-Campus Interview Program provides a low-cost service to employers.  For an employer 
to post a position on general job sites the cost is relatively high of at least $100.00 or more.   
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The low cost combined with the precise screening aspects of the OCI Program enables the 
employer to get more value from their recruitment. 
 
As the economy improves, he On-Campus Interview Program has seen a steady increase in the 
number of students participating and the number of employers over each academic year Fall-
Spring.  The trend is expected to continue. 

 
 
On-Campus Interview Program-Weaknesses 
 
The On-Campus Interview Program is available to all matriculated students.  However, there is 
an unknown percentage of students that are not aware of the program.  Feedback from 
students indicate that there is a lack of information about the program.  The same lack of 
awareness for the OCI Interview Program also extends to faculty that if known could be 
informing their students about the program. 
 
On the other hand, there are students who are aware of the OCI Interview Program, but either 
choose not to participate.  Students who choose not to utilize the program are most likely the 
same students who do not take full-advantage of the Career Center’s services for career 
counseling, drop-in resume review, mock interviews or assessments.  Generally, these students 
do not see the Career Center as service that can help them to obtain a job. 
 
Low attendance for the On-Campus Interview Orientation workshop is a major identifying 
factor in the interest or awareness for the On-Campus Interview Program.  The OCI workshop is 
there to prepare students to understand BroncoConnection and how to utilize it for On-Campus 
Interviews.  In addition, the OCI workshop is to better prepare students before interviewing.   
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Currently, there are no reinforcing factors that can stop a student from still interviewing even 
though he or she may have not attended the OCI workshop.  
 
Unrepresented majors are apparent within the On-Campus Interview Program.  The majority of 
the companies conducting on-campus recruitment are Business and Engineering.  Most other 
majors are significantly lower or not represented at all in a given quarter.  See the graph below 
Spring 2014. 
 

 
 
 On-Campus Interview Program-Threats 
 
The continuance of the On-Campus Interview Program lies within the belief that such a 
program is necessary and that face to face interviews are still far superior than what social 
media can offer.  Social media has grown almost overnight and continues to flourish not only 
because it vastly connects students to employers in a more casual and inviting way.  Friend and 
acquaintance referrals often get students connected to employers fast and without formal 
interviews.   
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The Career Center has seen an increase each quarter as more students request a room to 
conduct online interviews such as Skype.  The real-time online interviews provides convenience 
for the employers in that it saves money and travel time.  The same may be evident for the 
student in that they can interview at anytime and anywhere when using their own computer. 
 
Over the past year and growing there has been more reports of fraudulent employer job 
postings.  Several students have become victim to scams which have caused them monetary 
loss.  Although the Career Center works in conjunction with Symplicity to monitor and prevent 
such occurrences the lasting implications may be causing student to not trust the system 
BroncoConnection system and the jobs posted. 
 
The threat also lies with the fact that like any other database BroncoConnection system could 
be hacked into causing a major disruption during the busiest times of the year.  There could be 
a mix-up in the set scheduling and a breach of information for students and employers. 
 
 
On-Campus Interview Program-Opportunities 
 
The expansion for the awareness of the Career Center’s services including the On-Campus 
Interview Program is promising.   The Career Center staff now collectively participates in the 
summer orientations of incoming freshman and transfer students to expose them of the 
services we offer including the On-Campus Interview Program. 
 
The Career Center has set a new goal for each staff member to be assigned liaisons to the 
various colleges on campus.  Each career counselor will connect with the Dean for each college 
and their supporting staff.   The goal will be to stress the importance of the Career Center and 
the services offered including the On-Campus Interview Program.  This connection will enable 
the Career Center to better connect employers to the colleges. 
 
Student feedback is important for the On-Campus Interview Program to be a favorable means 
for students to interview.  By collecting the data we will be able to identify any flaws.  The 
Career Center is setting up a touch screen kiosk to collect immediate data from the students 
exiting their interview that will ask a small series of questions about their experience and about 
their interview expectation. 
 
To encourage and ensure that students are well-prepared for their interviews the On-Campus 
Interview Program Workshop will have to establish restrictions within the BroncoConnection 
system that will prevent a student from participating in an interview.  The OCI workshop will 
have to be advertised as mandatory to get students to attend.  The amount of workshops will 
have to be increased to allow more available times for the students to attend. 
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Events  

 

The Part-time Jobs for Broncos Fair  
 

Strengths:  The Part-time Jobs for Broncos Fair is a unique resource for students as it provides 
them the opportunity to meet potential employers from on campus and off campus. Students 
get to take advantage of having these employers all in one location on campus, I addition, the 
event is targeted to only part-time jobs so students and employers can really maximize their 
search day of. 
Weaknesses:  The disadvantage of the Part-time Jobs for Broncos Fair is the low price for 
employers to attend. At this event the fee for employers to register is $100.00. Although the 
fee is cost effective for employers, the cost for equipment and rentals makes the event break 
even in income. The event date can also be a weakness to the amount of opportunities for 
students as most on campus employers fill their positions before the quarter starts and do not 
attend the event. 
 

Opportunities:  This event has the opportunity to grow into a larger event, providing more 
opportunities for students as well as increase Career Center event income. Partnerships with 
other departments on campus could help to defray costs and the collaboration could also help 
with increasing student and employer attendance. 
 

Threat:  A large amount of on-campus employers look to only hire work-study students because 
they are more cost effective. If there is a lack of financial aid awarded to students permitting 
them to work as a work-study student, on campus opportunities might decrease. 
 

Fall Career Fair, Spring Career Fair 
 

Strengths:  The Strengths of the Fall and Spring Career Fair is the diverse opportunities it 
provides to students. Both events are general fairs for all majors and industries. Employers can 
select their fair location by their industry or the industry they are hiring for.  
 

Weaknesses:  The events weaknesses are its location and the inability to capture student fair 
attendee data. The event is held outdoors at the main quad which has many event entry points, 
with no real way to monitor attendance. If there was a way to manage crowd control and gain 
data from events, analysis could be done on this Career Center Service.  
 

Opportunities:  These events are the most flexible of the Career Center event series which 
could allow for maximum growth. With the partnership of on campus colleges /programs and 
student organizations, the joint effort would help to target and bolster the industry sections. 
This team effort would allow each program on campus to provide their students with career 
opportunities. 



45 
 
 
 
 
 

 
Threat:  The economy plays a large role in the success of our events. If the economy continues 
to steadily decline, there will be less funded positions within companies which would result in a 
lower fair attendance.  
 
 

Engineering Hi-Tech Career Fair 
 

Strengths:  The Engineering Hi-Tech Career Fair is a targeted event specifically geared toward 
Engineering students. This event is strong because it is targeted towards on specific college. The 
Engineering College on the Cal Poly Campus is highly ranked within the State and is one of the 
largest colleges on the Cal Poly Campus. The Faculty and staff do a good job at promoting and 
training their students to attend this event. Employers who attend this event come from all 
over the area seeking our Engineering students because of their ranking within industry. 
 
Weaknesses:  The weakness of the event is that it’s held the day after another large Career Fair 
and staff resources are exhausted. The event was designed back to back to save on equipment 
setup, but with the increase of employer attendance and decrease of staffing at the Career 
Center, the event is challenging to execute. Paid workers and extra volunteers are used to fill 
the gaps where staff members are unable to work. 
 
Opportunities:  This event provides the opportunity to incorporate technology. Employers from 
this industry might be more receptive to try a new recruitment component that could assist 
them in recruiting students who are also technically savvy. Adding this option might be an 
additional incentive for employers to attend the event over other Universities.  Students might 
find the feature useful and feel more comfortable participating in the event. 
 
Threat:  The major threat the event faces is the possibility that the Engineering Department 
could decide to host the event independently. Is this were to happen there would be a 
decrease in employers posting their positions on our job board and fewer students participating 
in Career Center Services. 
 

Graduate & Professional School Fair 
 

Strengths:  The advantages of hosting the Graduate & Professional School Fair is that it 
provides students the opportunity to meet one-on-one with Graduate & Professional Schools 
from all over the country as well as on campus graduate programs. Students who want to learn 
more about their options for continuing their education can do so conveniently on camps. 
 
Weaknesses:  The disadvantage of this event is student participation. This event is not as well 
attended as the career fairs. The low student attendance has many contributing factors. One 
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problem may be the lack of student awareness and event promotion due to it being the last 
event in Fall. Another reason could be the lack of faculty support, and not allowing students to 
attend during their class time. There may also be a lack of student knowledge, not knowing that 
it is important to explore other opportunities early in their academic year. 
 
Opportunities:  Some opportunities for this event would be to expand the program to include 
options for recruiters to participate in panel discussions, networking events and workshops. 
This model is used at other Universities and could help to create awareness to students 
promoting participation and could help entice Graduate & Professional Schools to participation. 
 
Threat:  The Graduate & Professional School fair’s location and the time of year it’s held is its 
weakness. With the events date in early November, there is always the threat of un foreseen 
Environmental effects. The event is also too large to house in one indoor event location on 
campus. 
 

Hospitality Career Expo, Spring Career Fair 
 

Strengths:  The strength of the Hospitality Career Expo is its target focus within the Hospitality 
Industry. The Hospitality College is ranked highly within the state and within the industry, which 
makes students from the program highly sought out. 
Student volunteer involvement is also an attribute to the events success. Easy target marking 
and the events centralized location within the college’s location also attributes to the events 
success. 
 
Weaknesses:  The weakness of the event is the cost for employers to attend and the employer 
expectation. Employers have become accustomed to the low fee to participate in the event yet 
they also expect a higher end, boutique styled event. Cost to maintain this event as it stands 
with the current registration fee may not be sustainable and if increases are made, it may affect 
employer participation. 
 
