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Overview:

To log on: go to http://www.siena.edu/careercenter/careersaint and click on the CareerSaint logo [image: image2.png]%ENAcullegg
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Check the announcements section on your home page for any major upcoming career-related events.

Utilize the [image: image3.png]


 button at the top right-hand side of the screen if you need help with a particular page.
Home

Click on the [image: image4.png]home.



 menu option anytime you wish to return to the home page.

Profile

The [image: image5.png]


 section of CareerSaint enables you to update your personal and academic information.  Some of your personal and academic information has been pre-populated for you, but most of it has not.  

Please note you must fill in your personal and academic information prior to looking for jobs.

Your [image: image6.png]Personal Information



 will be the first tab that opens.  Fill in the required information and click [image: image7.png]| save Changes



.  (Please note that fields marked with an asterisk ( * ) are required.)

Click on the [image: image8.png]Academic Information



 tab and enter the required information here.  Click [image: image9.png]| save Changes



.

The [image: image10.png]


 tab enables you to decide whether to receive messages from the system.  For instance, if this item is marked [image: image11.png]


 you will receive a system-generated e-mail reminder for information sessions, events, etc to which you indicated you would attend.  Please note that even if you select [image: image12.png]


 you will still receive important system-related e-mails on occasion.

Click on the [image: image13.png]Password/Preferences |



 tab if you wish to change your password or if you wish to make the system easier to navigate using screen reader software.

* Important * - employers will not have access to your profile.  Please view the CareerSaint privacy policy to see how your information will be used.  (http://www.siena.edu/careercenter/careersaint)

Documents

The ‘documents’ menu bar item enables you to upload additional resumes and/ or delete ones that already are uploaded.  

Resumes can be uploaded or deleted on the ‘Documents’ tab.

The next tab is for  the ‘Opt-In Resume Books’.  Some employers wish to outreach to students in which they are interested to tell them about career and/ or internship opportunities that may be available at their organization.

To opt in to participate in a resume book:

i. Click on the [image: image14.png]Opt-In Resume Book



 tab, which is the second tab from the left.

ii. Click on the [image: image15.png]


 button.

iii. Check the box next to the resume book(s) in which you would like to participate.

iv. Click [image: image16.png]



If you ever wish to remove your resume from the resume book, simply go into this tab and uncheck the box next to the resume book, then hit ‘Submit’.
Jobs and Internships (This Includes On Campus Recruiting)
Important!  When viewing jobs in CareerSaint, use the [image: image17.png]O sack



 button or the menu bar to navigate away from a given page.  Do not use the back button on your browser, as it will not work correctly.

2. Click on the [image: image18.png]jobs and internships



 tab on the top of the screen.  A submenu will pop up.

a. CareerSaint jobs are those positions posted specifically to Siena.

b. NACElink Network jobs are positions posted via NACE- the National Association of Colleges and Employers.  Please note many of these are positions requiring experience.  We recommend current students primarily focus on CareerSaint jobs.
3. To view a position in which you might be interested, click on the job title.

4. View the instructions within the posting to apply for a position- this information can be found in the [image: image19.png]‘Application Status



 area of the screen, located on the upper right-hand side.  In some cases, you will e-mail your resume directly from CareerSaint, in other cases you will be asked to visit the organization’s website, or even snail mail your application.

5. This section applies to on campus interviews only.

a. Click on the position in which you are interested, and look at the right-hand side of the screen.  It will tell you if you are able to apply for the position, and if so, when resume submission starts.

b. If the resume submission period has started, you may apply by selecting the resume you want to use and then click[image: image20.png]


.  

c. You will be able to see if you were selected to be interviewed (once the deadline has passed) by clicking on the Pending Campus Interviews hyperlink on your home page.  
d. You will see the job(s) to which you applied, and in the options field you will see the buttons [image: image21.png]


 and [image: image22.png]



e. To sign up for an interview, click [image: image23.png]



f. Click on the timeslot you want and click [image: image24.png]


