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» Login Page

TH LIU Career Connect x \+ @@I@
é @ https://liu-csm.symplicity.com/manager/ C || Q Search ﬁ B 3+ # 9 =

msymplicity
Career Services Manager

Email Address

{ samuel.schreiber@liu.edu

Password

[C1Keep me logged in on this computer

https://liu-csm.symplicity.com/manager/
Email Address: Your LIU Email Address
Password: Racecarisapalindrome
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» Home Page

wB 93 a0 =

& ' @ https://liu-csm.symplicity.com/manager/? C || Q Search

| |/CAREER NACE=ink

CAREER SERVICES MANAGEMENT SYSTEM
cUN N ECT m software by symplicity

CSM Staff Home

Monday August 03, 2015 | 10:09 am | Travis Gabriel | Logout |

fi Home

> ™ Communications
M Calendar
82 Contacts

83 Professional
Network

P Employers

Survey

@& Students

L) Counseling
@ Exp. Leaming
® OCR

B Job Postings
@ Events

B Job Shadow
" Resume Book

I Quick View
Reports

X Resume Builder
=8 Publications

Mock Interiews
i Reporting

ANNOUNCEMENTS
WELCOME TO LIU CAREER CONNECT!

"Go Live" Date:
August 17, 2015

Transition Specialist:

Carlie Johnston

cjohnston@symplicity.com / 703-351-0200 ext.
8291

GoToMeeting:
hitps://global.gotomeeting.com/join/246024117

You can also dial in using your phone.
United States +1 (872) 240-3412

Access Code: 246-024-117

RECENT ITEMS
% JoyBanks

PENDING ACTIONS SUMMARY
New Employer Reqgistrations

Pending One Stop Registrations

New OCR Schedule Requests

Pending Schedules
New Job Postings

New Job Shadow Postings

New Information Session Reguest

New Alumni Reqgistrations

Pending Files

Pending One Stop Employer Updates

Assigned to Me / All Pending
Appointments

New Faculty Registrations

Pending Mock Interview Feedback

CSM STATISTICS As oF 2:13 AM
Registered Employers
Registered Employer Contacts

4.4 August2015

4 5§ 6 7

1 12 13 14

18 19 20 21

25 26 27 28

QUICKLINKS

Create a New Contact
Create a New Emplover
Create 3 New Student
Create a New Faculty
Create a New Job

b-p

Create a New OCR Schedule
Create a New Information

Session
Create a New Workshop

&' Document Library Registered Faculty

-~

Pnninticad Péndanin

This is your LIU Career Connect Home Page. It is the hub of Symplicity functions, including those
dedicated to Students, Employers, Events, Recruiting and Experiential Learning.

From a Success Coach’s perspective, the system allows you to operate as a Manager, work with your
caseload, and explore employment and internship opportunities as well as on-campus events.
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» Symplicity Neighborhood and Helpdesk

€ @ hitps://liu-csm.symplicity.com/manager/?
=7

% JovBanks

1% Resume Book

K Quick View
Reports

A Resume Builder
(8] Publications

B Mock Interiews
i Reporting

l1 Document Library
% Application Synch
MM Wy Account

Users Online

(2) Manager

Support
ay

NEIGHBORHOOD

Call Help Desk:
1-703-373-7040

Hours:
Mon-Fri 9am-8pm ET
(except holidays)

PAATS L ATAtE1S MEALTAT LIATRELtL AL o LlEdle dINew Juy

" C || Q Search wB U3 A =

Pending Mock Interview Feedback 0 Create a New OCR Schedule

Create a New Information
Session

Create a New Workshop
CSM STATISTICS As OF 10:22 AM
Registered Employers
Registered Employer Contacts
Registered Faculty
Registered Students
Job Postings
Multi-School Postings
Scheduled Interviews
Pending Interviews
Wait-Listed Students

Scheduled Information Sessions

ONESTOP REFERRAL STATISTICS As oF 10:22

Total Employer Contacts Utilizing the
OneStop Network 392507

m

Total Employer Contacts Utilizing
OneStop Integrated Accounts at Your
Institution

Total One Stop Job Postings to Your
Institution (Year to Date)

Symplicity’s Neighborhood is a resource you can use if you have questions about LIU Career Con-
nect and its operations. You can also contact the Symplicity Helpdesk by email or by phone (csm-sup-

port@symplicity.com, 703-373-7040).