Opportunities:  With the development of event sponsorships levels/ Packages for this event, 
more opportunities for event income could be increased and the event could become more 
sustainable.  
 
Threat:  The major threat to this event would be if the Hospitality Department decided to host 
the event independently. If this were to happen, there would be a decrease in employers 
posting their positions on our job board and fewer students participating in Career Center 
Services. 
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 2008-
2009 

2009-
2010 

2010-2011 2011-2012 2012-
2013 

2013-2014 

Jobs for Broncos 45 29 27 24 23 21 

Fall Resumaniac Counseling Event Counseling Event Counseling Event Counseling Event 34 Employers  
467 Students 

37 Employers  
326 Students 

Fall Career Day 163 103 71 80 79 91 

Engineering Fair 133 82 78 102 100 104 

Grad Fair 101 77 80 74 75 97 

Hospitality Fair 35 37 40 54 62 64 

Spring Resumaniac Counseling Event Counseling Event Counseling Event Counseling Event 46 Employers  
781 Students 

46 Employers  
471 Students 

Spring Fair 98 93 113 149 176 188 

 
 

Career Center Call Center 
 

Strengths:  The strength of the Call Center is its potential to target and bolster 
event employer attendance. 
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Weaknesses:  The weakness of the call center is its lack of student volunteers to 
utilize the program. The lack of staff availability to oversee and develop the 
centers objective also makes the program week. 
 

Opportunities:  Incorporating a club or organization into the program as well 
creating additional incentives to students, could help increase the promotion of 
this volunteer opportunity. 
 
Threat:  The lack of student participation and staff management could hinder the 
growth of the objective and could eliminate the program. 
 

Events Intern 
 

Strengths:  The Events Intern is a great strength to the Career Center and Events. 
The Event intern assists with the coordination of career developmental events 
and Career Fairs which includes planning, organizing, and executing events day of. 
Having the assistance of the event intern supports the Event Coordinator and 
allows for additional event development, participation, and additional events into 
the event sequence. 
  
Weaknesses:  The weakness of the Career Fair Intern is the lack of ongoing internship 

participation. The Internship position is supported through the Communication Department. 
The Career Center promotes to the department in hopes a student is interested in fulfilling their 
internship requirement thought the Career Center. 
 
Opportunities:  If the Event Intern position was created a funded position within the Career 

Center, the position could be further developed. The additional support for events could rely on 
the assistance of the intern quarter after quarter which would help to enhance events. Training 
of this individual could be better managed in advance of the Career Fair. 
 
Threat:  The threat of the event internship position would be if there were no students 

interested in the position as it stands. 
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Career Chronicle  
 

Strengths: 
The Career Center Career Chronicle is an 11x17 Newspaper that is distributed to over 6,000 
students prior to the Fall Engineering and Spring Career Fairs. The information include in the 
advertisement provides company information and exposure. The strength of the Chronicle for 
events is its use as a market tool for employers. The promotion also spreads awareness to 
students making them knowledgeable of career opportunities. 

 
Weaknesses:  The weakness of the chronicle is that it is not printed at Cal Poly Pomona. The 

Universities printing facility cannot print the newspaper in house. The Career center uses an off 
campus vendor to print the paper. The paper is cost effective but the funds for the chronicle do 
not get returned back into the University. 
 
Opportunities:  The Chronicle has many positive marketing possibilities. The Chronicle could 

be developed as a newsletter or quarterly newspaper updating students on Career Center 
services, job opportunities, job market news and success stories. In addition, during event 
season the focus could be on events. 

 
Threat:  The major threat to the Chronicle would be if the University discontinued our on 

campus waiver for printing off campus. The newspaper would then need to be discontinued. 

 
 
 

 
 
 
 
 
 
 



50 
 
 
 
 
 

Experiential Education  
 

The Career Center has traditionally been a posting site for internship positions. Positions are 
posted on BroncoConnection and all students have access to BroncoConnection to view the 
positions and apply to the positions. A number of organizations will attend the various career 
fairs and discuss with students internship positions. Also a number of organizations will do an 
info session and interview on-campus recruiting students for internship positions. The full-time 
staff person in the Job Location and Development(JLD) has become the unofficial Internship 
coordinator in the Career Center. She has met with a number of department chairs and faculty 
to discuss a uniformed process of posting and applying for internships.  
The Career Center works with the Center for Community Engagement, which provides service-
learning, volunteering and Cooperative Education for students with the community and 
industry.  
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Graduate School Planning Services 
The Career Center assists students with the graduate/professional school process. This includes 
assisting students with considering going to graduate/professional school and which academic 
program is right for them as well as selecting the appropriate graduate/professional school. The 
Career Counselors assist students with the application process, obtaining letters of 
recommendation, writing admission essays, and submitting their applications.   
The Career Center sponsors an annual Graduate/Professional School Fair each fall term. The 
fairs attract over 100 graduate/professional schools from around the country. The Career 
Center sponsors along with Cal Poly Pomona’s Graduate School and the Admissions and 
Outreach office an annual program concerning applying to graduate/professional school.   
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Program Management 
 

The mission of Cal Poly Pomona’s Career Center is: 
Empower students and alumni to identify their skills, interests, and values; make informed 
educational decisions, and discover meaningful career opportunities. The Career Center has 
been charged to provide and coordinate career resources for all students including 
undergraduate and graduate students as well as alumni. This includes career counseling as well 
as all employment opportunities.  
There is no written document that stipulates this, but the Career Center continues to partner 
with the campus community to support the career resources for all students. The Career Center 
team meets regularly with academic deans, department chairs, faculty, and campus 
department directors to see how the Career Center can continuously improve our programs 
and services.  
Tom Munnerlyn and the Career Center team continue to coordinate the Career Center 
programs and services. The Career Center seeks to be recognized as providing the leadership 
for career development information and employment opportunities. The Career Center 
proactively seeks collaboration with academic colleges. Many of the Career Center team serve 
on a variety of campus committees.  
 
The model of the Career Center coordinating all career resources has been in play for a number 
of years. When Tom Munnerlyn started in the Career Center in March 2007 a number of 
academic colleges were hosting their own career fairs and using their department’s websites to 
post employment positions. Tom has collaborated with deans and department chairs to have 
the Career Center incorporate these career fairs into the Career Center’s fall and spring fairs. 
The Career Center is now hosting the College of Agriculture’s annual AG Day and also hosting 
the College of Education’s Teacher Job Fair. All academic departments are now posting all 
student employment positions via BroncoConnection.  
 
The Career Center Coordinates career resources based on a comprehensive model for all 
student and alumni. The Career Center will be a premier resource and an integral part of the 
academic experience by:     
 

 Encouraging student and alumni development through personal and career    
exploration, equipping them with life-long skills for success 

 Offering state of the art technological resources to enhance the delivery of career 
services 

 Partnering with the academic community in career education to facilitate the 
development of a career plan for every Cal Poly Pomona student 

 Creating collaborative employer partnerships to optimize career opportunities 
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 Valuing an environment of continuous improvement and investing in the acquisition and 
development of highly skilled professional staff  

 
The Career Center team meets bi-weekly and the Employer Relations and Career Counselors 
meet weekly. The Career Center has a two day all staff summer retreat as well as day long staff 
retreats for fall, winter, and spring terms. These meetings assist to enhance communication 
among the team.  Each staff person has an area of focus, but we work as an interrelated team 
providing support for each other. All staff are held accountable and are provided reviews and 
feedback.  
 
Each year data supports the increase demand of services by students and alumni. There also is 
an increasing demand by faculty and student organizations for presentations and workshops. 
Even though there is no written document from Cal Poly Pomona for the Career Center to 
continue its services and programs this could change at any time. With the transitions of the 
current President retiring and the arrival of a new President, the search for a Vice President for 
Student Affairs, new deans, and department chairs the model of the Career Center could shift 
to that of academic colleges providing their own career resources for their students.      
The Career Center will continue to collaborate and partner with the campus community so that 
the Career Center can continue to coordinate and deliver career resources for all students and 
alumni.            
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Marketing/Promotion/Outreach 
 
The Career Center has developed several strategies for marketing its services and programs to 
different constituents including students, employers, alumni, families of students, faculty, staff, 
and local community members. In fall of 2013 the Career Center was able to combine funds 
from a vacant Lead for Career Counseling position and create a new full-time Graphic Design 
and Marketing position. The person was hired for the position starting in January 2014.   The 
Graphic Designer has been able to upgrade and produce some great print materials for the 
Career Center(see note binder). 
 
The Career Center does a large number of e-mail blasts to students to promote different events 
throughout the year including workshops, on-campus interviews, info sessions, career fairs. 
Some of the print materials (Appendix and note binder for hard copies) 
 
Student Career Guide: The Career Guide is a 35 page guide of career information including how 
to write a resume, including sample resumes, cover letters, interviewing, job searching, and 
information on applying to graduate school. The Career Center has 4,000 copies printed and the 
cost depends on the number of advertising that employers paid for. This year the Career Center 
paid $1,658.00 for 4,000 copies. The entire Career Guide is also linked on the Career Center’s 
website. 
 
Employer Resource Guide: The Career Center is currently in the process of updating the 
employer brochure and combing this publication with information concerning the Career 
Center’s Partner’s brochure. The guide is distributed to employers to assist them with targeting 
Cal Poly Pomona as their choice of recruiting Cal Poly Pomona students and information 
concerning the Partner’s Program, which gives employers the opportunity to partner with the 
Career Center. The Employer Relations team has a who’s who guide for potential employers. 
The guide lists what each person is responsible for. 
 
