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|. Getting Started

CareerLinkallows you to create a personal pradtiere documents, apply and search for jmoticipate

in on-campus recruitingesearch employesshedule counseling appointments, RSVP to workshops,
career fairs and info sessianrg] manage your calendBtease keep in mind that the University of Maine
has not enaled all features for all users ahdMain NavigationBar will present thdeatureghatare

accessible to you.

For the purposes of Student Employment, you will only need to access your gedsacedemiprofiles,

documents, jobs, employers and the calendar. For all questions regarding these functions, please contact the

Office of $udent Employment at (207) 58349.

For studentinterested irsearching for Internships or Flilme, caredobased employmerand r career
services as you prepare to graduate or research Internships, you widlddigdhalfunctionsin
CareerLink For all questions regarding$ie functions, please contact the University of Maine Career

Center at (207) 581359.

Profile Home Screen

Main Navigation Bar

o pmﬁle m jObs ol intemsmps employers i

Welcome, Susie Student

SHOW ME

Announcements ! =

Notifications

Subscribe to our
RSS Feed

, Your feedback is
welcome.
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Welcome-students

Welcome to CareerlLink, the student career
management system offered by the University of Maine
Career Center.

You may use CareerlLink to search for jobs and
internships, learn about employers, build your resume
and sign up for career events and interviews.

Please feel free to contact the Career Center at 581-
1359, umainecareercenter@umit.maine.edu, or visit
us on the third floor of the Memorial Union. We are
open Monday-Friday, 8:00am-4:30pm.

The Career Center looks forward to helping you with
your career planning throughout the year!

What are you going to do with your life?

If you need help answering this question, a
good suggestion is to check out FOCUS V2.
This is a set of assessments that identifies
your skills, interests, work values, and
personality preferences. Upon completion of
all the sections and merging your answers,
you discover some great possibilities. A
follow-up appointment with one of the staff at
the Career Center is strongly recommended.
Call 581-1359, to make an appointment.

@ K QHep B @

GETTING STARTED

€ Account Created

€@ Personal Profile

@ Academic Profile

@ Privacy Settings
Resume

Facebook Integration

SHORTCUTS

FOCUS - career exploration system —
Keycode: Umaine473

What Can | Do With This Major?

Facts On File - Username: umaine -

Password: careers
Spotlight on Careers

Making the Difference (federal government
careers)

Maine Mentor Database - Networking
opportunity with UMaine alumni!

Going Global
Document Library

Search Jobs (all jobs)



Helpful Hints on Navigating the System

\i')ﬁeiu

e Click on theHelp button at any time fohelp.

e Don't wuse your b us® theBack @ 22+ radgation tihatiis pteseint
CareerLink

e Only have one session open at a time. Don’t op

=

o
e Click on the printer icon, = located at the top right to creaa printefriendly image of any

screen.

e If you need to view CareerLiimk Accessibility Mode, click on tre 6 icon in the upper
right cornerto enable or disable this function.

e Make sure yourmail address in CareerLink is current and that yoetaeking your-mail
regularl y. It s the best way to make sure you’
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lI. Basic Account Information

Logging into your Account

Returning Users

If you know your Useame and Password, follow thstructionsbdow to logn to CareerLink (all
students have been entered iGreerLinku si ng t he st undiddiessstheFi r st Cl as s
Username):

Go to http://www.umaine.edu/studemp/
Click on the Online Job Seard@lab.
Click onCareerLinkStudent Logn.

Enter your Usernamgdur FirstClass-mail) & Password.

o~ w N

You are now on your UMaine CareerLink Home Page.
Alternatively, you may go directly to https:/imecsm.symplicity.com/studestb login.

Studentogn Screen

QHelr B @

I powered Dy symplicity™
Log In Register
Please enter your username and password

Register for a new account.
Username
(your First Class email address Register b
firstname._lastname@umit.maine.edu)
Password
\ 0 )
B ————aa
Go b “wReset Forgot Password

Learn More About Career Services Manager

Built from the ground up by career services professionals, CSM enhances how information is shared and processed both within the university
and between students and employers. Learn more about CSM's unique features below!

s : Resume Builder and Letter Writing Tools
Resume Builder and Letter Writing Tools

: Create great resumes and cover letters that
O Career Events and Job Fairs employers will notice! The Enhanced
Resume and Cover Letter Builder provides
@ Facebook and Calendar Integration all the online tools and professional o
assistance you need to create an unlimited
number of cutting edge documents

.| Employer Information Sessions

Em Resource Library
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http://www.umaine.edu/studemp/

Forgot Password

If youdo not know your passwordlick onForgot Passwortb generate a password for your account.
NoteEnter yourFirstClass (@umit.maine.edmail using periods, not underscores.
A password will beraailed to you.