Before you log a ticket, make sure to touch base with your office Symplicity contact:

Amy Rothenberg

Samuel Schreiber
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» Managing Your Account

\t @ https://liu-csm.symplicity.com/manager/? " @ || Q Search ‘ wBE U 3 A O | =
7] B K INC ¥ T U T Uy TC Qi ooy 4 oledle diNew Juy =
[?] Resume Book e JovDanks , :
Pending Mock Interview Feedback 0 Create a New OCR Schedule
& Quick View Create a New Information
Reports Session
A Resume Builder Create a New Worksho
E8 Publications CSM STATISTICS AS OF 10:22 Al
Nock Interviews Registered Employers 1770
{f Reporting Registered Employer Contacts 1773
@' Document Library Registered Faculty 1
% Application Synch Registered Students 212186
™ [y Account Job Postings 10

Multi-School Postings

Users Online

Scheduled Interviews
(2) Manager

Pending Interviews

Support Wait-Listed Students

o lolololo

v | Scheduled Information Sessions
NEIGHBORHOOD

ONESTOP REFERRAL STATISTICS As oF 10:22

Total Employer Contacts Utilizing the 392507

OneStop Network =
Call Help Desk: Total Employer Contacts Utilizing
1-703-373-7040 OneStop Integrated Accounts at Your 0
Institution
Hours:
Mon-Fri 9am-Spm ET Total One Stop Job Postings to Your 0
(except holidays) Institution (Year to Date)

» Email Support

Scroll down to “My Account” in order to access your Profile, your Custom Settings, and Update Your
password.
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» Completing Your Manager Profile

€ 8 https:/liu-csm.symplicity.com/manager/index.php?myaccount_tab=0 C || Q Search ﬁ B O 3 4 & =

NECT

A Home

> '™ Communications
B Calendar
42 Contacts

45 Professional
Network

P Employers
Survey.

& Students { Alumni
42 Counseling

@B Exp. Leamning
| OCR

M Job Postings

@ Events

i Job Shadow

1% Resume Book

L Quick View
Reports

X Resume Builder
8 publications
E Mock Interiews
[ Reporting

CAREER SERVICES MANAGEMENT SYSTEM
m software by symplicity

LCAREER NACERInk
CON

My Accotint

My Custom
System Settings

[D Submit ] ] X Cancel

Profile

The Information below can be seen by Students when making a counseling appointment

Picture

[b Submit ] | X Cancel

Monday August 03, 201 11:10 am | Travis Gabriel | Logout | [~

Update
Password

* indicates a required field

Select:

No file selected.

Your profile will be visible to students and system managers. You may wish to add a picture of your-
self to your profile. You should definitely fill out your Bio.
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» Customizing Your Settings

(' @ https://liu-csm.symplicity.com/manager/index.php?myaccount_tab=1 C || Q Search ﬁ E 4 @ 9

| |/ CAREER NACE=link Monday August 03, 2015 | 11:18 am | Travis Gabriel | Logout | [
218 CAREER SERVICES MANAGEMENT SYSTEM s
EcT m software by symplicity

M Home My Accouint

% ." Communications My My Custom Update

i Calondar Profile System Settings =S

42 Contacts

: Save Selections ] |>t\Reset

224 Professional
Network

1. Specify System Title
A Emp[oyers Enter your system title here. This can be your school fEIEY nickname or the name you give your recruiting system (for example,
"JobsLink"). The name vill be displayed as the brovser page title.

Sunvey
M Students { Alumni

LIU Career Connect

2. Change Home Page Layout
This setting controls the default layout of the Manager home page. Individual users may override the default and specify their
ovm layout through My Account.

