Track Your Hires and Remove the Job Posting

After you have hired a student it is important that add your new hire to your UIS CareerConnect
employment list. You’ll also want to expire your job posting so that no new students apply for
the position. Here’s how to do accomplish those tasks.

Track Your Hires
1. Login to UIS CareerConnect using the UIS CareerConnect Employer Login button at
www.uis.edu/careerservices.
2. Click on the Employment button on your UIS CareerConnect homepage.
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) You can find the Document Library by clicking on the "Account” button. Document Library is tt
documents for employers. Check back often for updated documents.

e Document Library, you will find the UIS Career Development Center's Employer Policies and other helpful

/% announcements

» UIS Career Development Center Employer Policy
The UIS Career Development Center Employer Policy is available
at http: 1t licies.html. This
policy was revised in January of 2010.

12| any comments or
=%/ questions?

Your feedback is welcome.

* Need assistance with your NACElink centralized account?
Do you need help with your NACElink centralized account? Call NACElink  Create New Schedule Request (submit )

at 800-544-5272 # View OCR Schedules

3. Click Add New.
4. Fill in the form:
a. Placement Type: Select Student Employment or Work Study Employment.
b. Student Name: Search for your new student hire. Enter their last name in the
box labeled [keyword]. Click the go button to see a list of students and select
your new student hire.
Supervisor Name: Select your name from the available list of supervisors.
Job Title: Enter the job title.
Start Date: Enter the student employee’s start date.
The remaining information is not required, but may be helpful in case you have
questions about the terms of employment later on.
5. Click Submit.
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Remove Your Job Posting
1. Login to UIS CareerConnect using the UIS CareerConnect Employer Login button at
www.uis.edu/careerservices.
2. Click on the Postings button on your UIS CareerConnect homepage.
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} You can find the Document Library| on the "Account” button. Document Library is the right-most tab. In the Document Library, you will find the UIS Career Development Center's Employer Policies and other helpful
documents for employers. Check b lor updated documents.
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3. Alist sho your active job postings will appear. L
4. Locate the job you wish to close and click the Deactivate button.
5. The job will no longer appear as an active job for students to apply for.
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