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CareerLink Training 
On-Campus Jobs: Students 

 
To log in to your account, go to www.mc.edu/career - click the CareerLink login 

button 

 
 

Indicate that you are a student: 

 

http://www.mc.edu/career
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If you have an account, sign in. 

If you do NOT have an account, sign up one for yourself on the right-hand side of 

the page.  

 

Once you are in the system, you will be taken to your homepage. 
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You will need to fill out your personal profile, academic profile, and upload a 

resume. Click on the Personal Profile link on the left or right to get started. 

 
 

Fill out the personal profile section to completion. When you have completed the 

form, click “Save and Continue.” 
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You will then be taken to the Academic Profile. 
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Finally, fill out the privacy tab with your preferences. 
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Once you have filled out these forms, you will need to upload your resume in 
order to apply for a job. If the system doesn’t automatically take you to the 

screen below, click the documents tab on the left-hand side.   

 

Label your resume “On-Campus Student Resume” if you are 
applying to on-campus jobs.  
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Once your resume is uploaded, you may view the available jobs by clicking 

“Jobs” on the left or going back to the home screen and clicking the links under 

“I’m looking for.” 

 

If you see that a job requires additional documents, upload them just as you did 

the resume. 
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You can apply for jobs by clicking the “Apply” button on the page. Make sure to 

pay attention to any additional instructions that may be included. 

 

After you click apply, you will be taken to this page to submit your document(s).
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Once your application is submitted, this message will appear. Only if you see 

this message was your application submitted. 
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If you are offered a position, you will receive an e-mail from  

career-services@mc.edu. This e-mail will include instructions on what 

paperwork to fill out.  

You will also need to accept the job if the job is offered to you. 

If you are offered a position and you wish to work for that department, you will 

be notified via e-mail and on your profile. 

 

To accept the position, click the button at the left that says how many 

applications you have submitted.  

 

mailto:career-services@mc.edu
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This will take you to the screen to accept the job. You must complete this step to 

be considered placed as a student worker.  

 

 

Once you accept, fill out the placement form with your supervisor’s name and 

your electronic signature (initials will be fine).  
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Once you complete this, you will be considered placed as a student worker with 

the department.  

NOTE: You still must print out the paperwork that was e-mailed to you, fill that 

out and take it to the hiring department. 

 

 
 

If you have any questions, please contact Career Services at 
601-925-3901 or e-mail oncampusjobs@mc.edu. 

 