Forgot Password Screen

QHeo B @
Forgot my Password m powered by symplicit”

Sign in GO AR UG Il Register

;’@ forgot my password

Enter your username below, click go, and your password will be reset and emailed to you

Username: (your email address)

Go  “&Clear

NACEZlink ey . | NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university
wevwoas msymplicity

NACElink Privacy Policy | NACElink User Agreement

No Username or Password

If you enter your Usernanfigour FirstClasstaail)and you receive a notification that no such
Username existepntact the Office of Student Employmant{207) 5841.3490r the Career Centeat
(207) 5811.359t0 have an account set up for you.

No Username Found Screen

@Help @ 0
Forgot my Password I powered by symplicity

MELELE Forgot my password RO

‘i forgot my password

!s No matching username found. Please try again or contact your site administrator.
Enter your username below, click go, and your password will be reset and emailed to you
Username: (your email address)

Go v Clear

NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university.

NACElink Privacy Policy | NACElink User Agreement

[\J{‘\CElhnk\ :Ps';rn:'pl icity

For your convenience, you may wish to write your Username and Password in this Guide.

Username:

Password:
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Changing your Password

Youmay change your password at any time under your Profile Tab.

NoteAll Passwords are encrypted and therefore not viewaldeeerLink Our office willnotbe able

to tell you what your Password is. If you forget your Password, you will need to cli€logothmy
Password abon the UMaine CareerLinkdgin page to have your password reset and emailed to you
(see pag®.

How to Change Your Passord

1.

o > w N

Click on theProfile Tab, and then ctk on thePassword/Preferences T.ab
Enter your Old Password.

Enter your New Password.

Reenter your New Password.

Click Save

Changing your Pass@aren

Home >

profile

Profile > Password/Preferences search Ki @ Help 85

m powered by symplicity™

Save

Save

Personal Academic Privacy RSSO G G LTS

Old Password
Please enter your current password

New Password
Please enter your new password

New Password
Please re-enter your new password to confirm

Accessible Mode (for visually impaired users)
Improve compatibility with screen reader software

Oves @ no

NACEllink software by NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university.
Nt

two

% Reset Form

% Reset Form

x» msymplicity
NACElink Privacy Policy | NACElink User Agreement
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lll. System Overview

Home Page Highlights

Show Me

Make sure both thAnnouncementsaand Notificationsboxes are checked to receive all
information sent through CareerLink.

RSS Feed
This is a “"feed” of freguently changing conten
Feedback
Your feedback is encouraged so we will know how vbettanserve you.
Announcements
Check hergegularly for important announcements.
Connect with Facebook
CareerLink gives students the optiorink their account to their&ebook page if desired!
Getting Started

The items listed here allow youstacessfully establish your accou@tareerLink. The circles to
the left of each item will become checkmarks when completed.

Important Note:In order to proceed to search forgdh CareerLinkyoumustomplete the
Personal Profile and the Academiofile.

Shortcuts
You will find direct links to the pagdsers accetise most.
Attend Events

Information is accessible here regarding upcoming eveniSdeegrairs Information Sessions,
etc).

Jump To

GOINGLOBAL and USA CAREER GUIDES are outsstures available to you through
CareerLink Student Employment opportunities available at UMaiitlenot be listed in outside
sources.
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Student Home Page Screen

home profile | documents | jobs and intemships | employers | interviews | events calendar

| BGRB8 Q

Welcome, Susie Student | search

‘! Welcome-students

Welcome to CareerLink, brought to you by the Career
Center and the Office of Student Employment at the

SHOW ME GETTING STARTED

@ Account Created
Announcements

@ Personal Profile
Notifications

Subscribe to our
RSS Feed

Your feedback is
welcome.

University of Maine.