 

g. If you decided you would not be interested in an interview, please be courteous and click the [image: image25.png]


button so the organization knows it can fill a slot with another student.

h. Unless otherwise noted, all interviews will take place in the Career Center.  Be sure to dress professionally, show up about 10 minutes early, and have at least 2 copies of your resume.
Employers
Click on the [image: image26.png]


 menu option to view information regarding employers recruiting/ posting positions to Siena College.  By clicking on an employer and then clicking on the [image: image27.png]Available Positions



 tab, you can see what positions are currently available.
Interviews

The [image: image28.png]


 menu option enables you to see all of the on-campus interviews you have scheduled/ have been invited to.  Click on the [image: image29.png]Interview Requests



 tab to see the interviews to which you have been invited.  By clicking on the individual position names, you will be able to sign up for the interviews (if you are within the signup timeframe).  Click on the [image: image30.png]‘Scheduled Interviews '



 tab to view the interviews for which you have already signed up.

Mock Interviews

You have two options available to you to sign up for a mock interview- you can either call the Career Center to schedule one (518-783-2339) OR you can sign up via CareerSaint.

To sign up via CareerSaint, please do the below:

- Click on the [image: image31.png]


 tab on the top of the screen.  


- In the ‘Keywords’ text box, type in ‘Siena College Career Center’ and hit [image: image32.png]




- Click on the date that works best for you

- The next screen will show you the mock interviewer’s name, title, and organization


- On the right-hand side of the screen, you will see the available time slots.  Select the one that works for you and hit [image: image33.png]


- you are now signed up for the mock interview.

Please note the following for the mock interviews:


- You must have a resume uploaded to CareerSaint in order to sign up for a mock interview.


- By signing up for a mock interview slot, you are committing to attending the interview. No Shows will be blocked from applying for jobs/ signing up for interviews in CareerSaint.

The [image: image34.png]


 menu option enables you to see all of the on-campus interviews you have scheduled/ have been invited to.  Click on the [image: image35.png]Interview Requests



 tab to see the interviews to which you have been invited.  By clicking on the individual position names, you will be able to sign up for the interviews (if you are within the signup timeframe).  Click on the [image: image36.png]‘Scheduled Interviews '



 tab to view the interviews for which you have already signed up.

Events
You may view upcoming information sessions and workshops by clicking on the [image: image37.png]


 menu item.  
Please note this will not show you all events, so it is recommended you view the calendar as opposed to using this option.

Calendar

2. To see the career-related events coming up:

a. Click on the [image: image38.png]


 button the top right-hand side of the menu bar

b. Using the tabs, select which view you prefer (day, week, month, and year)

c. If you are in the year, month, or week view and would like more information on an event, click on the date of that event.  Certain events also allow you to RSVP.

3. You also have the ability to add your own personal calendar items.  These will be viewable only by you.  You can even opt to have an e-mail sent to you prior to your personal event to remind you of it.

* If you would like to have e-mail reminders sent to you prior to non-personal events (i.e. Lunch and Learns), you must have the ‘Receive Email Notifications’ option in your Privacy settings set to ‘Yes’.


(To adjust the ‘Receive Email Notifications’ option, click on the [image: image39.png]profile



 tab on the top left-hand side of the screen, then click the [image: image40.png]


 tab.  Adjust the option, then click [image: image41.png]| save Changes



.)  Please note these notifications are sent out 24 hours prior to the event.

Have additional questions?  Either stop by the Career Center during drop-in hours or call us at 518-783-2339 to make an appointment.  We’ll be happy to help!

(Drop-In Hours are held on Tuesday, Wednesday, and Thursday afternoons from 2:00 PM – 3:30 PM, and on Tuesday evenings from 5:00 PM – 6:30 PM.  Drop-in slots are scheduled on a first-come, first-served basis, so we recommend arriving early to avoid disappointment.)