Advertising:  The Career Center uses various ads in a number of campus publications including 
the student newspaper the Poly Post(printed once a week on Tuesdays), the Summer Issue of 
the Poly Post.   
 
Career Fairs: The Employer Relations team is responsible for designing a marketing campaign 
for all the career fairs including staking posters, posters, posting on campus calendars, and 
various websites.  
 
Electronic: The Career Center uses its website to post all events and programs.  
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Social Media:  The Career Center has developed a You Tube video about the Career Center. 
Campus media assisted the Career center in putting together the video and the video includes 
Cal Poly Pomona students. The Career Center makes use of Face Book, You Tube, Linkedin, 
Instagram, and Twitter. 
 
Public Speaking: All the Career Center staff except for the Information Desk staff has been 
trained in public speaking and making presentations. Career Center staff makes presentations 
to classes, new student orientations, Preview Days, student groups, to the local community, 
alumni, families of students, deans, department chairs, faculty, and regional and professional 
conferences. 
 

Marketing to Employers/Employer Branding on Campus  
 
The Career Center Employer Relations team uses a variety of ways to outreach to potential 
employers. The Employer Relations team consists of Tom Munnerlyn, Director of the Career 
Center. Tom targets employers both in the Los Angeles area as well as nationwide. Tom has 
visited employers in Raleigh, NC, Seattle, Silicon Valley, and Las Vegas. Dawn Finley is in the Job 
Location and Development (JLD) position and targets local employers for part-time, internships, 
and full-time positions. Gerry Russo is the On-Campus Recruitment Coordinator. Gerry works 
with employers setting up interview schedules and information sessions as well as with 
students. Lauren Corona is the Events Coordinator and is responsible for all the career fairs and 
Resumaniacs. Lorraine Rigoli is the lead for Administration and assists the Employer Relations 
team.   
 
Some potential employers will visit the Career Center. The Employer Relations team will 
present information on majors and programs that the employer is interested in. The ER team 
will discuss the recruiting needs of the employer and ways that the ER team can connect the 
employers to students and alumni. The ER team will discuss the different services that the 
center offers employers.   
 
All of the Employer Relations team attends various events to meet potential employers. The 
Career Center is a member of PIHRA (Professionals in Human Resources Association) The ER 
team attends regular monthly meetings to present information on upcoming career fairs. The 
Career Center is a member of several Chamber of Commerce in the Los Angeles area and 
attends monthly meetings. The Employer Relations team has visited numerous employers in 
the Los Angeles area including WET Design, Terranea Resort, and Jet Propulsion Laboratory.      
 
Challenges for the Employer Relations team are that there is currently not an Associate Director 
for Employer Relations. The Career Center did have an Associate Director for Employer 
Relations, but the position was eliminated. The Employer Relations is trying to take advantage 
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of the current up employment market and concentrate on employers in Los Angeles area in the 
industry fields of Hospitality, Transportation, Fashion, Food, Entertainment, Government, and 
Sports.    

 
 
Graphic Design/Marketing 
 
Strengths:  Having Industry experience is a plus as well as staying up to date with graphic design 
and marketing strategy trends which allows the career center to have a professional look and 
style on all marketing material for workshops, job fairs, career events, classes, counseling, mock 
interview sessions which in return attract students and most importantly Employers and allows 
Cal Poly Pomona numbers to increase in the amount of jobs offered to students.  One key role 
we have is we are always seeking for growth in all areas by using our Graphic Design and 
Marketing strategies.  We have to be reminded that first impressions matter to everyone and 
that is why we are very passionate when it comes to marketing or creating quality graphic 
design due to knowing the students and employers depend on us to help connect them to one 
another.  So if we have quality designs and material our goals will continue to exceed by making 
many connections!!! 
 
Weaknesses:  Required to follow graphic design standards and allow us to be limited at times 
to reaching our full potential in designing material. 
 
Obstacles:  Limited Space to posting quality marketing material which limits the career center 
to reach its full potential in reaching all students and many students miss out on possible job 
opportunities as well as job resources to help in job search, career counseling and resume 
development. One other key issue is Limited Budget for printing which limits us at times to have 
quality flyers, posters, banners and other items which is very important as mentioned first 
impression is very important when meeting with Employers to join our fairs, workshops and 
events. Marketing and Graphic design is something that is overlooked at times yet it’s what 
attracts each of us to everything.    
 
Threats:  If Cal Poly is without a Career Center as well as having a quality Graphic Design/ 
Marketing material such as brochures, flyers, email blast, newspapers, calendars, posters, door 
signs, flags, banners, logos, table covers and many other graphic design/ marketing materials 
the percentage of jobs will be lost and missed for university students which is why graphic 
design and marketing is one of the most valuable key assets to all prestige universities as well 
as business. .  Students invest so much in Cal Poly to help direct them to their dream job which 
is what the career centers has proven to do time after time with many success stories. 
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Website 
Strengths:  A key graphic designer is a must in maintaining a website to give the students and 
employers what they need to help connect.  We use key graphics and marketing strategies to 
stay up to date with what is required to market and promote our job fairs, events, workshops, 
classes, trainings as well as having a key calendar on our site.  We have many students  
Using our site on a regular basis as well as to find out what the latest workshop or event is 
coming up to help them find that internship and dream job.   
 
Weaknesses:  Limit to flexibility to changes headers and other material which can limit us to 
stay up to date with current trends.  The more we work at staying current with graphic design 
trends the more successful our university will be over all.  
    
Obstacles:  At times we face problems where we can’t exceed or marketing/ graphic abilities 
due to having to follow some strict guidelines such as font’s used, sizing and other limits.  If 
there was more access we would be able to increase more marketing to help students as well 
as employers. 
 
Threats:  If career center does not have access to maintaining their website it is than given to IT 
to maintain.  This will be a big loss for many students as the graphic designer works very closely 
with event coordinators, counselors and all staff to find ways to help promote all career center 
events and classes to help our students find their career as well as landing that dream job by 
visiting job fairs, workshops, events, counseling sessions and many other key items the career 
center has to offer.   
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Organization 
 
The Career Center is in the Division of Student Affairs and reports to the Associate Vice 
President for Student Services. The Career Center consists of three key areas including, Career 
Counseling, Employment Relations, and Administration. Each of the areas are interrelated and 
support each other.   
 
See Appendices shows the organization chart of the Career Center. Currently the Career Center 
has 12 full-time positions (1 Director, 1 Administrative Coordinator, 1 Information Desk 
Specialist, 1 On-Campus Recruiting Coordinator, 1 Events Coordinator, 1 Job Location and 
Developer, 1 Graphic Designer, and 5 Career Counselors),  3 Graduate Interns, who work 
twenty hours a week, 5 student Peers who work about twelve hours a week, and 3 student 
workers who work about twelve hours a week.  
 

Financial Resources 
 
The Career Center is funded primarily by state appropriated funds for staff positions. The 
Director’s salary is covered by the Vice President of Student Services office. The Career Center 
also has a Foundation account and funds are raised by charging employers to attend career 
fairs. See Appendices.  Also the Career Center charges employers $100 for an information 
session, $50 per interview schedule; Resume Books are $50 for thirty days and $150 for the 
entire quarter, and $50 for a PR table. All of these charges are placed in a Foundation account.  
 
The Career Center also has a Foundation account for the Partner’s Program. The Career Center 
raises about $30,000 a year via the Partner’s Program. The Career Center does not receive any 
funds via student fees, and no funds for supplies and services from the Division of Student 
Affairs. A Student Success Fee Initiative was passed in 2013. Unfortunately the Career Center 
was not included to receive any funding from the Student Success fee. The Student Success Fee 
initiative does not allow for any proposals to be submitted for Student Success Fee funding.   
 

 
State Appropriated Funding 
State appropriated funds that the Career Center receives are for staff salaries and benefits. The 
Career Center can receive a small amount of supplies and services funds from the Division of 
Student Affairs, usually $2,000-$4,000 annually. This funding is used to cover office costs.  
 

 
Self-Funding Initiatives   
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The Career Center has initiated costs to employers recruiting at Cal Poly Pomona. The Career 
Center does not charge employers to post positions via BroncoConnection. See above for fees 
that the Career Center charges to employers for the various career fairs and on-campus 
interviews. The Career Center assesses every two years the fees that are charged to employers 
and has raised fees by $50 every two years to for-profit employers. The Career Center is able to 
retain all the money via career fairs. The Career Center and The Collins College of Hospitality 
Management split the profits from the Hospitality Career Expo. As the economy in California 
has improved the Career Center has tried to take advantage by increasing the number of 
employers attending the fairs. The Career Center pays half of a Career Counselor position from 
Foundation funds and splits the cost with The Collins College of Hospitality Management.  The 
Career Center pays $24,048 annually for the joint Career Counselor position. The Career Center 
has three Graduate Interns that work 20 hours a week during the academic year and pays each 
intern $10,800. This is paid out of the Foundation account. The Career Center hires eight 
student workers and pays them $9-$10 per hour. Each student works 12-15 hours a week. This 
is paid out of the Foundation account.  
The Career Center does charge students to take career assessment inventories. The Career 
Center charges students $3.00 for the MBTI, $3.00 for the Strong Interest Inventory, and $7 for 
the StrengthsQuest. This is much less than the actual costs that the Career Center pays for the 
different assessment, so there is no profit made by the Career Center. The Career Center 
actually goes in the red on paying for the assessments.  
From time to time the Vice President for Student Affairs has moved funds from the Career 
Center Foundation account to other departments in Student Affairs. The funds have ranged 
from $1,000 to $80,000. The Vice President has given the Career Center State funding in return 
for the Foundation funds. State funds have a number of restrictions and need to be spent in 
that calendar year or returned to the Division for Student Affairs.   
 

