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1. What is Laker CareerZone?

Laker CareerZone is your key resource for obtaining information on jobs, employers,
workshops, events, programs, employer information sessions and other topics of interest.
Through Laker CareerZone, you can:
* Access job listings for Clayton State University students and alumni, including
full-time, part-time, internships and on-campus.
¢ Set-up job search agents, which will work for you to deliver jobs of interest.

In addition, Laker CareerZone allows you to store your resumes, cover letters, and other
documents, and simplifying the process of applying for jobs

2.How do | Login to Laker CareerZone?

e Go to www.clayton.edu/career

e Click the Laker CareerZone tile

e Click on Student Log In

e Login with network credentials (same information used to log on to the SWAN)

e After you are in Laker CareerZone, click on the Jobs and Internships tab to begin
searching



http://www.clayton.edu/career

3.How do | search for a job using Laker CareerZone?

1. From the Home Page, click on Jobs and Internships. This will bring up a drop down list and
Choose Search.
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2. This brings up the Job Posting page. From this page, you can search for jobs using a
variety of qualifications:

e Keyword Search allows you to search using job title, ID, description, and employer
name.

e Location allows you to search using your current location or desired location of job
listings.
e You can also utilize the Search Feature

The Search feature provides you the ability to search jobs using multiple criteria such as
position type, industry, and job function. From the search, you can create and save job alerts.
Job alerts will send you an automatic email whenever a job is posted meeting your job alert
criteria. This email will be sent to your Clayton State University email address.



4. I've found a job that interests me. How do | apply?

After reading the job description and qualifications, you want to apply. First, you need to have a
resume uploaded on Laker CareerZone to apply for jobs. To upload a resume, cover letter, or
other documents on Laker CareerZone:

1. Click on Upload Documents on the left of the page and click My Documents
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2. Click on the Add New button in the middle of the page

_ i -g) SEmmm———— 006 |

Resumes

© it ro v

[V T—

Onposs am | 1ie e cnoeme



w

Choose a label for your document, i.e. Willy Needajob Resume

4. Select the document type, i.e. Resume, Cover letter, Transcript, Other document (You
may add up to 10 documents)

5. Browse to find your document and hit Submit

Now you are ready to apply for the job!

How To Apply For a Job on Laker CareerZone

On the Job Posting Page, click on the job that is of interest to you. This will open the job
description page. This page gives information about the position including location,
important dates, and job qualifications. It is important to read this page to ensure that you

meet the qualifications for the position and that you submit all required documents.
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Next, click on the APPLY button on the right-hand side of the page. This will open a box that will
allow you to choose the resume and other documents you are required to submit. Once these
items have been selected, you can click on the Submit button at the bottom of the box. Your
resume has now been submitted to the employer!

PLEASE NOTE: At times, the employer may require you to use other means to apply for a
position such as company website or specific email. This information will be located on the

right-hand side of the page under a heading called How To Apply.
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5. Other Ways to Use Laker CareerZone

Events

The Events tab provides you with an up-to-date list of career fairs, information sessions, and
workshops. Currents students and alumni will use this tab to RSVP for all information
sessions and workshops.

Career Fairs
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Workshops
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Employer Profiles
This is a valuable tool that provides an overview and contact information for all employers that

recruit at Clayton State University. You also have the ability to save a favorites list to track
employers you like. You can search for a company by name, industry, or keyword search.
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Calendar

The calendar displays all Career Services and employer events related to you. You may view the
calendar in Day, Week, Month or Year format. You may add your personal events by clicking on
timeslots in the calendar or from the Personal Events tab.
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