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
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For Employers

STEP-BY-STEP GUIDE

How to recruit students and alumni from schools using career
services technology powered by GradlLeaders.

This step-by-step guide walks you through the step-by-step process of .

Creating an aCCOUNT......ciiiv ittt e e sirre e e s sre e e s s page 3
POSEING @ JOD .t page 7
Searching for candidates ... page 11
ON-CamMPUS FEOUESES ..eeerreeiiiiiiieeeiriireeeesssreeeeessirneeessssnreeessssnvesesens 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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SBSTATE o

UNIVERSITY

Welcome!

USERNAME *

Welcome to the Employer System!
This recruiting tool is designed to help you easily locate the best candidates for your organization's needs. Please sign in with the
account information that was provided to you. PASSWORD *

Technical Notes:

*STATE For Support, contact the Career Services Office: careers@state.edu

= This application is optimized for Microsoft Internet Explorer version 8.0 or above, of the latest versions of Mozilla Firefox, Google
UNIVERSITY

Chrome, or Microsoft Edge.

. . . 1st time user? Create Account
= This application relies heavily on cookies to improve site performance. Optimal cookie settings will very dependent on your browser,
but you must have your browser set up to accept cookies to utilize the full functionality of this application.

If you have forgatten your usemanme or password, please enter your account email address

below to have it sent to you. If you have any questions, please contact the Carser Center, (555)

Find My Account

Welcome!

1234567,

EMAIL ADDRESS *

USERNAME *

PASSWORD *

Login

Ist time user? Create Account

Hyou have forgottan your usermams or password, plaase enter your account
email address below 1o have it sent o you. If you hava any questions, please

contactthe Carsar Centar, (555) 123-4567.

EMAIL ADDRESS *

GRADLEADERS GradLeaders.com 3



1: ACCEPT LEGAL WAIVER

STATE oLee

UNIVERSITY

Terms and Conditi

ns

These Terms and Conditions govern the use by any Client of MBA Focus (“Client”) and each of its employees, agents, affiliates and representatives of the Corporate Partner system database and any other information pertaining

thereto (collectively, the "Database") provided by MBA Focus, LLC ("MBA Focus”)

Member Account, Password and Security

Client will receive a password and account designation upon purchase of access to the Database. Client is responsible for maintaining the confidentiality of the password and account, and is fully responsible for all activities that

occur under its password or account. Client agrees to immediately notify MBA Focus of any unauthorized use of its password or account or any other breach of security, and will ensure that it exits from its account at the end of

‘*ST A TE each session. MBA Focus cannot and will not be liable for any loss or damage arising from Client's failure to comply with this provision

UNIVERSITY

Representations and Warranties

Client represents and warrants to MBA Focus that (i) it has full legal right, power and authority to agree to these Terms and Conditions and carry out the transactions contemplated hereby: and (ii) these Terms and Conditions

have been reviewed by Client and are the lawful, valid and legally binding obligation of Client, enforceable in accordance with its terms.

GLCC

Other Conduct

Terms and Conditions

/| YES, | HAVE READ AND AGREE TO THE TERMS AND CONDITIONS OF THE ABOVE USER AGREEMENT

These Terms and Conditions govern the use by any

Client of MBA Focus ("Client") and cach of its employecs,
agents, affiliates and representatives of the Corporate
Partner system database and any other information
pertaining thereto (collectively, the "Database

S

provided by MBA Focus, LLC ("MBA Focus”)

Member Account, Password and Security

Client will receive a password and account designation
upon purchase of access to the Database. Client is
responsible for maintaining the confidentiality of the

password and account, and is fully responsible for alf

activities that occur under its password or account

/| YES,1HAVE READ AND AGREE TO THE TERMS AND CONDITIONS
(OF THE ABOVE USER AGREEMENT

GRADLEADERS GradLeaders.com




2: SELECT COMPANY

Select Company

fESTATE

UNIVERSITY

Select Company

Select Your Company:
Enter your company name in the field below and click on [Find Company].