One Time Funds  
From time to time the Division of Student Affairs offers one time funds to departments in 
Student Affairs. Departments submit a proposal of what they want the funds to be used for. 
The Career Center has submitted proposals and has received funding for renovation to the 
Career Center including new carpet, painting and an upgrade to the Career Center Computer 
Lab. A recent one time request proposal yielded funds to upgrade the Career Center’s 
classroom and conference room including new carpet, painting, tables, chairs, and AV 
equipment.  
 

Job Location and Development (JLD) Grant 
 

The Career Center receives funding through the JLD Grant via the US Department of Education 
in the amount of $50,000 annually. The funds cover a full-time position as well as travel and 
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professional development for the position. The Office of Financial Aid administers the Grant 
and keeps $25,000 of a total of $75,000.  
 

Challenges 
 

The Career Center continues to support all students and alumni in their career development 
process and employment opportunities. The challenge is to continue to provide and maintain 
high levels of programs and services with the size team that the Career Center currently has. By 
having to charge employers to recruit on campus can be frustrating as employers use more 
social media in their recruiting strategies and may bypass coming to campus altogether. In a 
down economy there are fewer employers and less funds for the Career Center under the 
current funding model. Employers may decide not to continue paying to have access to Cal Poly 
Pomona students. Colleges on campus can host their own career events and charge employers. 
This is competition for employer funds for the Career Center.  
The Career Center would like to be able to position itself so that the Center can grow in staff 
size and provide the level of service that the Cal Poly Pomona community requires. The Career 
Center would like to be in the position to receive some funds from the Student Success fee.    
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Human Resources 
 
Management and Administration 
The Career Center currently has 12 full-time staff, 3 Graduate Interns, and 5 student workers. 
The Career Center has a Director, 5 Career Counselors, 1 Information Desk Specialist, 1 On-
Campus Recruitment Coordinator, 1 Events Coordinator, 1 Administrative Coordinator, 1 JLD 
position, and 1 Graphic Designer. The Director, four Career Counselors, and the JLD position 
have a Master’s degree. One Career Counselor has a PhD. The On-campus Interview 
Coordinator has a Bachelor’s degree and the Graphic Design position has a Bachelor’s degree.  
The Information Desk Specialist and the Events Coordinator have high school diplomas. All 
Career Center staff has been selected through an interviewing process and has the skill sets to 
do their positions. The Career Center has a work model of interrelatedness in that staff function 
in their positions by working and supporting all team members. The challenge is that currently 
there are not enough Career Counselors to be a liaison to all eight academic colleges and to 
Alumni Relations. There is not an Associate Director, or an Assistant Director position.  
The Career Center staff does have access to campus department that have expert in certain 
areas such as Institutional Research. The Career Center does not have a technical support staff 
position, but does have access to technical support via IT@CPP.  
 

Program and Event Management   
 

The Career Center is responsible for a variety of programs and events. The Career Center has a 
full-time Events Coordinator that works with campus constituents to plan and host career fairs 
and Resumaniacs. All staff are responsible for assisting with career fairs, and program planning.  
 

Assessment, Goal Setting and Evaluation   
 

The Division of Student Affairs has SADAC (Student Affairs Division Assessment Committee). 
The Committee has a represented from each Student Affairs department and the Career Center 
has a representative. The SADAC Committee meets once a month and discusses different 
assessments and assists departments in planning and designing an assessment project. The 
project is presented at the annual Student Affairs Fall Conference in the beginning of the 
academic year. Once a year each student Affairs department also has an opportunity to present 
an assessment project to the TLG (The Leadership Group, Student Affairs Director’s group) at 
the bi-monthly meeting. Career Center staff has had training in assessment, goal setting, and 
evaluation through their own graduate level academic programs. The Career Center does 
conduct evaluations on workshops and events. The Career Center uses I-touch for an evaluation 
of its career fairs.      
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Career Advising/Counseling and Consultation  
 

All Career Counselors have received ongoing training via their own graduate level courses as 
well as through attending professional conferences, workshops, and webinars. Each Career 
Counselor has a Master’s degree and their course work has included research, statistics, 
counseling theories, group counseling, and counseling skills. All Career Counselors have 
experience in administering and interpreting various career assessment inventories including 
the MBTI, Strong Interest Inventory, and the Strengths Quest. Career Counselors belong to 
professional associations and attend conferences. All Career Counselors are liaison to an 
academic college and also different student service areas including, cultural centers, student 
athletes, and Veterans Center.  
 

Budget Management  
 

The Career Center does not have a dedicated Budget Manager. The Administrative Coordinator 
and the Director work on all the different budgets that the Career Center has.    
 

Teaching/Training  
 

One Career Center Career Counselor provides instructions for the CPU 100 course. Due to the 
Faculty Union that only faculty are to provide instruction for a course staff are not allowed to 
teach/instruct courses. The Director is the Instructor of Record for the CPU 100 course and the 
Career Counselor is the instructor. All Career Counselor present workshops and presentations. 
The On-Campus Interview Coordinator, the JLD position, and the Events Coordinator also 
present workshops. The Career Center trains five student Peer workers who can deliver 
workshops and presentations.    
 

Marketing/Promoting  
 

The Career Center has a full-time Graphic designer who develops, designs, and produces fliers, 
banners, Ads, and posters. The position is also responsible for the Career Center’s website, 
providing web design and web development. The position does not support any IT function.    
 

Brokering/Connecting/Linking 
 

All staff in the Career Center is responsible for developing and building relationships with 
students, faculty, staff, alumni, and employers. Career Counselors are liaisons to academic 
colleges. They meet with deans, chairs, faculty, and students. The Career Counselors are also 
becoming industry specialist and are charged with having five organizations that they contact 
and respond to the employers who are coming to campus. The On-Campus Interview 
Coordinator and the Events Coordinator meet with faculty and staff to discuss employers 
recruiting on campus.  
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Information Management 
 

The Career Center uses various methods for sharing information. The Career Center staff has 
been trained to use BroncoConnection. BroncoConnection is a system contracted through 
NACELink which is an internet database used to manage and deliver information on career 
counseling, jobs, internships, and student interview materials.  The Career Center also uses Big 
Interview, which is a web based system to assist student with interviewing skills and mock 
interviewing. Career Center staff has been trained in using BroncoConnection and Big Interview. 
The Administrative Coordinator position has taken on providing the leadership for both 
BroncoConnection and Big Interview. The person in the position provides updates for these 
systems to the Career Center team.        
 

 Leadership 
 

The leadership of the Career Center is provided by the Director of the Career Center. The 
Director has thirty years of career services experience working at four different career centers 
at universities around the country. The Director holds a Master’s of Education degree in 
Counseling. The Director has been in the position as director since March 2007. Currently the 
Career Center does not have an associate or an assistant director. All eleven full-time positions 
in the Career Center report directly to the Director. One of the challenges is that all full-time 
positions in the Career Center report directly to the Director. This includes responsibilities for 
evaluation, discipline, and personnel issues.   
 

Pre-professional Positions 
 

Currently the Career Center has three Graduate Interns. The Career Center has been able to use 
funds from the Career Center Foundation account to pay for the interns. They work about 
twenty hours a week and work September thru mid-June. The interns assist with drop-ins, 
workshops, advising appointments, liaison, and projects. The challenge is that the interns do 
not come from Cal Poly Pomona’s graduate school. They come from various graduate programs 
from around the Los Angeles area. There is not a graduate program at Cal Poly Pomona that 
matches a career counseling type program. Also by paying graduate interns out of the 
Foundation account interns are considered Foundation employees. A Career Counselor 
provides training, orientation, and direct supervision for the Graduate Interns. The Career 
Center also has five student Peer positions. The Peers assist with drop-ins, presenting 
workshops, and projects. A Career Counselor provides training and direct supervision for the 
Peers. The Events Coordinator has also had a student intern (volunteer) from the 
Communications program that has assisted with career fair events and works for two hundred 
hours. The Career Center also has a partnership with University Housing Services and has two 
Resident Coordinators that volunteer in the Career Center about five hours a week. One intern 
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usually assists with drop-ins and covers all workshop requests from resident life and one intern 
assists with employer relations including career fair events.   
 
     

Administrative Support Staff 
 

The Career Center has a full-time Information Desk Specialist. The position is responsible for 
answering phones; greet students, faculty, staff, employers, and alumni, and assists students 
with information on BroncoConnection. The Career Center also has three student workers 
(Ambassadors) that assist at the Information Desk. The students cover lunch breaks for the full-
time person as well as breaks. The student workers assist the Information Desk Specialist during 
peak times. Both the Information Desk Specialist and the Ambassadors are supervised by the 
Administrative Coordinator.  
 

Technical Support 
 

The Career Center does not have a technical support position. The Career Center relies on 
IT@CPP which provides all technical support for Cal Poly Pomona. When there is a situation 
with tech, the Career Center team will try and figure a solution otherwise the person having a 
technical issue will contact the IT@CPP help desk and will open a work ticket. The challenge is 
that IT@CPP does not always respond quickly to the technical issues.   
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Facilities and Equipment 
 

The Career Center has about six thousand square feet of space in a Foundation Building. The 
Career Center is in a central location on campus on the ground floor below Campus 
Marketplace. Campus Marketplace contains eateries that include Carl’s Junior, Panda Express, 
and Taco Bell. The Career Center is also located across a small plaza from the campus cultural 
centers. The entrance to the Career Center is on the ground floor via an automatic sliding door 
which is ADA compliant. There is an information desk which is ADA compliant for wheel chair 
accessibility. The Career Center had a renovation two years ago and had carpeting replaced and 
the Computer Lab, and Information Desk updated. The Computer Lab has six work stations and 
two work stations that are ADA compliant for wheel chairs. Students can access the internet 
and BroncoConnection. There is a printer for students to print, which they use their Cal Poly 
Pomona copy card.  
 