CareerLink is the University of Maine's online job search
database. You will use CareerLink to search for student
employment (including Federal Work-Study positions) as
well as full-time jobs and internships.

Please feel free to contact the Career Center or the Office
of Student Employment if you have questions or need help
with the system.

For information regarding student employment (inchuding
the Federal Work-Study program) you may call the Office
of Student Employment at 207-581-1349, email

student. employ@umit maine.edu, or stop by the first floor
of Wingate Hall at the University of Maine. The Office of
Student Employment is open Monday-Friday, 10:00am-
4:30pm.

For information regarding full-time employment post
graduation and internship/co-op opportunities, you may
call the Career Center at 207-581-1359, email
umainecareercenter@umit. maine edu, or visit the Career
Center on the third floor of the Memorial Union. The
Career Center is open Monday-Friday, 8:00am-4:30pm.

We, at the University of Maine, look forward to helping
you with all of your employment needs!

Need some advice?

The Career Center's Maine Mentor Program is an
expanding network of fabulous UMaine alumni that
are glad to chat about their jobs with current students
like you! Find a mentor in your field of study orina
career setting of interest to you; search the database,
and set up an appointment with Paul, Maine Mentor
Program Coordinator, for great ideas to make your
meeting with your mentor fun and worthwhile. Call 581
-1359.

More Announcements

@ Academic Profile
@ Privacy Settings
@ Resume

{ Facebook Integration

SHORTCUTS

FOCUS - career exploration system -
Keycode: Umaine473

What Can | Do With This Major?

Facts On File - Username: umaine -
Password: careers

Spotlight on Careers

Making the Difference (federal government
careers)

Maine Mentor Database - Networking
opportunity with UMaine alumni!

Going Global

Document Library

Search Jobs (all jobs)
Scheduled Campus Interviews
Campus Interviews | Qualify For
Pending Campus Interviews

My Activity Summary

ATTEND EVENTS
UMaine Career Fair 2012

UMaine Engineering Job Fair 2011

JUMP TO
5 GOINGLOBAL
=% USA CAREER GUIDES

NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university.

NACEZlink :=trre by
® NACElink Privacy Policy | NACElink User Agreement

rwownx EMsymplicity




Student Menu Choices

Profile Tab

Personal ProfileUUpdate youpersonal profile anindividualUserin the system.
AcademidProfile: Update your graduation date and otheademiinformation.
Privacy:You have the ability to enable text messaging alerts here.

Password/PreferenceShange your password and set accessibility options.

Important Note:Youmustomplete the Personal and Academic Profile informbgforgou can
search for Jobs and Internships in CareerLink. The system will not allow you access to search
functions until these two profiles are complete.

Student Proftbereen

home | profile | documents | jobs and intemships | employers ‘ interviews | events ‘ calendar

Home > Profile > Personal search @  f] @Help 8 0

plOfI'G | powered by symplicity™

To receive text message reminders about interviews and information sessions for which you have registered in advance , provide a cell phone number in the
Personal tab of your Profile pages and then open the Privacy tab.

To view tweets about the Iatest internships and job listings, friend the UMaine Career Center on Facebook or sign up directly on Twitter.

Academic Privacy Password/Preferences

Save Changes b [ Save Changes And Continue "% Reset Form X Cancel

Completion Status
* indicates a required field

@) Full name

Student Information @ FirstName

Full name*: Enter your full name (first mi last) i
Susie Student

@ LastName
First Name: Susie @ Gender
Mi: @ Email

Ph Numbei

Last Name: Student oReMUmbeS

Current Address
Gender*: ®F Om

) Street Address
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Documents Tab

10

DocumentsView existingnd upload neycareerelateddocuments (e.g., resumes, cover letters,
etc.).

Resume BuilderCreate anew resume or cover letter within the systsimg a stepystep process
in CareerLinkThis is a wy useful tool when pursuing career options. Please contact the Career
Center at (207) 581359 for information regarding career services.

Optdn Resume BookResumes may be submitted here, but$himmnecessary for most student
employment positions.

Document Library: This is the tab you will be able tew available documents in the system.

Documeng&creen

home | profile | documents | jobs and intemships | employers | interviews | events | calendar

[ search £i QHep B @

Home > documents

resumes NA‘CEEhf.ﬂE | software by symplicity™

W Resume Builder Opt-In Resume Book Document Library

) To view PDF files, you may need Adobe Acrobat Reader.

