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CareerLink Training: On-Campus Job Supervisors: 

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

 
 

Indicate that you are an employer: 

 

http://www.mc.edu/career
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Follow the prompts to register: 
 

 
 

 
 

Indicate that your industry is Education 

Organization name is for the name of 

your department 
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Fill out the rest of the information with your contact information.  

 
You will get an e-mail with a link to set up your password. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can leave this blank 

Leave these checked. 
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Once you log in, your homepage will appear. You can then begin to create your 
job posting. 

 
 

Follow the prompts and fill out the job form to completion.  
 

First, indicate what type of job it is.  
For on-campus jobs, the position type MUST be either “on-campus student 
employment” or “on-campus student employment – Federal Work Study”. 

 

 

Click “Create job posting” to be 

taken to the job form.  

This indicates the time frame of 
the job: Fall, Spring, or Summer 
Semester Only or Full Year term 
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If chosen, the 

system will prompt 

you to choose which 

additional 

document you 

would like to make 

required.  

E-mail: It will come to you one at a time. 
 
Accumulate Online: You will receive a PDF 
packet on the expiration date you set with all of 
the resumes if you choose this AND yes for 
automatic packet generation below. 
 
You must choose at least one of these. 
Other: any additional steps you would like them 
to take. 
 
At any time, you can log in to the system and see 
the students that have applied. 
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If the job allows, please open this up to 

international students by selecting US Citizen, 

Permanent Resident and F-1 Student Visa.  

Choose one of the first two options. 

Whatever you chose for the position type 

should be chosen here. You can choose 

more than one by using the control button.  
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Once you complete the job form, it is available to view.  
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Once you choose the student(s) you would like to hire, click one of the two 
options below. 

Both of these will take you to the page where you can view the student(s) who 
applied. 

 
 

 
Click the drop-down to access the job that you want to offer positions. Once you 

have selected the job, click the search button directly beneath the drop-down 
menu. 
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Once you choose that job and click search, the “offer” function will appear.  

 
Offer to as many students as you have positions that need to be filled.  

 
Once you have offered the position, it will appear like this:
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Once the student accepts, you will receive an e-mail: 

 
 

To access the placement of the student and/or the evaluation forms click on the 
“on campus student employment” tab at the left of the page.  

 
 
 
 

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

 