42 Counseling
@B Exp. Leamning
1. Choose a template for your homepage

®) OCR 2. Drag-and-drop modules into the cells of the selected template
3 3. To remove modules from home page, click the delete icon
Wl Job Postings

O Events
i Job Shadow External Quicklinks
1% Resume Book

& Quick View
Reports

Reset
X Resume Builder LJ

[58 Publications
E Mock Interiews
[ Reporting

IEETRE R ISydneyl|Bos‘ton”Amsterdam||New York”Romel|Tckyo||Kinshasa|

X3 Announcements %3 Pending Actions Summary

%) Recent Items X3 Event Registration Summary ||| 3 Calendar
%) CSM Statistics %] Quicklinks

Your Custom System Settings allow you to organize your homepage according to your personal pref-
erences. The default setting is “Sydney.”

COACH GUIDE LIUCAREER CONNECT 8




» Changing Your Password

(- @ https://liu-csm.symplicity.com/manager/index.php?myaccount_tab=2 c
S

| /CAREER  NACE&link
CON

CAREER SERVICES MANAGEMENT SYSTEM
cT m software by symplicity

A Home

> '™ Communications
i Calendar
42 Contacts

25 Professional
Network

> Employers
Survey
™ Students / Alumni
32 Counseling
> @ Exp. Leaming
> @ OCR
B Job Postings
@ Events
M Job Shadow
% Resume Book

K Quick View
Reports

X Resume Builder
2 Publications
Mock Interviews
{l Reporting

You can —and should!- change your password once you are signed into LIU Career Connect. If you

My Account

My My Custom
Profile System Settings

[) Submit ] | X Cancel J

User Account

Enter New Password*

Verify Password*

Accessible Mode

[D Submit ] |'X Cancel J

Q Search

wB U 34 A

Monday August 03, 2015 | 11:20 am | Travis Gabriel ‘ Logout | il

Update
Password

Improve compatibility with screen reader software for visually impaired users

@ yes © no

* indicates a required field

find that you have been locked out of the system and need to have your password reset, contact the

LIU Helpdesk.
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» Students /Alumni

€ @ https://liu-csm.symplicity.com/manager/index.php?s=home&_ksl=1

l H‘ CAREER (NA@EEEEEV!:‘QENMNM}EMENT SYSTEM
cU N N cT m software by symplicity

fi Home

> '™ Communications
B Calendar
#2 Contacts

#5 Professional
Network

P Employers

e L

= —smy

@& Students fAlumni
32 Counsenng

@ Exp. Leaming
® OCR

Wl Job Postings

@ Events

W Job Shadow

1% Resume Book

I Quick View
Reports

XX Resume Builder
58] Publications
E Mock Interiews
il Reporting

CSM Staff Home

ANNOUNCEMENTS
WELCOME TO LIU CAREER CONNECT!

"Go Live" Date:
August 17, 2015

Transition Specialist:

Carlie Johnston

cjohnston@symplicity.com / 703-351-0200 ext.
8291

GoToMeeting:
hitps://global.gotomeeting.com/join/246024117

You can also dial in using your phone.
United States +1 (872) 240-3412

Access Code: 246-024-117

RECENT ITEMS
4 JovBanks

wB U3 a0 =

Monday August 03, 2015 | 11:21 am | Travis Gabriel | Logout | &

PENDING ACTIONS SUMMARY
New Employer Reqistrations

Pending One Stop Registrations

New OCR Schedule Requests

Pending Schedules

New Job Postings

New Job Shadow Postings

New Information Session Request

New Alumni Registrations

Pending Files

Pending One Stop Employer Updates

Assigned to Me / All Pending
Appointments

New Faculty Registrations

Pending Mock Interview Feedback

CSM STATISTICS As oF 10:22 AM
Registered Employers

Reaqistered Employer Contacts

4.4 August2015. DD

4 5 6 7 8
1M1 12 13 14 15
18 19 20 21 22
25 26 27 28 29

QUICKLINKS

Create a New Contact
Create a New Emplover
Create a New Student
Create a New Faculty

Create a New Job

Create a New OCR Schedule

Create a New Information
Session

Create a New Workshop

The “Students / Alumni” button on your homepage leads you to a list of all students and alumni who
have been imported into LIU Career Connect.