A No Records Found

+ Add New
NACEZlink ‘:'S‘"’r:"p licity NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university.
teomene X NACEIink Privacy Policy | NACElink User Agreement




Jobs and Internships Tab

For all student employment searches, shlettMaine Jobs & Internshipdab. This is where
PartTime FederalVork-Studyand ParfTime (Non WorkStudy) pasions will be postetbr both
oncampusas welhsoff-campus employerSummer employment is also listed for student
employees.

Once a student begins to explore employment and career options in prepardifobeyond
UMaine, they may also search for Full Time and InternshipfQuositionghrough CareerLink
Information regarding these positions can be found through the University of Maine Career
Center.

SeeSection IV: Searching fofphdes 14for more detailed informationn searching for jobs

Jobs and InternsBip®en

home | profile | documents ’ jobs and intemships | employers | interviews | events | calendar

search @ K QHep ® B @

NACE!IinR B software by symplicity™

Home > Jobs And Internships
job postings

To enhance your job search, especially in the Bangor, or Portland areas, check out temp to hire listings at Bonney Staffing, Maine Staffing, Kelly Services, Robert
Half or Manpower, all reputable staffing agencies seeking to fill temp to hire positions for many Maine companies.

Favorites Advanced Search Search Agents Applications | Job Leads

Show Me: | All Jobs & Interviews B «keywords
(searches job title, ID, description, and employer name: min. 3 characters)
See Advanced Search for more search options.

Position Type Jobs located within miles of zip code:

U.S. jobs only (maximum 150 miles).
w More Options ~ Search  Clear P Lo e/l Items 1-20 of 240 (Results as of: Thursday, July 28, 2011 | 9:31 am)

ME  ViewPrintable job List  Save As Excel (0 items selected) SORT BY: | Date Posted (4| SHOW|20 [§d|perpage |4 page[; &>
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EmployersTab

The Employers Tab allows students to search for specific employers based on a number of criteria
including industry, city, state, country and by keyw®hds tab is helpful for students interested

in researching more about a company they may be interested in applying for a position with. You
may also add employers to your Favorites.

Employe8creen

home | profile | documents | jobs and intemships | employers | interviews | events | calendar

Home > employers ‘search @ ] @Help @ @ 6

e m [) | Oye I p I‘Ofl Ie S NA?E;IIPK m software by symplicity™

[T TS Favorite Employers Contacts Favorite Contacts

Industry Keywords

City searches employer name, overview and website.

State
Country

On Campus Events? O Yes ONo ® Ignore
(for which you are eligible)

Search Clear

InterviewsTab

If you have any interviews schedutedugh the -Campus Recruiting (OCR) function you

would be able to view them on this tabe Interviews Tab is only applicable for-Campus

Recruiters who have ftiline or internship positions posted through the Career Center and with
whom you have seHuled an interviewith through CareerLink. This function is not applicable

for student employment. For more information on this function, please contact the Career Center
at (207) 5841359

InterviewScreen

Home > Interviews > Interview Requests search ‘ i @ Help @ =5 o
| nte IVl ews NAC[:'Ink | software by symplicity™

J If you find you are unable to keep your scheduled job interview, please CALL the Career Center at our main number, 581-1359, no later than 8:30 am on the day of
the interview. Do not use FC email to cancel an interview, as we may not view that email early enough in the morning to let the recruiter know you are canceling in a
timely manner. A job interview is a business appointment and must be treated as such.

Scheduled Interviews m

Show All &

_!) No Records Found

12|



EventsTab

TheEvents Tab is used to Yetu know about Career Fairs and Information Sesslomgently,
the Career Center is the only entity hosting events like these but checking this tab often will be
helpfulto keep you apprised of upcoming career events!

EventScreen

home | profile | documents | jobs and intemships | employers | interviews | events | calendar

Home > Events > Career Fairs lsea'd‘ ‘ i QHelp ® =5 @

even t S NACElllnk | software by symplicity™

3 To identify employers interested specifically in your major , go to Participants= Advanced Search and select from the Industry menu.