The Career Center lobby is well lit and has a wall of windows to add natural light. There are 
approximately six tables and four chairs per table for students to use. The area is also used for 
drop-ins. There are two computers for Peers and staff to use while assisting students. The two 
computer work station is wheel chair accessible. There is a resource library. Students are not 
able to check out materials, but most of the materials are on the Career Center website. There 
also is a wall for Career Center had outs.      
 
The Career Center has a waiting area for students to wait for on-campus interviews. The area 
with renovated by Ikea seven years ago and is a very nice area for students. The entire Career 
Center is wireless and this is a great assistance to students and employers. The Career Center 
has an Employer Lounge that employers can use while they are interviewing. The Career Center 
provides employers free coffee, water, and pop.  
 
There are twelve interviews for interviews and they are all ADA compliant and wheel chair 
accessible. Each room has a table and two chairs and all of the interview room are wireless. 
There are not any phones in the interview rooms, but there is one wall phone located in the 
hallway where the interviews rooms are located. If there are more than twelve rooms used for 
interviews the Career Center has access to more rooms within the Career Center. There is 
adequate parking for employers and is not too far from the Career Center. There are adequate 
parking spaces for handicap persons right next to the Career Center.  
 
Challenges for the Career Center space is that there is not a bathroom located on the ground 
floor of the Career Center. Staff and employers have to go outside and upstairs to the second 
level to access a bathroom. For someone wheel chair bound they must go around the building 
to enter the second floor. Also the Career Center is below Campus Marketplace. There have 
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been numerous leaks from pipes that have caused extensive damage in the Career Center. The 
Career Center has to keep a continuous lookout for leaks. This is difficult since many of the 
leaks have occurred during late evening or on the weekend. Another challenge is that that are 
no windows in staff offices. This can be difficult during power failures. The Career Center 
continuously drills for fire and earthquake situations. There are fire extinguishers and 
emergency first aid kits located throughout the Career Center. All staff has been trained in the 
locations of fire extinguishers and first aid kits. The Career Center and Cal Poly Pomona have a 
Business Continuity Plan. The plan is a guide so that the Career Center can continue to conduct 
business during any type of disaster. There is space for the Career Center Clothes Closet, but 
the Clothes Closet could use more space for the clothes. Another challenge is parking for 
employers for the career fair events. There are as many as three hundred cars at a career fair. 
The Career Center works with Parking and Transportation Services to provide parking for the 
career fairs. Parking is not in a convenient location and the Career Center has two hire two 
large coach buses to transport employer from the parking area to the career fair location.   
 
The Career Center does not have any more office space to place any new additional positions. 
The Career Center has been in conversation with IT@CPP to partner with them to use their 
computer lab space for office space and a mock and interviewing training center. The IT@CPP 
Computer Lab is located on the ground floor with the Career Center. The Computer Lab has 
seen a reduction in the number of students using the Computer Lab. The Career Center will 
continue with discussions with IT@CPP for the use of their Computer Lab.      
Each Career Counselor, the Graphic Designer, the JLD position, and the Director have their own 
office with a table and chairs. Each office has a phone and printer. One Graduate Intern has 
their own office space and two Graduate Interns share an office space. The Career Center has a 
classroom that seats fifty and was very recently updated with new carpet, paint, tables, chairs, 
and AV equipment. The Career Center has a conference room that can seat about twenty five 
people and can be reconfigured to different seating areas. The conference was recently 
updated with new carpet conference table, chairs, and AV equipment. Both the classroom and 
the conference room are used for workshops and info sessions. The Career Center does offer 
the classroom and conference room space to on campus units as well as student groups. The 
Student Affairs TLG is using the Career Center classroom to host their bi-monthly meetings.   
 
The Career Center has operational hours Monday-Friday, 8:00am-5:00pm. The Career Center 
has continuous hours throughout the day. The Career Center follows a Cal Poly Pomona 
summer flex schedule and is open Monday-Thursday 7:00am-6:00pm and closed on Friday. 
Most on-campus interview schedules start at 8:30am and end at 5:00pm. There are staff that 
are in the Career Center at 7:30am that can assist employers in case they arrive early or want to 
start interviews at 8:00am. Staff is also available to assist employers if they conduct information 
sessions starting at 5:00pm.    
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Technology 
 

Career Center Website 
 

The Career Center website http://www.csupomona.edu/~career  includes information on hours 
and location. The Career Center website follows the guidelines that Cal Poly Pomona has issued 
to the campus to follow. The Career Center website included BroncoConnection, which is the 
job web portal for all job listings for students and alumni including part-time on and off campus, 
internships, and full-time positions. BroncoConnection is also the portal for employers to use 
for on-campus interviews and information sessions.  
 
All of the Career Center handouts are posted on the website as well as the Career Guide. There 
is information for faculty and staff as well as an on-line Request a Workshop form.  
 

BroncoConnection    

BroncoConnection is the on-line job posting for students and alumni. Both on and off campus 
employers can post part-time, full-time, and internship positions. It is free to employers to post 
positions. All students’ Bronco ID numbers are uploaded into the system and they can fill out a 
short application form to establish an account. The account is good for their academic time at 
Cal Poly Pomona. Students establish an account and they can create an on-line portfolio. The 
portfolio can contain the student’s resume(s), cover letter(s), transcript, and writing samples. 
 
BroncoConnection is licensed by Symplicity, which is owned by NACELink (National Association 
of Colleges and Employers). The Career Center has been connected with Symplicity for eight 
years. The product has served the Career Center very well. Symplicity continuously provides 
updates and training for staff that use the product. The Career Center is currently paying 
$25,000 annually for the product. The Challenge is to continually have the funds to pay for 
BroncoConnection. The Career Center has to have the entire amount of funds to Symplicity by 
July 1 of each year.      
 
Employers are able to post positions on BroncoConnection and also post on-campus interview 
schedules and info sessions. Employers are able to see interview schedules as well as 
communicate to student about selections for interviews. One challenge is coming up with the 
funds to pay for Symplicity. The Career Center has had discussions about charging employers to 
post positions on BroncoConnection. The Career Center has also had discussion with employers 
about charging to post positions. As for now the Career Center will not charge for posting a 
position.  
 

http://www.csupomona.edu/~career
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All staff has been trained in the use of BroncoConnection. The Administrative Coordinator 
position takes the lead on BroncoConnection and works with Cal Poly Pomona’s IT@CPP and 
Symplicity. The Career Center does use the Kiosk enhancement of Symplicity. This is a great 
help to the Career Center in keeping data on student use. Students via the Kiosk are able to 
swipe their Bronco ID when coming to the Career Center and the Kiosk can populate students’ 
information. Symplicity does provide a number of data reports. Overall the Career Center has 
been very pleased with using the Symplicity system.    
 

Online Assessments 
 

The Career Center uses the Strong Interest Inventory, The Myers Briggs Type Indicator, and 
StrengthsQuest. All they are offered on-line. Students can be referred by an academic advisor, 
faculty, or self-referral. Students would schedule an appointment with a Career Counselor to 
discuss their unique situation and which assessment(s) they should take. Once the student 
takes the assessment, it is scored and the students make another appointment to discuss the 
assessment results.  
 

 
 
Big Interview  
The Career Center uses Big Interview for on-line information for interviewing and mock 
interviews. The Career Center had been using Perfect Interview, but switched to Big Interview 
in 2013-2014. Big Interview has more information for students as well as alumni. Students can 
conduct a video mock interview on their personal PC and e-mail this to a Career Counselor to 
review. There is no cost to the Career Center to use Big Interview the first year and the cost for 
the second year is $1,000. 
 

Big Interview is a newly implemented web based developmental tool for students.  It creates 
the capability for students to develop interviewing skills to master the real interview.  The 
various means by which a student may practice includes basic, middle management, advanced, 
graduate school, and internship modules.  The student has flexibility to practice with or without 
a web camera.  In addition, there are a host of articles and information for students which 
increases the level of proficiency for future interviews.  Faculty members may utilize this site for 
student assignments with ease and flexibility.  Another advantage to the web site includes ADA 
compliance for all students.     
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CAMPUS and EXTERNAL RELATIONS 
 

Campus/Internal Relations  
 

The Career Center has five full-time Career Counselors. They along with the Director and the 
three Graduate Interns are liaisons to the eight academic colleges. Activities that they 
participate in vary by each college. Also the Events Coordinator and the On-Campus Interview 
Coordinator interact with the academic colleges as well as the student Peers present to 
classrooms and student organizations. The Career Center communicates with the campus 
community via e-mails as well as a newsletter to faculty, staff, and students. The Career Center 
has a web based workshop request form that faculty, staff, and students can use to request 
workshop presentations. Some of the activities that the Career Center participates in are: 

 Fall, winter, and spring Preview Day. Admissions and Outreach hosts perspective 
students and their families. The Career Center hosts a seminar on the services of the 
Career Center and also a table. 

  Classroom presentations and presentations to student groups. 

 The Career Center presents to the six cultural centers on a variety of topics.  

 The Career Center has representation on a variety of campus committees including Go 
Green Committee, Academic Advising Task Force, Pride Alliance, Black Faculty, Staff, and 
Students Association, Graduate Initiative, and Ali-Ability.  

 The Career Center will meet with all the Deans and their councils. 

 The Career Center has a partnership with University and Housing Services to have two 
interns assist the Career Center each year. The interns are actually full-time staff who to 
do professional development in the Career Center. One intern assists with employer 
relations and the other with career development including drop-ins and presenting to 
resident students. They work about five hours a week. 

