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Click the Sign up for an account button and
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Once logged in, select the Profile option
from the left side navigation menu.

@@  James Roberts M@ Let’s add a photo of you. Hover over the
% FT MBA - Spring 2026, 1%t Year . .
Change image grey profile image and select Change

J.roberts@prestigiousuniversity.e
Image to upload your photo.

Shared
About James
A summary o highlght your persoraity and Update your Headline. Let everyone get

to know you and create opportunities by
sharing what you are seeking for your
next career move.

Add Summary

Update Job Preferences

Job Preferences

. . Personalize your job search.
To stay informed with the latest career

resources, events, jobs, and interviews that Preferred industry
match your unique preferences, please make
sure to frequently update the “Preference”
section of your profile with industries, Preferred Function
functions, practice areas, and geographic
locations you are excited about.

Technology X Marketing and Adve

Sales X Consulting X Manage
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Target Employers
and Contacts

Build and manage a list of target employers that you are excited about
working for.

‘ Navigate to Target Employers from the left side navigation menu. From here,
you can build a list of employers you are actively targeting for jobs &
internships.

‘‘‘‘‘‘‘‘‘ Target Employers

Target Employers Target Contacts @ Add to Target Employers

Employers Status Priority

22% Students & Alumni

Amazon Informational Interview Medium

Add Note CreateTask o W

© Target Employers

B Employers NHIES Y —
Bain & Company Application Submitted High ore s o2 ] U

@ contacts

Add Note B Create Task 4
9 Tasks CVS Health Did Not Receive Offer Low BRI reateTask /W

* Activity Stream

o B Add Note B Create Task
Google Research Company Medium U

Add Target Employers: You can add a Target Employer simply by typing the name
into the search bar and clicking the “+Add to Target Employers” button.

Track your progress: By clicking the Pencil icon you can track the “Status” and
“Priority” of each of these employers (researching employer, interviewing,
received offer, etc).

Use the Target Contacts tab within Target Employers to track the growth of your
professional network and assemble a target contacts List

Add Employers and Contacts your Career Center has a relationship with your Target
Employers list.

Navigate to the Employers Directory from
the left side navigation menu. a Mikaela Cook © A4

Tesla
Director of Sales

Click on the heart icon to add the

employer to your “Target Employers” list. Sl Ul IuE ) <

Deloitte

Associate Product Manager

Navigate to the Contact Directory and
select the heart to add Contacts to your
Target Contacts list.

g Esteban Vesperoni L J

Larrv’s Suboort Group



Scheduling Appointments

‘ Navigate to the Appointments module from the left side navigation menu

HireGrad
Graduate and Alumni Career Development p p ointments

Powered by 12twenty

Career Adviser v Appointment Type v Focus Industry + Add Filter © Reset
Y~ Tasks
Today < > [3) July 21-27, 2024 (PDT) = List v
fk Activity Stream v
= List
7 Research Tools Month
- iy a Adele Johnson (™) week
$= 0ClI & Job Listings 21
Jut O 2:00pm - 4:30pm PDT &3 oay
2, Appointments i
View
My Calendar +/ Appointments
FRI g George Harris +/ Appointments Blocks
5 events 22 .
v JuL

O 11:00am - 12:00pm PDT
[E Resume Books

Eoﬂ Experiential Learning FRI 4 Olana Rodriguez
A

Select your preferred date, career
coach, and/or appointment type. Appointment Block *

Appointmer
Date and Time 09/21/2024, 8:00AM - 11:00AM PDT

July 21-27, Selected Availability 8:00AM - 11:00AM PDT

Click on your preferred Careor aciser .
appointment block and select Book ‘a*

e Johnson Laura Stephen
Appointment Conauting
. ) ) o
L00pm - 4:3(  Adviser Profile
Available Type(s) Resume and Cover Letter Review, Offer Negotiation
Available Locations My Virtual Room - Zoom.us/myroom, In person (On-campus)

Time Zone Clarification -~

Choose your preferred appointment e nams
type and time, review key details 500am - 12:¢
about the career coach, and share

information to help them

understand your needs. Then, click

Book Appointment at the bottom of

the form once it is filled out.

Appointment P X
After booking, you will get a

confirmation email. If calendar
. . Career Adviser

sync is enabled, your appointment § £

will sync automatically. You can

Date and Time 08/21/2024, 8:00AM = 11:00AM PDT B

also add it manually using the oy,

calendar icon. Adviser Profile My Zoom link is Zoom.us/k/546145
Preferred Type Mock Interview
Preferred Location My Virtual Room - Zoom.us/k/546145



Applying to

Jobs & Interviews

‘ Select Job Listings & Interviews from the left side navigation menu

UNIVERSITY Job Listings & Interviews

juate School of

Home Employer, Job Title, or Keyword e

G Recommended for you. Based on your profile, we think these jobs are worth
checking out.
Research Tools

Viewed Viewed Viewed

i= Job Listings & Interviews v
searen a

Applied
PP 6 hours ago Yesterday Yesterday
2, Appointments Drug Safety Specialist Pharmacy Manager Pharmacist
Walmart Pharmacy Costco Pharmacy CVS Pharmacy
My Calendar 9 Virtual 9 Baltimore, MD @ Washington, D.C.
£ Full-Time £ Full-Time £ Part-Time
El Events © Apply Immediately

B Resume Books

Search for jobs by Employer, Job Title, or keyword. This will take you to the
Advanced Search screen automatically.