Information Sessions

Items 1-2 of 2

SHOW| 20 per page

Fair ~ Days Participants Virtual Career Fair
CAREER FAIR 2012 0
ENGINEERING JOB FAIR 2011 27

Items 1-2 of 2

Calendar Tab

The calendar allow®uto viewany important dates as well as éntgrersonal events

Add an EventTo add an event on the calendar, dowtfitek the appropriate time slot to open the
New Eventwindow or clickAdd Newfrom thePersonal Event§ah Ente the details of thevent
with the title, descriptioand location. Click th&avebutton to save chang&®u may opt to send
yourself an-ail reminder when you create a new event.

Calendar Screen

home | profile | documents | jobs and intemships | employers | interviews | events | calendar

Home > Calendar > Day View search ‘ £i QHep B @
ca I en d ar NACElﬁnR ® software by symplicity™
Agenda Week View | Month View | Year View | Personal Events
Show | Everything

View: | Normal W

N Today July 28, 2011 [jump to] Mon Tue ed u Sat

7:00 AM 13| 14| 15| 18| 17




V. Searching for Jobs

To search for student employment jobs at the University of Maine, you will Udéatine Jobs&
Internshipsoption under theJobs and Internships Tab

UMaine Jobs and Internships Sptieen Search for Jobs

jobs and intemships T GEISR L CYEIVE ! svents ‘ calendar
|

home | profile ‘ documents

Welcome, Susie Student UMaine Jobs & Internships ‘ search [ f] @ Help B 6
NACElink Network [visit UMaine Jobs & Internships |
STIOWME Internship Series On Line (Username: work - Password: learn) GETTING STARTED
Maine College Career Consortium (jobs in Maine) OsAccounsGrented
Announcements "§, Y Welcome to CareerLink, the student career

management system offered by the University of Maine @ Personal Profile

Notifications Cireér Cantar

@ Academic Profile
You may use Careerlink to search for jobs and

) % 3 @) Privacy Settings
internships, learn about employers, build your resume

and sign up for career events and interviews. () Resume
Subscribe to our
mj RSS Feed Please feel free to contact the Career Center at 581~ () Facebook Integration
1359, umainecareercenter@umit.maine.edu, or visit
«  Yourfeedbackis us on the third floor of the Memorial Union. We are
welcome. SHORTCUTS

open Monday-Friday, 8:00am-4:30pm.

The Career Center looks forward to helping you with EOCLIS scateerexplotation system o

your career planning throughout the year! Keycode: Umaine473

What Can | Do With This Major?

SearcHor Jobs

After you cliclon theUMaine Jobs & Internship®ption under theJobs and Internships Tab
you will see th@ob Postings Scre@rhere you can search for jobs

Job Postirgsreen

profile | documents | jobs and intemships | employers | interviews | events | calendar

Home > Jobs And Internships search ‘ @ [ £] @Help @ E 6

JO b postl n g S NA,CEEIIUIE | software by symplicity™

To enhance your job search, especially in the Bangor, or Portland areas, check out temp to hire listings at Bonney Staffing, Maine Staffing, Kelly Services, Robert
Half or Manpower, all reputable staffing agencies seeking to fill temp to hire positions for many Maine companies.

Favorites Advanced Search Search Agents Applications Job Leads

Show Me: | All Jobs & Interviews B  Keywords
(searches job title, ID, description, and employer name: min. 3 characters)
See Advanced Search for more search options.

Position Type ﬁ Jobs located within miles of zip code:

U.S. jobs only (maximum 150 miles).

¥ More Options Search Clear PR NI Items 1-20 of 230 (Results as of: Monday, August 01, 2011 | 1:07 pm)
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Regular Search

You may use search filters includigsition TypéFull Time, Internship, Part Time Federal
Work-Study, Part Time (Non Wofktudy), Summer Federal W&tudy, Summer (Non Federal
Work-Study)) Keywords and location within a certain number of miles of a specific zip code.

When you hit the Searc s=<" button, a list of applicable jobs will be returned to you.

Advanced Search

You may also perform an advanced search by clicking Adviieced Search Tabinder this

search tab, you may filter results based on Keywords, Majors/Concentrations, Position Type, Job
Function, Travel Percentage, Industry, City, State, Country, Location within a certain number of
miles from a specific zip code, and Work Authorization.