« If your company is already listed please click [Select / Continue]

« If your company name is not listed, click on [Add Company]

Select Company

Select Your Company:
Enter your company name in the field below and click on
[Find Company).

STARTS WITH @ conTAINS

« If your company is already listed please click [Select /
Continue

GradLeaders LLC
Industry: Technology - General

- If your company name is not listed, click on [Add
Company]

STARTS WITH @ contams

Industry: Technology - Software / Services

GradLeaders LLC

Industry: Technology

ORIRRCNTIT  Add Company,  Cancel

GradLeaders2

Industry: Technology - Software

Continue

Add Company,

Powered by

=

ADLEADERS
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: CREATE PROFILE

ﬁm Welcome,  cucc

UNIVERSITY

Edit Contact Information

Add or edit information about yourself in the fields listed below.

Employer - Recruiter Contact Detail Form

Edit Contact
Information

COMPANY NAME *
GradLeaders LLC

DEPARTMENT

Add or edit information about yourself in the fields
listed below.

DIVISION SALUTATION *

Select One.

Employer - Recruiter [ |
Contact Detail Form

FIRST NAME * LAST NAME *

COMPANY NAME *
GradLeaders LLC

DEPARTMENT

PREFERRED NAME JOBTITLE*

DIVISION

SALUTATION *

JOB FUNCTION ADDRESS LINE 1*

Select One

Select One

FIRST NAME *

ADDRESS LINE 2

ADDRESS LINE 3
LAST NAME*

PREFERRED NAME
Cancel

GRADLEADERS GradLeaders.com




*STATE Welcome, Ke\/in College of Liberal Arts (CLA)

UNIVERSITY

Dashboard I My Events
/ E )
‘% Job Postings
THU FRI SAT SUN
| 01:00 PM  Info Session No events on this ... No events on this No events on this 09:00 AM Interviews
12 | On-Campus Requests MPAA 130 MPAA 201D
— 07:00 PM  Office Hours

MPAA 120

o Info Session No ever

Room Reservations

El

PM  MPAA 130

Interviews

Events

Active Job Postings v Job Po

Candidates

| Active Job Postings  +

Engineer Data Analyst Designer Marketing Coordinator

Resource Library

# Views 1 #Views 0 # Views 6

# Views 0

Posted 4/4/2 Posted 3/29/2018 Posted 3/29/2 Posted 3/29/2

GRADLEADERS GradLeaders.com 7



1: ADD POSTING

%STATE Welcome, Kevin College of Liberal Arts (CLA)

UNIVERSITY

Job Postings add New+

Dashboard

Post a job or view active job posting below
My Account

SORT BY

Posting Date VIEW All Jobs

Job Postings

SBSTATE

UNIVERSITY

On-Campus Requests

Account Executive

Welcome, Kevin

Job Status: Position Filled?: Payment Status
Pending No null

College of Liberal Arts (CLA) Room Reservations

Application Deadline Date:
2/22/2020 11:59 PM

Job Postings

Post a job or view active job posting below

Events Account Executive
Job Status: Position Filled?: Payment Status

Pending No null

SORTBY | Posting Date

VIEW | All Jobs Candidates

Application Deadline Date:
2/22/2020 11:59 PM

ALL (42

Resource Library

Account Executive

Job Status: Pending

Position Filled?: No

Accountant

Payment Status null

GRADLEADERS GradLeaders.com




2: ENTER JOB DETAILS

%STATE Welcome, Kevin College of Liberal Arts (CLA)

UNIVERSITY

Job Posting Form

Dashboard

n the information
e to your posting.