Most of a Success Coach’s Symplicity-related responsibilities will be carried out through the Students
/ Alumni hub, so make sure this button remains in your favorites if you customize your settings.

COACH GUIDE LIUCAREER CONNECT 10



» Managing Students / Alumni

6‘ @ https://liu-csm.symplicity.com/manager/index.php?s=students&_ksl=1 C || Q Search ﬁ E 4 # 9

CAREER NACE=Zlink Mondsy August 02, 2015 | 11:26 am | Travis Gabriel [ Logout |

[ CAREER SERVICES MANACGEMENT SYSTEM
CONNECT  -somseriomacs

Communications Student
List

Duplicate  Archived New Alumni

Search Students = Registrations Review

Calendar

Contacts .
Inay need Excel Viewer 2003.

%)\ Professional
Network

m

& Employers

Survey

Students / Alumni '
3 X O9ABCDEFGHIJKLMNOPQRSTUVWXY |
4 Counseling

@ Exp. Learning A Items 1-20 of 10024 Showing 20 w perpage|Psge 1

OCR i i
Ll Actions Last Y | First ¥ | Campus | Email DHICEIL G (LGS i Major SERNECOCY Resume | Status E‘“?"
c 1D Level Date Verified
Job Postings
Events O Q& A« Erika LIU Post | erika asl@my.liv.edu 100078204 - (disabled) v 0
Job Shadow "
0 i - i AITR 7 - 9 v
e Boak [ Q) Asmiema Abdellsh Brookiyn sbdellsh.samiems@myliv.edu 100262187 (disabled) 0
Quick View. m D £
j i i in. iy, 2 - v
Reports E] Asron Benjsmin LIU Post benjsmin.asron@my. liu.edu 100331550 (disabled) 0
Resume Builder
E] @ D Aaron David LIU Post = david.saron@my.liv.edu 100323082 - > v 0
Publications {disahled)
E Mock Interviews LU
- [ | QI  Asron Delano | o wiyn 100220095 - v 0
\ll Reporting
A : Liv £ e
; @my.liu.. - 2 v
R* Document Library D @ g Asron Devorsh Brocklyn devorsh.asron@my.liu.edu 100107609 (disabled) 0
= Application Synch
M 1y Account [ | QI  Asron Eric LIU Post 100122828 - (disabled) v 0
LI 2
[ @Q Asron Fred ot | fed.ssron@my.liv.edu 100223253 = GRESERR . 0

While you will be primarily working with students on your caseload, you can locate individual students
outside your caseload using the Keywords search. You can also find groups of students meeting a
variety of criteria using the “More Filters” and “Detailed Search” tabs.

COACH GUIDE LIUCAREER CONNECT 11



» Detailed Search - Saving Your Search

& @ hitps://liu-csm.symplicity.com/manager/index.php?students_tab=search C || Q Search ﬁ =] 3 B O =
CAREER NACE=link Monday August 02, 2015 | 11:42 am | Travis Gabriel | Logout | El
F CAREER SERVICES MANAGEMENT SYSTEM S
CONNECT s
ae Sy ward Searc aAR? > =
' - Detailed
Search ct
d
0
Saved [select existing] =
ofessiona =
0 [V]save as: El
ploye Flagg pick the fiags an| Sam s Caseh)ad e in thigd¥farch,
success coach...
] € er T _ -~
Test O off @ on
Keywords smarches name

