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http://www.mc.edu/career

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.
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Please enter your username and password.
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(your student id)
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i Forgot Password
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If you are in need of assistance, please contact Career Services at career-services@mc.edu or call 601-925-3901.

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.
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Home Address

Address

Please provide as much information as possible

Enter the Street Address, using multiple lines if necessary

200 South Capitol Street

Enter the City.

Clinton

Enter the State/Province.

Mississippi
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39056

Enter the Country.

United States v
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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 ajob. If the system doesn’t automatically take you to the
screen below, click the documents tab on the left-hand side.
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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.”
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Ifyou 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.
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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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Job Postings
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Your application has been submitted. L
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If you are offered a position, you will receive an e-mail from
career-services@mec.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.
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To accept the position, click the button at the left that says how many
applications you have submitted.
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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.

Job Postings

Exp. Learning Cffer Status

Pending

SEARCH CLEAR

) of 1 re
TEST

T
TEST Co.
Application sub 7 F
Offer Status:| ACCEPT OFFER DECLINE OFFER
[Q) View Resume  (® Withdraw

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.

On-Campus Student Employment Placement Form
Please fill out the information below to be considered officially placed as a student worker at Mississippi College.

TEST Co.

If you would like to attach any additional documents, you may do so here. This is not a required field.

ADD ATTACHMENT
SUBMIT SAVE AS DRAFT DELETE CANCEL PRINT

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