NoteXYou may select more than one option within each catebibry Advanced Searbly
holding theCtrl button.

To complete youAdvanced Searglelick theSubmit **™  button. You will receive a list of
applicable jobs based on your search.

NotelYou may save yofidvanced Seardhyou would like to perform the same search at a later
date.To find your saveAdvanced Searclelick on theSearch Agents TaBor more information
on Search Agenisee page 16.

Advanced Sedscneen

home | profile | documents | jobs and intemships | employers | interviews | events | calendar
Home > Jobs And Internships > Advanced Search search @ K @Hep ® @
job pogtings NACERZinK m software by symplicity*

Jobs  Favorites JLGUELITG BT W Search Agents Applications | Job Leads

Advanced Search Options

Search Agents [select existing]
[Jsave as:
Show Me All Jobs & Interviews [v]

Posting Date (last # days)

Keywords

Searches job title, ID, description, and employer name.

Majors/Concentrations [J Check this box to search for records with no major selected
l [select]

Ignores jobs with "All Majors' selected OYes O No

Position Type [no selection]
Full Time
Internship

Part Time Federal Work-Study
Part Time (Non Work-Study)
Summer Federal Work-Study
Summer (Non Work-Study)

15|
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Tips o

n Searching fostudent Employment Jobs

e When searching for student employment positions, we reconongnseatting based on
Position Typeor Location This way you can see all the options that are available to you.

o If you were awarded FederaBiMdgkas a part of your Financial Aid psokagé
search foPart Time Federal Work Studfor yourPosition Type You may also
choose to search fBart Time (Non WorkStudy)jobs if you wish, but we encourage
you to take advantage of the Federal Vtukly program if it was awarded to you.
Most oncampus employers can use your \ibukly award eventfifeir job is not
advertised as a Federal W8tkdy positionTo select both position types the
Advanced Search Tahold down the Ctrl button.For more information on the
Federal Worlstudy program, please visit www.umaine.edu/studemp.

o If you were nmtvarded Federal \Mgikly as a part of your Financial Aid psokagi#
search foPart Time (Non WorkStudy)for yourPosition Typebecause you are not
eligible to work a Federal Wekudy positionYou may still work on campugou
just cannot work a Federal WeBkudy position.

o If you would like to search f@mapus positiovisu may filter reults based on a city
search by adding tlebs Located Withifilter to thePosition Typéfilter aboveSet
thenumber of miles frol Ma i ne’ s—044b69%tot o d e

e SaingyourAdvanced Searchs &Search Agent

Searc

1. When you create yoddvanced Searcltheck theSave Aboxin the first field and
enteranamefor your search.

2. Enter the appropriate Advanced Search criteria (seabiaps).
3. Click Submit.

Your search is now saved &garch AgentTo run the search again, click on 8earch
AgenssTaband under theptionsfield, clickRun #n to run the search once or
Schedule = to schedul@ regular search you choos&chedule/oucan set the
frequency of the search and the results will be emailed to you eattie timarcis run.

h Ageéreen

— . B

home ' profile | documents | jobs and intemships | employers | interviews | events | calendar

Home > Jobs And Internships > Search Agents search @ K QHep ® B @
job postings INACERSK @ software by symplcty™
Jobs Favorites Advanced Search m Applications Job Leads
_!) Because job options such as Major Recruited, Geographic Region etc. change from time to time, please review/update your job search agents periodically
si-l1of1 SHOW|20 [ per page
Label ~ Agent Type ~ LastRun On ~ Next Scheduled Run ~ Schedule Options
Part-Time On Campus Student Job Search - - x Schedule Edit Run X Delete
s1-10f 1
[\JIACElIil)k‘ :;Jy"l:;plic ity NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university
NACElink Privacy Policy | NACElink User Agreement




View Jobs

After you complete your search, you will receive a list of jobs that mesetayoluriteria.