 The Career Center does remote drop-ins in the different colleges including the Veterans 
Center and the library.  

 The Career Center does specific programs for Greek Life students, student athletes, and 
ASI (Associated Students, Incorporated, student government).    

 The Career Center participates in the annual Cyber Security and Awareness Fair, Poly 
Chroma hosted by the Art Department, Bronco Fusion, and new faculty orientation.    

 Staff serves as assistants to faculty for the First Year Experience class.  

 The Career Center hosts faculty/staff visits to the Career Center as well as having new 
deans come to the Career Center.  

 The Career Center maintains relationships with the Disability Resource Center, and 
Student Health and Counseling Services. 
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 The Career Center presents workshops to MEP students (Maximizing Engineering 
Potential), Renaissance Scholars, Summer Bridge, the RISE Program, and to International 
Programs.   

 The Career Center staff has made tours of various departments on campus including the 
Rose Float Laboratory, Farm Store, Lyle Center for Regenerative Studies, Bio Trek, and 
the W.F. Kellogg Arabian Horse Library.  

 The Career Center presents to first year students, transfer students and to their families 
during summer orientations. Presentations are thirty minutes and include a power point 
produced by the Career Center.   

 
Each year the Career Center hosts the On-Campus Partners Recognition event. The event takes 
place the week after school is finished in June. The Career Center invites faculty and staff to a 
full-breakfast to thank them for their partnership with the Career Center. Each person gets a 
certificate of thank you. The Career Center selects one outstanding faculty and one  
outstanding staff to recognize them for their relationship building with the Career Center.   
 
The Career sends out a quarterly newsletter via e-mail to faculty, staff, employers and students.    
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EMPLOYER RELATIONS AND RECRUITMENT 
SERVICES 

 
The Career Center values the partnerships we have developed with hundreds of employers. Cal 
Poly Pomona’s Career Center has the most employers recruiting than any other CSU (California 
State University) school. The Employer Relations team meets weekly to discuss recruiting and 
upcoming events.  
 
The Career Center has a full-time On-Campus Recruiting Coordinator and a full-time Events 
Coordinator. Both staff has been in their positions for four years. Both staff works directly with 
employers to connect them with students, alumni, and the campus community. When an 
employer is on campus to conduct interviews, the Career Center gives an evaluation form to all 
employers recruiting on campus to evaluate the Career Center’s customer service. The Career 
Center has employers, recruiting on campus evaluate students that they interviewed. This gives 
students some feedback on how they did in interviews. The Career Center also gives students a 
chance to evaluate the interviewing process as well.  
 
Each summer in July the Employer Relations team hosts the New Employer Reception and 
Orientation. This is an opportunity for employers who have not recruited on campus to come to 
the Career Center and meet the Employer Relation team, learn about the recruiting services, 
and have a tour of the Career Center. The past events have hosted over 50 employers. Students 
and faculty are invited to this event. The Career Center has hosted a Career Summit. The 
summit was an event which had about twenty engineering High-Tech organizations at a career 
fair in the morning. After the career fair there was a luncheon where employers hosted a table 
of ten students. During the luncheon a panel of employers discussed interviewing and 
networking information. The event was attended by about 200 students. The Career Center has 
hosted a Showcase event. The event show cased one organization. One of the Showcase 
employers was Northrop Grumman. Northrop Grumman had a senior vice-president talked 
about the organizations. Also various managers talked about their areas and products that they 
make. There was a small internship and job fair as well. The event had food and was attend by 
100 students.  
 
The Career Center has initiated the Call Center. The Call Center has a bank of five phones. 
Students are trained on cold calling employers about upcoming Career Fairs and updating 
employer’s contact information. Student groups have signed up for the Call Center.  
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The Career Center hosts hundreds of employers each year on campus. For the year 2013-2014 
the Career Center established a relationship with NSA (National Security Agency). The Career 
Center scheduled three days of events for NSA to connect with faculty and students including 
group meetings, classroom presentations, tours of labs, and a reception for faculty and 
students. Cal Poly Pomona was the only west coast school that NSA recruited at for 2013-2014. 
The Career Center also hosted NASA and planned a daylong event to connect students and 
faculty with NASA.  
 
 
The Career Center has sponsored the Career Success Conference. The Career Success 
Conference has been a day-long event the week after school is out in spring. The Career Success 
Conference is presented in a day-long conference format. Students register in advance and 
then the morning of the conference they check in and are given some swag type gifts. There is a 
keynote speaker for the morning breakfast. Keynote speakers have been Cal Poly Pomona 
alumni. Students then have a three track format to pick a workshop that they want to attend 
for an hour. There is a break and the same track is repeated. There is a luncheon which is 
hosted by employers and there have been such topics covered as networking and dinning 
etiquette. There is an afternoon track of three workshops and then there is a small career fair 
with opportunity drawings. The Career Success Conference is open to all students and usually 
attracts about 150 students. Due to the economic downturn the Career Success Conference 
was eliminated for a couple of years. The Career Center has tried different variations of the 
Career Success Conference including doing just a luncheon with a keynote speaker to having a 
week-long series of events. Now that the economic has picked up the Career Center is looking 
at revising the day-long Career Success Conference model.          
         
 
The Employer Relation team hosts new employers to come and visit the Career Center to learn 
about the recruiting services. The Employer Relations team will also connect employer with 
student groups and faculty. The Job Location Developer and the Director tend to be the ones 
who conduct on-site visits to employers. The JLD position covers the Los Angeles area. The 
Director has made recruiting visits to Silicon Valley, San Francisco, Las Vegas, Raleigh, NC, 
Seattle, and Tampa to recruit employers from these regions. The Employer Relations team uses 
a variety of marketing materials to share with employers. Currently the Employer Relation team 
is working on a new employer brochure that will include information about recruiting at Calm 
Poly Pomona as well as information on the Career Center’s Partner’s Program. Since Cal Poly 
Pomona has about 72 majors there are many industries that the Employer Relations team can 
recruit for. The challenge is that trying to recruit for this many majors and students can be 
overwhelming.  
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To promote the upcoming career fairs the Career Center has designed and developed the 
Career Chronicle. All employers attending a specific career fair are listed in the Chronicle along 
with the majors and positions that they are looking for. Employers can pay for Ads in the 
Chronicle and about 5,000 copies are printed and distributed around campus the week before 
the specific career fair. The Career Chronicle is also posted on the Career Center’s website. For 
the Fall Career Fair and Engineering and High-Tech Fair a double issue is printed. There is a 
single issue printed for the Spring Career Fair.    
 
The Career Center hosts a number of events through the year including: 

 Part-Time Jobs for Broncos. This includes both on and off campus employers 

 Fall Resumaniac for all majors. This is an opportunity for student to have their resume 
reviewed by an employer in industry. 

 Engineering Resumaniac for engineering and high tech majors 

 Prep for Career Fair. An employer will present to student on the career fairs.  

 Fall Career Fair. Open to all majors 

 Fall Engineering High Career Fir. Open to engineering majors 

 Senior Alumni Breakfast with Alumni at the Fall Career Fair 

 Breakfast with Industry(BWI) co-sponsored by NSBE(Black Society of Engineers and 
SHSE, Society of Hispanics in Science and Engineering)   

 Graduate/Professional School Fair 

 Resumaniac for Hospitality Career Expo 

 Hospitality Career Expo 

 Spring Resumaniac for all majors. 

 Spring Engineering Resumaniac 

 Spring Career Fair. Open to all majors 
 
The Career Center Positions itself on-campus to communicate, collaborate, cooperate, and be 
good colleagues with all academic colleges and departments. The Career Center has worked 
hard to incorporate the annual Ag Day, ENV Day, and Teacher Job Fair into the annual Spring 
Career Fair. Some of the challenges that the Career Center faces is having academic colleges 
decide to do their own fairs. Currently the Career Center will host a separate Teacher Job Fair in 
February 2015. The new Dean in the College of Agriculture is planning to host a separate Ag Day 
in April 2015.  
  

Career Center Partner’s Program 
 

The Partner’s Program is designed to optimize an employer’s recruiting experience at Cal Poly 
Pomona. As a Partner, employers will benefit from more opportunities to connect with highly 
talented and diverse students, greater brand awareness, visibility on campus, and highly 
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attentive service from the Career Center staff. The Partners Program helps play a vital role in 
providing resources to assist the Career Center with preparing students for professional 
success.  
 
The Career Center has had an established Corporate Partner’s Program for a number of years. 
In March of 2007 the current Career Center Director was charged by the Vice President for 
Student Affairs to up-grade the Partner’s Program. The Vice President wanted more partners 
who would contribute larger sums of funds to the Career Center. Funds contributed to the 
Career Center were to be used to cover staff salaries and operating costs of the Career Center. 
The current Career Center Director reviewed current Career Center Partners and previous 
partners. Potential new partners were also reviewed.   
 
In May of 2007 the Division of Student Affairs hired a Director of Development for Student 
Affairs. The position was to assist the Career Center with the Partner’s Program, especially in 
finding new partners. The person in the position was in the position for about a year and a half 
and did not assist with the Partner’s Program. After the DOD left, the position has remained 
vacant.  
In the past seven years the Career Center has had some good years with the Partner’s Program 
and a dip in Partner’s participating in the program. A reason for a lower number of Partners is 
been due to the downturn in the economy as well as Partner’s contributing to other programs 
and colleges at Cal Poly Pomona.  The Career Center has maintained some long standing 
partners such as Enterprise Rent-A-Car, Southern Wine and Spirits, and Fluor.  
 
