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Post on-campus positions in CareerBuzz and view resumes to get the right candidate for your

department. Supervisors in each on-campus department will need to create an account in order
to post on-campus jobs.
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Printer-friendly version
CareerBuzz is a state-of-the-art interview and job posting management system. The CareerBuzz system will enable Students to upload resumes, search
and apply for full time, part time, and internship positions, sign up for on-campus interviews and more. The system will allow Emplayers 1o post job
openings, review applicant resumes, request space for on-campus inferviews, select and invite students to interview, and many other job management

functions. Online access to CareerBuzz is available 24 x 7
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To create an account to advertise your on-campus positions to all students on CareerBuzz:

e Create an “On Campus Partner” account on the CareerBuzz page on the C2D2 website
(Fig. 1).

e Click the “On Campus Partner” tab which will direct you the registration form

e Complete the account registration form:

o Please indicate in the “Organization Name” field the name of the Institute and
the Department you are hiring for (e.g. Georgia Tech — School of Biomedical
Engineering”)

e Once the form has been completed click “Sign-Up”.
¢ You will receive an email once your registration has been approved.

All on-campus jobs will be posted under the “On Campus Employment” job type.
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http://career.gatech.edu/careerbuzz

To post an on-campus position on CareerBuzz:

e Loginto your CareerBuzz account HERE
e Log in with your credentials to access your CareerBuzz homepage
e Click on “Jobs >> Job Postings” (Fig. 2)

Fig. 2

Careerfy2:

£ Home e
Announcements My Quicklinks
B Profile
& Jobs Create Job Posting
Job Postings There are currently no announcements or notifications to display.

View Job Postings
Student Resumes
View Applicants

Job Shadow
Archived Jobs Post a Profile
CF Jobs Create New Schedule Request

Publication Requests View OCR Schedules

& OcR X ‘

View OCR Interviews
B Events

View OCR Applicants
B Exp. Leaming

View OCR Wait-List

B Surveys

Request New Information Session
™ Calendar

Exp. Learning
€ Account

Find us on
Facebook

View Document Library

e Inthe displayed screen, scroll down and click on the “Post a Job” tab

e Select the “Post to This Organizations and Sister Institutions Only” (Fig. 3)

Fig. 3
CareerBuzz

Where would you like to post your job?

This Organization and its Sister Symplicity Network Schools
Institutions Only

Post your job and collect applicants
Post your job and reach qualified across multiple Schools on
candidates from this organization Symplicity Recruit. Fees apply. This
and its sister institutions only. school is included at no cost.

P This Organizai i
Institutions Only: Post to Multiple Schools

e Inthe displayed form, under the “Job Type” select “On-Campus Employment” (Fig. 4)
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https://gatech-csm.symplicity.com/employers/

Fig. 4
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contact your Employer Relations representative.
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e Complete the form with the job posting information
e Click “Submit” when done.

Important when filling out the form:

e Under “Restrict Applications” choosing "Yes" will restrict applications for this position
to only those students who meet the screening criteria you set at the end of the form
(major and class level). We advise that you select “Yes” only if your position requires

specialized skills aligned with specific majors and class level.

e Under “Resume Receipt” you can opt how to receive the candidates’ documents. We

advise that you either select “E-mail” where the applications are sent directly to a

specified email address, or you can choose “Accumulate Online” and you will be able to
see the applications in CareerBuzz by clicking on “Jobs” and then selecting “Student
Resumes”.

C2D2 will review your position posting and upon approval you will receive a confirmation
email. Job expiration date will be automatically adjusted to maximum allowed - 30 days
after the posting date.
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