Recommended for You - scroll jobs suggested to you based on your degree, job
preferences, recent activity, and more.

Advanced Search - Select the Advanced Search link to access additional

categories and filters.
o All Tab - View every type of opportunity you can apply for.
o Job Listing Tab - Click to filter for job listings only.

Employer, Job Title, or Keyword e

Job Status: Approved, Application Open v Industry (Job Posting) v Type of Job: Full-Time v  + Add Filter  Reset

Use the Filters at the top of the page to search for jobs.
Click on the “heart” icon to favorite job posting you want to come back to.

Enable Saved Search Notifications to receive emails about new jobs that

match your criteria.
o Save your search by clicking “Turn on email alerts” at the bottom.

o To name your search, click 'My Saved Searches & Alerts' in the bottom
right.



Event

TIP
Looking for events

Registration

office?
Start your search
‘ Head to the Events module from the left-side with “GCD”
navigation menu to see all of the upcoming events

End Date: All Future v Industry (Event) v +Add Filter © Reset i= List v

Results: 6
Event Event Status Employer Event Status Registrants (Waitlist)

Coffee Chat - Merck

e Merck Registration Open 3 Registrants (3)
£ 06/1/25, 9:00am-1:00 POT

9 Room 101

Company Presentation - RCA Records
@ RCA Records Registration Open 15 Registrants (15)

2 06/09/25, 1:00pm - 2:30 EDT
9 virtual

You can apply filters to target your search through Advanced Search. For
example: add the "Event Type = workshops” filter to quickly find available
workshops.

Set up Saved Search Notifications to get notified via email when new
events are available that match your criteria.

Save search results by clicking the bar at the bottom of the page that says
Turn on email alerts for the search.

A Turn on email alerts for this search A My Saved Searches & Alerts
Click on the Event Name to open Event Details
details about the u pcoming Company Presentation - RCA Records m ©
. . RCA Records
event. Click the Register button ) Wednesday, 06/18/25, 1:00pm - 230 EDT
H H © Registration Period: 05/01/2025, 5:00pm - 05/31/2025, 4:4¢
in the top right corner to RSVP. o

Some events are time-slotted

(like Mock Interviews), and

you’ll register for a specific time instead. On the Event Details tab of a time-
slotted event, you will click the Select Time-Slot button to select your time.



Career Fair

Registration

Select Register Now

From the Event, select
the Employers tab to
review and search all
companies in
attendance. This
function allows you to
research employers
ahead of time.

Events

All Events My Events
Employer, Job Title, or Keyword

End Date: All Future v Event Type: Job Fair v

Event
Engineering Career Fair
‘ Job Fair
3 06/02/25, 1:00pm-4:00pm PDT
9 Arnes

Fall 2024 Career Fair

Job Fair

9 08/09/25,12:00pm - 4:45pm EDT
@ Humphrey Colosseum

O

Event Details (3
Fall 2024 Career Fair ©
Job Fair
© Thursday, 08/09/25,12:00pm - 4:45pm EDT
9 Student Registration Period: 07/09/25, 12:15pm - 08/05/25, 1:00pm PDT

9 Humphrey Colosseum

Register Now

Events Details  Employers (8)

Before

it on 12twenty.

. employeris
hiring for and general company information

+ Create a lst of questions you might want to ask employers

and resume paper

+ Update your
with you aiter meeting

ice ¥ pi
+ Pickoutye

During

+ Checkin when you arrive and make a name tag

¥ reviewing a map or empl

Select the employer you are interested in by clicking on the employer name,
in this example, “Caterpillar, Inc”.

Research. On the employer page, you can find detailed information about the
company, see their currently active job postings, and even potentially see
recruiting representative information.

Caterpillar, Inc. ©

@® caterpillar.com
&% 10001-5000

B Manufacturing - Heavy Equipment < Back to Event

Registration Details  Approved Job Postings

Employer Information Human Resources Generalist - Intern
Q columbus - OH

© 2weeks ago

Employer & internship

© Apply by: 06/08/25

Caterpillar, Inc

Contact Name Mr. John Adams.

Title Senior Manager View More
Company Description Caterpi merican manufacturer of
cor and other industrial equipment.

Company Website www o
Event

Majors Hiring

Position Types Hiring No Upcoming Events

Positions Hiring

53

Contact

Susanne M. Robert H.
Caterpillar, Inc

Recruiting Manager

Caterpillar, Inc
Recruiter

£