Some of the strengths of the Partner’s Program are that funds have assisted to support salaries 
of three half-time Graduate Interns and five Peer student workers. The Partner’s Program gives 
Partners a way to connect with students, student organizations, and faculty.  
 
Some the challenges for the Partner’s Program are that the Partner’s Program is based on an 
annual renewal, basically September through August. The weakness is that a number of 
Partners fiscal year is on a different cycle. Some Partners pay on a monthly bases and this can 
be frustrating to keep up with collecting the funding. A major weakness is not only is the Career 
Center competing with other colleges/university Career Centers for the same Partners, but is 
also competing against other departments, programs, student organizations, Cal Poly Pomona 
Advancement, and academic colleges.  
 
As part of a thank you to the Career Center Partners the Career Center hosts an annual 
appreciation luncheon. The Career Center has tried different formats for the appreciation event 
from having it in the afternoon as a reception to the luncheon format. Students have been 
invited to the appreciation event as well as deans, department chairs, and the President and 
First Lady of Cal Poly Pomona.                 
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Partner/organizations have an opportunity to gain greater visibility with students and alumni 
and assist the Career Center to enhance its delivery of programs and services to Cal Poly 
Pomona.  Building services is essential to the success of our students. Partners enable us to 
provide innovative programs and services to Cal Poly Pomona students and alumni. The Career 
Center’s Partner’s Program is in a position to assist organizations shape their future.  The Career 
Center is a comprehensive career program coordinating all career resources for all students/all 
majors for undergraduate, graduate students and alumni. 
(See Appendices for Partner’s Introduction Letter, Partner’s Letter to Renew, Partner’s Letter of 
Commitment, Partner’s Benefit levels, and Partner’s Thank You Letter.) 

 

Partners Gain Visibility On and Off Campus 

 
In addition to attending a career fair and recruiting at Cal Poly Pomona, there are other ways 
that employers can gain visibility on and off campus. Partners, who are successful recruiting on 
campus work with the Career Center and participate in a variety of Career Center events.  
 

 Information Sessions 

 PR (Public Relation) Table  

 Resumaniac: On-the-spot resume critiques 

 Career Panels 

 Sponsorship Events Examples are “Networking and Dining Etiquette”, “Breakfast with 
Industry”, and LEAD’s Leadership Conference. 

 Internship/Co-Op Opportunities  

 BroncoConnection 

 Resume Referrals   

 Partner’s Program- Partner’s program offers guidance and feedback on issues related to 
placement, assessment and improvement of recruitment services.  

 Career Guide- Place an ad in the Career Center’s publication that reaches over 5,000 
students.  

 Professor for a Day 

 Picture and AD in Career Chronicle  

 Alumni Mentor Program 
 

 

 



76 
 
 
 
 
 

2013-2014 Partners  

 
 

Bronco Level $10,000 
None  
 

Gold Level $5,000 
New York Life 
Southern Wine and Spirits 
 

Green Level $3,000 
Enterprise Rent-A-Car 
Fluor Corp. (actually gave $4,000) 
US Marines  

 
2014-2015 Partners  

 
Bronco Level $10,000 
None 
 

Gold Level $5,000 
Fluor 
Southern Wine and Spirits 
Union Pacific 
Enterprise Rent-A-Car  
 

Green Level $3,000 
US Marines  
DayNine  
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LEGAL RESPONSIBILITY 
 

The Career Center is familiar and follows the guidelines developed by the National Association 
of Colleges and Employers Principles for Professional Practice. The Career Center’s membership 
in NACE provides the Career Center with information on the policies and procedures of the 
Principles and NACE has an attorney who is available for consultation. 
 
Cal Poly Pomona has an Office of Legal Counsel and also an Office for Diversity and Compliance. 
Both offices can provide information and advice in employment law, student, and employer 
rights. The Career Center is also adheres to FERPA guidelines.   
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EQUAL OPPORTUNITY, ACCESS, AFFIRMATIVE 
ACTION, AND DIVERSITY 

 

The Career Center provides equal access to all students and alumni on a fair and equitable 
basis. The Career Center follows the Cal Poly Pomona student code, which includes:  
 
Student-Centered Philosophy: Our Student-Centered Philosophy is the underlying principle 
which affirms that students and their success are our driving force. We create environments 
conducive to student learning and graduation, serve as mentors and advocates for students, 
and create opportunities for students to develop as individuals and leaders. 

Integrity: Integrity is honest and honorable behavior, where our decisions and actions are 
consistent with our values, beliefs and principles. 

Interconnectedness: Interconnectedness exists when we are united with others in the 
university community in purpose and achievement of our goals. Our success comes from 
fostering relationships built on collaboration, open communication, trust and mutual respect. 

Passion: Passion is a powerful, compelling emotion or feeling that inspires our action and gives 
meaning to our work. It is the energy and drive to push beyond the established possible to 
accomplish even greater results.  

Quality: Quality is the outcome achieved when we set a standard for excellence by providing 
first rate, value-added service and educational programs that exceed expectations. 

Richness of Diversity: Richness of Diversity is the belief that differences in people and points-
of-view are valuable. We embody this belief when we are inclusive, recognize our similarities, 
embrace our differences and through mutual respect, move beyond tolerance and acceptance 
to active support and advocacy. 
 
The Career Center provides for special needs of students including handouts and making the 
website accessible. Career Center staff have been in sessions including Safe Zone for LGBT 
students and Ali Ability for students with disabilities. 
 
The Career Center has worked with the Offices of Human Resources and Diversity and 
Compliance to maintain a diversity of the professional staff. The Career Center also works hard 
to have a diverse student work force.     
 
The Career Center has been designated as Bronze Level by Out for Work. Staff has attended the 
Out for Work annual conferences when they were held in the Los Angeles area.     
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ETHICS  
 

Information requested for this section has been covered in the Legal Responsibilities and Equal 
Opportunity, Access, Affirmative Action, and Diversity. The Career Center has a link on the 
Career Center website to NACE’s Professional Guidelines for students, faculty/staff, and 
employers.  
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PROGRAM EVALUATION, ASSESSMENTS and 
RESEARCH 
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The above are sample assessments that the Career Center has conducted. The Career Center 
participates in the annual Stories of Successful Learning. Each department has an assessment 
that they conduct and then is put on poster board to share with the campus. The career Center 
does another annual assessment that is put on power point and presented at the TLG meeting 
once a year. The Career Center does collect data on workshop attendees, drop-ins, career 
counseling appointments, and career fairs.    
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SUMMARY REMARKS AND 
RECCOMMENDATIONS  

 
The Career Center has been striving to make the Career Center a true training center. The 
Career Center hires each year 3 Graduate Interns, 5 Student Peers, 3 Student Ambassadors, and 
has two interns from University Housing. The Career Center provides training and in return gets 
the latest knowledge and information from students.  
 
The Career Center is exploring the possibility of having the Computer Lab space in Building 97. 
Currently the space consists of about 60 PCs. Over time fewer students have been using the 
Computer Lab space. The Computer lab is under IT@CPP. The Career Center has approached 
IT@CPP about the possibility of having the lab for an Interview Skills Training Center for 
students to do mock interviews. The lab can also be converted to a shared classroom.   
 
Areas that the Career Center has some great successes are the employment relations. The 
Career Center has the most employers recruiting at Cal Poly Pomona than any other CSU 
school.  
 
The Career Center is the only office on campus where student can go to get assistance with 
career development concerns. All of the Career Counselors have a Master’s degree and have 
been trained in administering and interpreting the MBTI, Strong Interest Inventory, and 
StrengthsQuest. Career counselor is one of the Career Center’s core essentials in programs and 
services that are offered to students.   
 
Areas that the Career Center needs to improve on are workshops and events specifically for Cal 
Poly Pomona Alumni. The Career Center would like to do a joint Career Counselor position with 
Alumni Relations.  
    

 
 
.   
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APPENDICIES 
 

 

California State Polytechnic University, Pomona 

Division of Student Affairs 

 

 

 

ADMINISTRATIVE WORKPLAN 

 

Name _____Tom Munnerlyn_________________________          

Title _________Director, Career Center________ 

 

Academic Year: ______2014-2015_________________ 

 

 

Division of Student Affairs Strategic Initiatives 

1. Build Bronco Pride through a vibrant campus community. 

2. Advance the culture of learning, assessment, and continuous improvement. 

3. Enhance internal and external communication. 

4. Preserve the environment for future generations. 

5. Align student body profile to be reflective of the institution’s Core Values and the Academic Master Plan. 

6. Advance programs and services that foster strong persistence, graduation rates, and efficient time to degree. 

7. Advance campus crisis, safety, and emergency management. 

8. Secure additional resources in support of divisional priorities. 

9. Deploy technology to achieve outcome based improvements. 

 

Goal #1:  Build Bronco Pride through a vibrant campus community. 

 

 

Objectives 

Performance Indicators Outcomes/Status 

o Build relationships of 

credibility, mutual 

respect, and mutually 

perceived benefit, with 

faculty, chairs, and 

department staff that 

result in stronger 

partnerships and 

enhanced perceptions 

of the relevance and 

value of Career Center 

programs.   

 Attend three faculty chair meetings per 

academic term. 

 Meet with all new Deans.  

 Host meet and greet with new faculty 

members one per academic term.  

  

 

 Have met with Dean Lea 

Dopson new dean in The 

Collins College.  

 Have scheduled to meet 

with the new Dean in the 

College of Agriculture. 

She will come to the 

Career Center.  

 Met Dr. Coley, new 

President of Cal Poly 

Pomona. Discussed 

highlights of Career 

Center.  
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o Serve the needs of 

student clubs and 

special populations.  

 Present to three student class councils for 

the academic year.  