Enter details regarding this job in the fields below. Required fields are indicated by a red asterisk. Candidates will be search|
that you enter, please fill out this form as completely as possible. The more detail you can provide, the better the response

My Account “

Posting Form

JOB FEE Job Postings

$100

Employer - Job Posting Form

PAYMENT METHOD *

On-Campus Requests JOB FEE PAYMENT METHOD *
$100

Credit Card

ORGANIZATION NAME *
GradLeaders LLC

Credit Card

Room Reservations

'ORGANIZATION DESCRIPTION *

ORGANIZATION NAME *
GradLeaders LLC

Default Font

Interviews

ORGANIZATION DESCRIPTION *

soBmBaBI 9
AssS =2 rraHavVe
GradLeaders is the result of a merger
between MBA Focus and CSO Research.
‘We are the market leader in student
recruitment and career services

ing leading empl S
with job-seeking students and alumni from
1,000 university career centers around the
world. Our exclusive school partnerships,

[BNormal EIHTML QuPreview Words:97 Characters:650

Default Font v Szev B I U
daBmBEB S 9o @s r RSV O
GradLeaders is the result of a merger between MBA Focus and CSO Research. We are the market leader in student

Events

1=

Candidates

make us the #1 choice of schools seeking to increase employment outcomes and companies seeking high-quality,

Resource Library student talent to join their team. Over the last 30+ years, GradLeaders has helped connect 26,500,000 students to the

GRADLEADERS GradLeaders.com




3: REVIEW + MANAGE POSTING

Preview Posting @  Edit Job (& View Applicants

Dashboard

. Marketing Coordinator

Manage your job posting below

Job Postings

Payment Activity

On-Campus Requests

JOB POSTING FEE PAYMENT METHOD PAYMENT STATUS STATUS DATE POSTED # OF SEARCHES
$100.00 PO Pending 4[12/2018 MATCHED
0

Room Reservations

PAYMENT DATE

@ FILLED? APPLICATION # OF VIEWS

Pay by credit card, cash or check. DEADLINE DATE 0
No 5/12/2018 11:59 PM

Interviews

Marketing
Coordinator

Manage your job posting below

Events

Job Information

Payment Candidates

JOB FEE PAYMENT METHOD JOB TITLE
$100 PO Marketing Coordinator

JOB POSTING FEE PAYMENT METHOD

$100.00 PO Resource Library
JOB DESCRIPTION WITH QUALIFICATIONS

Marketing Coordinator

PAYMENT STATUS PAYMENT DATE

Pay by credit card, cash or check.

WORK AUTHORIZATION JOB TYPE JOB AUDIENCE
US Work Auth Required Full-Time Graduating MBA, BS/BA Seniors, MBA
Intern

Activity

JOB LOCATION JOB CITY JOB FUNCTION
NORTH AMERICA , NORTH AMERICA - USA, San Diego Consulting, Consulting - Audit / Assurance
USA - USA - MIDATLANTIC, USA - / Risk Consulting, Consulting - Healthcare
MIDATLANTIC - Delaware, USA - Consulting, Consulting - Human Resource

STATUS
Pending

DATE POSTED
4/12/2018

GRADLEADERS GradLeaders.com
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SEARCH FOR CANDIDATES

Dashboard

My Events

01:00 PM  Info Session No events on this No events on this ... No events on this .. Interviews

On-Campus Requests MPAA 130 MPAA 201D

My Account v

Job Postings

14

07:00 PM

Office Hours
MPAA 120

Room Reservations

Expired Job Postings

Interviews
Coordinator
#Views 0
Posted 3/29/2 Posted

Events

Expired On 3/24/2 View @ Expired O

Active Job Postings

Candidates

Candidate
Search

Candidate Search

Saved Resume Folders #Views 0 #Views 1 # Views 0 #Views 6

Select the candidate set that you would like to
access from the list below.

Posted 4/4/2 Posted 3/29/2018 Posted Posted /2

Saved Searches & Agents

ESUME BODK PRODUCTS Expires 2 M@ Expires 12/8/2 M@ Expires 12/29/2 M@ Expires

COLLEGE OF LIBERAL ARTS (CLA) o
® Resource Library

ANYTOWN CAMPUS

Search Students

| Expired Job Postings
I OCR Requests

https://employer-demo.gradieaders.com/UCIrvine/Employers/Authenticated/OCR/EventFile.aspx

GRADLEADERS GradLeaders.com
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1: CREATE SEARCH

@STATE Welcome, Kevin  coliege of tiberal arts (cLa)

UNIVERSITY

. o
Ca n d 1 date Sea rch Matched Students My Filters

Filter the database of job-seeking students and/or alumni from State University below. Then use the "Next Actions" to connect with candidates.