To view quickformation about a positfon may hover over thguick View (binocular) icor #
(available in a Regular Search)

Quick Vieviscreen

10: -[E Student Administrative Aide I

& Apply Application Deadiine: Dec 31, 2011 Posted: Jul 26, 2011

QUICK VIEW (]

Student Administrative Aide TYPE  Part Time Federal Work-Study LOCATION | ) ) ¥
As a Student Administrative Aide Il in The Office of SALARY $7.75/hour The University of Maine 5781 ) 4 University of o3
Student Employment, a student employee is responsible Wingate Hall Orono, Maine 04469- i/ Maine

for performing administrative support in an office setting TIMELINE 5781 Webster
under limited supervision. This includes working with 07/26/11 Job Posted -

confidential material while exercising a high level of 12/31/11 Application Deadline @ Q‘o
independent judgment. The student employee must

exhibit initiative and discretion frequently. Clerical duties Ajers
include, but are not limited to: ...

&

UL

View Complete Job Details

To vievullinformation about a positfau may click on théob Titleor the Apply = #*°¥  button. You
will be able to view the full job description including all information the employer has provided
regarding the position. Yaull also find information on how to apply for the position

You may also find information about the Empldyeclicking on th&mployer Profileicon

Notelf you click the Ste. next to theJob Title you will add the position to your Favorites List
which you may go back to quickly by navigating toRaaarites Tab
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Student Administrative Aide Il

Student Employment

Posted: Jul 26, 2011
DIVISION N/A

SALARY LEVEL $7.75/hour (5

WORK AUTHORIZATION None

DESCRIPTION

As a Student Administrative Aide lll in The Office of ~
Student E a student is _
responsible for performing administrative support in an - ——

office setting under limited supervision. This includes
working with confidential material while exercising a
high level of independent judgment.

The student employee must exhibit initiative and discretion frequently. Clerical
duties include, but are not I-mned to:
Greeting and providing inf to and other visitors, answering the
telephone, entering and maintaining detailed records and data, reporting findings
from databases to a supervisor, making copies, filing and sorting paperwork,
opening and distributing mail within the office, operating standard office
equipment (e.g., telephone, fax, etc.).

The student employee will be required to assist fi tly with special projects

and events, as well as assisting in coordinating office activities.

A student employee in the Administrative Aide lll position must possess a working
knowledge of Microsoft software, and a willingness to learn any new software
necessary for working within the office. The student must exhibit good writing and
verbal skills, and must llent clerical and service skills.
The student must be attentive to detail, able to adapt and be flexible, as well as
being trustworthy, responsible and professional.

Students must have Federal Work-Study as part of their Financial Aid package for
this position.

LOCATION
City

CAMPUS
State/Province
Maine

Country

United States

POSITION TYPE
Part Time Federal Work-Study

DESIRED MAJOR(S)
All Majors

DESIRED CLASS LEVEL(S)
First Year, Sophomore, Junior

JOB FUNCTION
Management/Administration

CONTACT INFORMATION
: Student E
Name: Amy MacDougall
E-mail: my.m. |I@umit. main
Phone:  207-581-1349
Address: The University of Maine
5781 Wingate Hall
Orono, Maine
04469-5781
4 Back Print Preview Print
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seeking to fill temp to hire positions for many Maine companies.

How To Apply T8t RELATED RESOURCES

Contact Amy MacDougall @ 581-1320 or via
Firstclass

. Peace Corps April 2011

Requested Documents:

= esNiree . NACE Salary Calculator
Important Dates
Posted On:
Jul 26,2011 4+ HELP & SUPPORT

Applications Accepted Until:
Dec 31,2011

Send a Question or Comment

NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university.

NACElink Privacy Policy | NACElink User Agreement




Apply for Jobs

After you click on either théob Descriptioror the Apply button #*#¥ | each job description will
include aHow to Applysection. The Employenay include requests for an application to be

completed, a resume to be submitted, a cover letter written or contact information for you to use to call
or email theEmployer directlySome jobs will ask you to submit application material online and some

will ask you to send information througmauil.

If a position requiregou to submit certain documents through CareerLink, clichgmpdy button
: within the Job Description.

WANT THIS JOB?

Apply

Important Dates
Posted On:
Jul 29,2011

Applications Accepted Until:
Aug 31,2011

NotePay particular attention to detail in this sectiarhow to apply fothe positionas following
instructions carefullgouldmean the difference beten landing an interview or not!

View Job Application Status

If you have applied for a job through CareerLink (using the Apflyn ~ ** ), You may view
all job applications you hagabmitted by clicking on thpplications Takbor by clicking thé\pplied
button v##=< next to the position you’'ve applied
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