 Scheduled time to meet 

with President of College 

of Agriculture Student 

Council.  

o Raise awareness that 

the Career Center is 

relevant and critical to 

transferring student’s 

academic success into 

career opportunities. 

 Measure by the number of 

workshops/seminars that the Career Center 

presents to students and the learning 

outcome for the workshop.  

 Career Center instructs CPU 100 each 

academic term.  

 

 

 

 Career Center has hired 

two additional Career 

Counselors. Both are 

being trained as an 

instructor for CPU 100 in 

Spring term 2015.  

o Explore relationship 

between the Career 

Center and Alumni 

Affairs.  

 Continue to survey recent graduating 

students.  

  

 

Goal #2: Advance the culture of learning, assessment, and continuous improvement. 

 

Objectives Performance Indicators Outcomes/Status 

o Be intentional in 

identifying attainable 

Student Learning 

Outcomes to measure 

whether students 

achieve the intended 

learning outcome.   

 Design learning outcome for internship 

experience.  

 Design learning outcomes for workshops 

students attend 

 Design learning outcomes for On-Campus 

Interviewing  

 Participate in Student Affairs Learning 

Outcome Event 

 Senior Exit Survey is being sent to all 

under graduating students  

 Career Center had a poster 

for SADAC event September 

2014.  

 The Career Center along 

with a campus wide 

committee is assisting with 

the Senior Exit Survey. Data 

from 2014 is being collected 

and disseminated  

o      

o      

o      

 

Goal #3: Enhance internal and external communication. 

 

Objectives Performance Indicators Outcomes/Status 

o Evaluate the user 

experience and 

navigation of the 

Career Center website. 

 Having a counter on the Career Center 

website collect information on a weekly 

basis.  

  



85 
 
 
 
 
 

o Invest in and upgrade 

technology that the 

Career Center uses for 

students.  

 Career Center continues to evaluate and 

upgrade applications that the Career Center 

uses.  

  

o To have the Career 

Center team 

participate in campus 

activities/committees 

and off campus 

professional 

associations.  

 The Career Center team will develop a 

professional development plan to 

participate in both on-campus and off-

campus activities.   

The Career Center team are on 

various campus committees 

including Go Green, Access and 

disability Alliance, Pride Alliance, 

Black Faculty Staff Association, 

LEAD, Advising Task Force 

Committee. 

 

 Career Center Director has 

visited new employers in 

Silicon Valley, Seattle, Las 

Vegas, and Raleigh, NC.  

o Increase the number 

of employers attending 

Career Day Events.  

 

o Recruit a team of 6 call 

center interns to assist 

with outreach and 

employer relations 

management.  

 The Career Center will register at least 200 

employers for the Fall Career Day and the 

Engineering Hi-Tech Fair. 

  

 Attend various professional association 

meetings to promote career fairs to 

employers including PIHRA and Chamber of 

Commerce.   

 

 The call center interns will assist with 

getting 200 employers to register for the 

Fall and Engineering Career Fairs. 

 

 

  

 

 

Goal #4:  Preserve the environment for future generations. 

 

Objectives Performance Indicators Outcomes/Status 

o Reduce the carbon foot 

print for the Career 

Center  

 Reduce the amount of print material that 

Career Center uses. Career Center is 

using the website for materials such as 

the Career Guide and quarterly student e-

newsletter.  

  

o      

o      

o      

 

Goal #5: Align student body profile to be reflective of the institution’s Core Values and the Academic 

Master Plan. 
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Objectives Performance Indicators Outcomes/Status 

o      

o      

o      

o      

 

Goal #6:  Advance programs and services that foster strong persistence, graduation rates, and efficient 

time to degree. 

 

Objectives Performance Indicators Outcomes/Status 

o Develop strategies to 

assist students to 

make informed choice 

of academic disciplines 

and majors early in 

their academic career  

 Have all students participate in the CPU 

100 course in their sophomore year. 

 Have all students meet with a Career 

Counselor and design a career plan and 

meet back with Career Counselor as 

needed.   

 Currently have five full-time Career 

Counselors, along with the Director, and 

three Graduate Interns to be liaison to 

academic colleges. Conducting drop-ins in 

the colleges.  

  

o      

o      

o      

 

Goal #7:  Advance campus crisis, safety, and emergency management. 

 

Objectives Performance Indicators Outcomes/Status 

o To have a strong 

improved safety 

plan.  

 Conduct quarterly fire and earthquake 

drills in the Career Center. 

 Work with campus safety coordinator to 

conduct a mini EOC 5 Evacuation drill.  

 Career Center staff has CPR/First Aid 

Certification. Renew CPR/First Aid 

Certification each year.   

  

o      
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o      

o      

 

Goal #8:  Secure additional resources in support of divisional priorities. 

 

Objectives Performance Indicators Outcomes/Status 

 Increase 

participation in 

Partner’s Program 

and annual dollars 

generated from 

employers.      

 Add three new partners each year.    

o Increase student use 

of BroncoConnection.  

 This will be measured by the use of 

technology to make students aware of 

the features of BroncoConnection.  

  

o      

o      

 

 

 

Goal #9:  Deploy technology to achieve outcome based improvements. 

 

Objectives Performance Indicators Outcomes/Status 

o Make use of Career 

Center Kiosk for 

students to swipe 

student ID and sign 

in for Career Center 

services and 

programs.  

 Swipe card will be more efferent and 

faster for students. 

 Swipe card will capture more student 

information. 

  

o To use NACELink 

System.  

 NACELink System will provide students 

access to job listings nationwide vs. local 

job listings.  

  

o Introduce Big 

Interview to 

students. Web based 

Mock Interview 

 Students that can’t may come to the 

Career Center to do a Mock Interview via 

the web.  
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system. 

o Have graduating 

students complete 

senior exit survey  

 Registrar office will send out survey to 

increase yield of return surveys making it 

part of the graduating process to 

complete the survey.  

 Senior Exit Survey has been 

sent to students graduating 

in December 2013, March 

2014, June 2014, and 

September 2014.  

 

 

Date Submitted: ___________________ 

Date Revised:  _________________ 

Final Update:  ___________________ 

SIGNATURE OF MANAGEMENT EMPLOYEE AND SUPERVISOR 
 

Prepared by: Tom Munnerlyn,     Director         
 Name, Title        

 
Approved by: 
   
 __________       ___    
    Associate Vice President/Vice President    Date 
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CAREER CENTER GOALS 2014-15 
Goal I: Update Career Center library resources to provide relevant and current materials. 

Activity Responsible 
Party 

Start 
D
a
t
e 

End 
D
a
t
e 

Outcome 

1. Designate annual budget to maintain 
library 

    

2. Conduct benchmarking (UCLA & 
Pomona College) to identify best 
practices 

    

3. Dedicate new staff person/intern to 
manage library 

    

4. Explore & expand online resources     

5. Source resources for underserved 
majors 

    

6. Create targeted marketing plan to 
increase library usage 

    

7. Relocate library near waiting area or 
computer lab 

    

8. Integrate library with Career Center 
website 

    

9. Partner with University library to 
increase access & availability of career 
resources 

    

Goal II: Increase employer participation in events by 10%. 
Activity Responsible 

Party 
Start 

D
a
t
e 

End 
D
a
t
e 

Outcome 

1. Conduct outreach to target employers 
serving underrepresented majors 
(ENV, CLASS, AG, Science, CEIS) 

    

2. Involve DEI in researching and 
contacting employers 

    

3. Meet with colleges to identify 
employer outreach efforts & existing 
partnerships 

    

4. Host Career Café for CEIS students     

5. Host employer panels for each college     

6. Host a virtual career fair     

7. Host summit for one college     

8. Launch Broncos Hiring Broncos 
recruitment 
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9. Partner with Alumni Affairs to host a 
Broncos Hiring Broncos reception for 
alumni 

    

10. Attend 3 PIHRA meetings to promote 
Career Center events 

    

Goal III: Facilitate Career Success Conference 
Activity Responsible 

Party 
Start 

D
a
t
e 

End 
D
a
t
e 

Outcome 

1. Establish Career Success Conference 
committee 

    

2. Etiquette lunch & fashion show     

3. Keynote speaker     

4. Choose theme     

5. Speed networking exercise     

6. Interview lab activity     

7. Resume critique activity     

Goal IV: Connect with academic departments to promote Career Center services and 
resources. 

Activity Responsible 
Party 

Start 
D
a
t
e 

End 
D
a
t
e 

Outcome 

1.  Host joint events      

2.   Meet with faculty to understand 
specific career needs associated with 
each major 

    

3.   Assign each staff member to target a 
specific department 

    

4.   Create performance measures for 
each liaison 

    

5.  Create one new program for 
designated College   

    

6.  Meet with the Dean’s Council of each 
College 

    

Goal V: Integrate DEI into the Career Center, providing a trained and knowledgeable 
volunteer base. 

 
Activity Responsible 

Party 
Start 

D
a
t

End 
D
a
t

Outcome 
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e e 

1. Provide support to DEI for 
Membership Reception 

    

2. Shadowing of Career Center Staff to 
assist with training and knowledge 

    

3. Develop partnerships with employers/ 
alumni 

    

4. Strategize ways to incorporate DEI 
members into outreach promoting 
Career Center Services 

    

Goal VI: Provide opportunities for staff to engage in professional development. 

Activity Responsible 
Party 

Start 
D
a
t
e 

End 
D
a
t
e 

Outcome 

1.Participate in on-campus trainings: 
Ability Ally, Dreamers Ally, Safe Zone, 
Mental Health First Aid, Defensive Driver 

   -  

2. Each staff member share and present 
at least one topic per quarter with other 
staff members. 

   -  

3.    -  

4.    -  

5.    -  
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