Dashboard

My Account PROGRAM UNDERGRADUATE MAJOR LANGUAGE ABILITY GEOGRAPHIC - PREFERENCE

Matched Students Y

Filter the database of job-seeking students and/or
alumni from State University below. Then use the
"Next Actions" to connect with candidates.

Job Postings

On-Campus Requests

SORTBY | Last Name (A-Z)

PROGRAM

Expand to see options

10f13

SORTBY Last Name (A-Z)

Interviews Ajennings, Bobbi 2y AnotherTest, Dave

Callahan, Scott

2y
O i e

Events

Caras, Ellis Clayton 2y Castle, DaveHoy 2y Debug, John
é‘% Candidates M
Q@ i

OC i

Resource Library
Demo, Meghan €y Dranschak, Michelle = Edwards, Jennifer
i n

O & M O M

Ajennings, Bobbi

AnotherTest, Dave

GRADLEADERS GradLeaders.com
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2: VIEW RESULTS & SELECT CANDIDATES

On-Campus Requests

SORTBY | Last Name (A-Z)

Room Reservations ALL (37

Ajennings, Bobbi (&'

Interviews

Events

AnotherTest, Dave &'

Ajennings, Bobbi

O i

Callahan, Scott @'
Resource Library —_—

AnotherTest, Dave &

o M

Callahan, Scott 2y

© i

Caras, Ellis Clayton z

ey 1]

Caras, Ellis Clayton@'

Castle, DaveHoy '

GRADLEADERS GradLeaders.com 13



3: FIND STUDENT TALENT!

%STATE Welcome, Kevin College of Liberal Arts (CLA)

UNIVERSITY

Select

Q

Dashboard

. Ellis Clayton Caras

G q

Job Postings

Resume

Ellis Clayton Caras

on-Campus Requests

R Sample Name11, M.S.
Room Reservations 555 Some Drive, Unit 555
Anytown, PA 55555
(555) 5555555
Samplename11@demo_only.com

Interviews
highlights
© 7years of account and busi ionshil ializingin pre-clinical ADME
and clinical bioanalytical support
@ Overseeil y i rojectsfr IND to NDA
ty desigr ilsto financial year

liai d point of contact between business development
department, customers, lab scientists, study directors, subcontracted laboratories,

Candidates financiallegal department etc

education

2012-2013  Thunderbird School of Global Management Glendale, AZ
Global MBA
Resource Library
2007-2009 Thomas Jefferson University Philadelphia, PA

Master of Science, Biomedical Sciences, August 2009

2001-2005 Lehigh University Bethlehem, PA

GRADLEADERS GradLeaders.com
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ON-CAMPUS REQUESTS

ﬁ\STATE Welcome, Kevin  coltege of Liberal Arts (cLa)

UNIVERSITY

Dashboard My Events

My Account

OLLEGE OF LIBERAL ARTS (CLA) Job Postings

ANYTOWN CAMPUS

Search Students On-Campus Requests

MPA 120
| OCR Requests

Room Reservations

The first time you make a request each year, you
will be required to read and accept the
"Recruiting Conduct del and Policies".
Please submit 1 request per position or
[company event. You'll be notified by email when
your date(s) are confirmed.