Search last name by letter

0 s
ob Po a Has Password ® No ® Yes @ Ignore
Password Assigned On August v 03 v 2015 v to August v 03 v 2015 v Scroll Down to find the
- L Account expires on August v 03 v- 2015 v to August v 03 v 2015 & ”SUCCESS CoaCh" Section-
= Counselors AliDiBona -
Q € Daniel Lauterman |§]
PO Gregory Schimmel
Builde Kaitlin Jensen
Katelin Townsend ~
b 0
0 ervie Counseling Notes
PR Image -
Do b

Graduation Date v v to v v

Major Check this box to search for records with no option selected

D Exclude Hierarchy Root When Filtering
s

One of the first things you should do as a Success Coach on LIU Career Connect is find your case-
load. You do this by using the “Detailed Search” tab in the Students / Alumni section. To save time,
check off the “save as” box and name the search as your caseload.

NOTE: This saved search will be viewable and accessible by other Managers, including other Suc-
cess Coaches.

COACH GUIDE LIUCAREER CONNECT 12




» Finding Your Caseload & Submitting Your Search

7 C || Q Search

" @ https://liu-csm.symplicity.com/manager/index.php?students_tab=search
N

Student ID

Account Disabled

Has Enabled Search Agent
Has Resume

Has Default Resume

Has Approved Resume
Has Mock Interview
Resume included in Packet
Has Major

Email Undeliverable
Completed Career Finder

Created

Created by

Last Modified

Modified By

Resume Text Search

V| Samuel Schreiber
=

[ ves

E] [no selection]

Ali DiBona

Amy Rothenberg
E] Daniel Lauterman
Gladys Schyrnemaskers
Gregory Schimmel
D Kaitlin Jensen
Katelin Townsend
Kstie Harman

E] Kellie Bernadini
E] Leslie Bai
Mstthew Day

E] Meggan Gittens
E Melisss Ruiz
Meseret Tzehaie
Michal Rosman
D Sasadis Rafig
Ssbrina Spadafino

Tamir Dayya
Travis Gabriel
E] Tarlisha Noel

Scroll Down to
“Submit” Search.

E] [no selection] _

@ No @ Yes @ Ignore
® yes ® no

) (3]

® yes ©

® yes ©®

® yes ® o

August v 03 v 2015 + to August v 03 v 2015

) ves © No ) Does Not Matter

yes

) yes

v v v | Clear |to

- v |®Clear J

Al Brussey -
Amy Rothenberg
Jason Cascone
Kiichi Takeuchi

vV ["‘Clear to

- v
v v |®Clear

Al Brussey
Kiichi Takeucl

full text resume s=arch.

COACH GUIDE LIUCAREER CONNECT
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» Saved Searches

€ 8 https://liu-csm.symplicity.com/manager/index.phpZstudents_tab=agents C || Q Search w B8 3 A 6 =
link Monday August 02, 2015 | 11:54 am | Travis Gabriel | Logout | %
cnﬁANHEEE-? y&é&s{%‘:'ikA\r\NMIAINIS\“[M ks e it 2 |~——————~L°g°u ‘
® softmace by symplcity

M Home Students

P A

b " Communications Student e 4 Saved L uplicate Search Archived New Alumni Document
. Calendar List S \ Searches earch Results Students = Registrations Review
#2 Contacts 7

A Professional
Network Agent Type Modified ¥ | Options

Showing 200 » per page | Page Tog

A Employers
E Survey

Students / Alumni

Caseload MDay Staff Student Search July 29, 2015, 12:54 pm (ZEdit | | Run | [ Delete |
Caselosd MR Staff Student Search July 28, 2015, 12:04 pm [Zedit | [ Run | (@ Delete |

£ Counseling s Staff Student Search August 03, 2015, 11:51 am “?Edit I I Run | l & Delete J
@ Exp. Learning
®| ocr

& Job Postings sucoess coach brooklyn Staff Student Search July 24, 2015, 10:26 am

Staff Student Search August 03, 2015, 11:51 am 7 edit | | Run | [ & Delete

@ Events
M Job Shadow

success coach list for brooklyn Staff Student Search July 24, 2015, 11:12 am

[* Resume Book test Staff Student Search June 22, 2015, 3:12 pm (Z Edit | [ Run | (& Detete |

M quick View
Reporis

A Resume Builder

ltems 1-7 of 7 Showing 20 w perpasgePage 1

[E% publications

B Mock Interviews
\ll Reporting

B’ Document Library
= Application Synch
M ity Account

Users Online

Now that your caseload is a saved search, you can access it in the “Saved Searches” tab. Click “Run”
to access your caseload.

