
last updated April 13, 2018 for more information visit GradLeaders.com

for

EMPLOYERS
recruiting students + alumni

how to

RECRUIT ON-CAMPUS
a step-by-step guide to Posting Jobs, Searching Candidates, 
and On-Campus Requests using the GradLeaders Career 
Center portal for employers



For Employers
STEP-BY-STEP GUIDE
How to recruit students and alumni from schools using career 
services technology powered by GradLeaders.

This step-by-step guide walks you through the step-by-step process of .
• Creating an account…………………………………………..……………………page 3
• Posting a job……………………………………………….....………………………page 7
• Searching for candidates …………………………..……………………………page 11
• On-campus requests …………………………….………..………………………page 10

Technical Notes:
This application relies on the usage of internet cookies. Optimal cookie settings will vary depending on your 
browser, but you must have your browser configured to accept cookies to use the GradLeaders
application. Currently, GradLeaders supports Internet Explorer, Mozilla Firefox, and Google Chrome.
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Sign in as a Returning User or 

CREATE NEW ACCOUNT
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1:  ACCEPT LEGAL WAIVER
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2:  SELECT COMPANY
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3:  CREATE PROFILE
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POST A JOB
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1: ADD POSTING
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2: ENTER JOB DETAILS
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3: REVIEW + MANAGE POSTING
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SEARCH FOR CANDIDATES
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1: CREATE SEARCH
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2: VIEW RESULTS & SELECT CANDIDATES
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3:  FIND STUDENT TALENT!
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ON-CAMPUS REQUESTS
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1: CHOOSE ITEM
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2:  ADD DETAILS
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3: VIEW REQUEST
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