Interviews

Events

(OCR EVENT TYPE *

Select one ... v

Active Job Postings

Candidates

Important
Messages

Resource Library Marketing Coordinator Engineer Data Analyst

#Views 1
Posted 3/2

# Views 0 #Views 0
Posted 4/12/2018 Posted 4/4/2

#Views 0

[Thank you for using the State University -

)

—

GRADLEADERS GradLeaders.com
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1: CHOOSE ITEM

Add Request

Please make a selection from the list below:

OCR EVENT TYPE *

Continue

Add Request X

Please make a selection from the list
below:

OCR EVENT TYPE *
(
v Selectone....
Interviews - Full-Time Positions
Interviews - Internships
Info Session
Career Fair
Office Hours
Room Reservation

GRADLEADERS GradLeaders.com




2: ADD DETAILS

Add New OCR Request

My Account o Enter your on-campus interview request information below. Please complete as many fields as possible, so that we can process your request
quickly. Required fields are indicated by a red asterisk. You will be contacted once we receive your request.

Once we have confirmed your request date, your Account Manager will be following up with you for additional information (job description, work
Job Postings eligibility, etc.) about the visit.

On-Campus Requests Request

Employer Request
Interview

Room Reservations
OCR EVENT TYPE COMPANY NAME INDUSTRY COMPANY URL

Interviews - Internships GradLeaders LLC Technology - General www.gradleaders.com

MULTIPLE JOB POSTINGS?

Will you be interviewing for multiple jobs?

Interviews

Vs (@) no PRIMARY CONTACT EMAIL PHONE
Mr. Kevin McCallister employer@demo.gradleaders.c 123-555-4450
JOB TITLE * # revise contact om

Events

IS THIS A U.S. OPPORTUNITY? *

YEs (@ nNO

Candidates 5 .
Show Valid Interview Dates

Resource Library

U.S. WORK AUTH. REQUIRED *

YES (@) NO

Employer Request Interview

# OF SCHEDULES *

Select One

MULTIPLE JOB POSTINGS?

Will you be interviewing for multiple jobs

JOBTITLE*

BACK-TO-BACK INTERVIEW *

YES (@ NO

YEs (@ nNo

SELECT INTERVIEW LENGTH *

Select One,

Submit

GRADLEADERS GradLeaders.com 17



3: VIEW REQUEST

Dashboard

Interviews - Internships

My Account o

CURRENT STATUS: Outstanding

Job Postings Enter your on-campus interview request information below. Please complete as many fields as possible, so that we can process your request

quickly. Required fields are indicated by a red asterisk. You will be contacted once we receive your request.

Once we have confirmed your request date, your Account Manager will be following up with you for additional information (job description, work
On-Campus Requests eligibility, etc.) about the visit.

Room Reservations Employer Request Interview

Interviews -
Internships

MULTIPLE JOB POSTINGS? JOB TITLE IS THIS A U.S. OPPORTUNITY?

Interviews No Room Request - Multiple Postings Yes

CURRENT STATUS: Outstanding

U.S. WORK AUTH. REQUIRED
No

# OF SCHEDULES
3

BACK-TO-BACK INTERVIEW
No

Enter your on-campus interview request
information below. Please complete as many
fields as possible, so that we can process your
request quickly. Required fields are indicated by
ared asterisk. You will be contacted once we
receive your request.

Events

SELECT INTERVIEW LENGTH INTERVIEW REQUEST VIA SYSTEM INTERVIEW REQUEST VIA COMPANY WEBSITE
10 20 minute back to back Yes No

Candidates

Once we have confirmed your request date, your
Account Manager will be following up with you
for additional information (job description, work

el @ edit survey 'out the visit.

Employer Request Interview

MULTIPLE JOB POSTINGS?
No

INTERVIEW REQUEST VIA EMAIL APPLY EMAIL COVER LETTER
No Cover Letter Optional

Resource Library

JOB DESCRIPTION

DATE PREFERENCE - 1ST CHOICE
5/10/2018

DATE PREFERENCE - 2ND CHOICE
5/22/2018

DATE PREFERENCE - 3RD CHOICE

JOB TITLE
Room Request - Multiple Postings

1S THIS A U.S. OPPORTUNITY?

3 COMMENTS OR SPECIAL REQUESTS
es

GRADLEADERS GradLeaders.com
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