NOTE: Any students added to your caseload on PeopleSoft after you create the saved search will be
added to your Symplicity caseload automatically when you run the search within 48 hours.

You can create additional saved searches using the Detailed Search function and edit the parameters
by clicking the “Edit” button. You can also delete saved searches using the “Delete” key.

COACH GUIDE LIUCAREER CONNECT 14




» Finding Student Profiles

6‘ @ https://liu-csm.symplicity.com/manager/index.php?mode=list& C || Q Search ﬁ g 3+ # 9 =
CAREER ”Qggﬂgq!&wmwwsmm Monday August 03, 2015 | 1:29 pm | Travis Gabriel [ Logout |
CONNECT =oeniiecs

M Home Students

» % Communications

M calendar

Duplicate [ECESHE A lew Alumni
Results s | Registrations

%2 Contacts

y/ To view PDF files, you may need Adobe Acrobat Reader. To view Excel files, you may need Excel Viewer 2003.

A Professional
Network

& o | o | Batch Options v ltems 1-20 of 234 Showing 20 v perpage | Psge 1
mployers ==
Email

[l Survey Actions Last . ¥ | Major | Email Year ¥ | Grad ¥ | Resume | Status Logins ¥ | CRE Created ¥ | LastModea

Students / Alumni ,
4 100470745 mayra scosta@my.liu.edu 2 Jul 08, 2015, 22, 2015, 8:0 IS

Wi

LY Counseling =
i Jul 08,2015, 4:31 | Aug 03, 2015, 1:29
> @ Exp. Learning O QB  an6 Dina 100470433 dins sfifi@myliu.edy 2 0 v p-:“oe Pr‘f g
> ® oCcR
88 Job Postings [ QB Ahmad Summer | 100470212 summershmad@my.liv.edu : 0 ;‘:"106' AR ;‘:"‘22'2015' i
*® events Jul 08,2015, 4:30 | Jul 22, 2015, 6:10
SR e [ QEr  Amin Amjsd 100469395 amisd smin@my.liv.edu - 0 p‘r’n R p‘r’“ T =
W
¥
Resume Book : 2 -
e [[] QI Ancriopoulos Andrisns 100471395 sndrians sndriopoulos@myliu.edu 2 0 :‘r‘," ks Ul ;‘;‘T" 22, 20n5/6:08
H aquick View,
Reports 5. 4 5
[ QEr  Bagie Xens 100522764 xena badillo@myliv.edy 5 0 NIZ22018:428, | uli22,2015:429
A Resume Builder pm pm
=1 Publicati Jul 08, 2015, 4:13 | Jul 30, 2015, 5:52
¥ Publications ] QEr | Bekhwonova | Malika 100458783 maliks bskhronova@my liu.edy ] O y cr il il
B 1ock Interviews sl = =
@ Reporting B QF | sasow Jessica G I I i 2 ) Jul 08, 2015, 4:31 | Jul 22, 2015, 6:09
e Joy B pm om
B’ Document Library
-
2 Appication Synch | (IR |2 SR Miriam 100470495 mirism becker@my liu.edu - 0 ;‘r""“' st ;‘;"22' 2018, €:08
M 1y Account Jul 08, 2015, 2:05 | Jul 23, 2015, 12:21
[ QB Bem Karen 100211815 keren.| myliu.edy - 0 v o o= S s
Users Online
4 5.6
s ] | Q¥ Binsminova | Daniella | 100470004 daniella binsminovs@my.liu.edu - 0 :r;’l‘oe, 2088:430 ;‘:22' A005:€:10
Jul 08, 2015, 4:31 | Jul 22, 2015, 6:09
Support Fl | QE  carey Keith 100470516 keith.carley@my.liu.edu - 0 v p':n p‘r‘"
| necHsoRHoOD ‘ [ QB  castilo Stephanie | 100452770 stephanie.castillo2@my liv.edu ! 0 ‘ JL06:2015. 405 | Sl 80.2006:0:04
| (disabled) pm om L3
o Jamafenl, Jul 06,2015, 4:05 | Jul 30, 2015, €:01
[[] | Q¥ challenger  Khalid 100452888 khslid challenger@my.liu.edu (disabied) | © 2 s
e 2 Jul 08, 2015, 12:52 | Jul 22, 2015, 5:23
Call Help Desk [ Q& | chen Krystle 100509731 irystle chan2@my.liu.edu - [ v = o
1-702-373-7040
5, 4: , 2015, 6:
s ] QB | Chowdhuy | Ferzans | 100469771 farzana.chowdhury2@my liu.edu - [ v ;‘;"06' 2100430 ;‘:22 21010
Mon-Fri Sam-8pm ET
(except holidays) ; 5
[ QB Decunhs Tiffany 100471090 tiffany decunha@my liv.edu - 0 v 1062015, 431 | Wh22.2015.0.09

pm pm ~

You can adjust the Search Results tab to display as many as 250 students at a time. You can also
navigate the pages with the controls in the upper right-hand corner of the search field.

The Search Results displays some basic information about the students in the Symplicity system. For
a more detailed overview, click student’s last name to access their Student Profile.

In later sections, we will review the “Batch Options” menu in the upper lefthand corner.

COACH GUIDE LIUCAREER CONNECT 15




» Detailed Search - Other Search Criteria

(' @ https://liu-csm.symplicity.com/manager/index.php?students_tab=search C || Q Search ﬁ E 4+ # 9 | =

||/CAREER NACE=link Tuesday August 04, 2015 | 5:15 pm | Travis Gabriel | Logout | [
CAREER SERVICES MANAGEMENT SYSTEM —
H iy

A Home Students

m,

> '™ Communications

Student Detailed Saved Duplicate Archived New Alumni Document
i Calendar List Search Searches Search Students : Registrations Review

43 Contacts

Saved Searches

[select existing] v

85 Professional & 7
Network Smeas

s Employers pick the flags and state you vish to include in this search.
Survey CSM Super Tester @ off ©
Test @ off @ on

on

Students / Alumni

searches name

Keywords

32 Counseling

@ Exp. Leaming
> @ OCR

W Job Postings

@ Events Password Assigned On = v to i v

Search last name by letter -

Has Password @ No © Yes @ Ignore

W Job Shadow Account expires on v - v to - v v

1] Resume Book Counselors A Symp Test

I Quick View Ali DiBona

Reports Daniel Lauterman
Gregory Schimmel
X Resume Builder Kaitlin Jensen

(8 Publications
Mock Inteviews
{af Reporting Image

l"" Document Library Graduation Date - v to - -

[ »

Counseling Notes

# Application Synch Major [Z] check this box to search for records with no option selected
MM My Account
[7] Exclude Hierarchy Root When Filtering
3 (] Biology
Users Online [FBiology
(1) Manager Computer Science
[T Accounting
Support [Fcampus 1
v [FI chemical
[T advertising
Elcivil
7 maiar R

In addition to finding your caseload, the Detailed Search tab allows a Success Coach to select groups
of students based on a broad variety of criteria. This includes major, undergraduate career, class lev-
el, GPA, whether or not they have opted to receive email notifications or job blasts, whether they have
resumes in need of approval, or whether they already have approved resumes.

Saving these Detailed Searches will allow you to develop routines as a LIU Career Connect Success
Coach make sure proactive counseling takes place.
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» Managing Your Search Results

(' @ https://liu-csm.symplicity.com/manager/index.php?mode= ist& C || Q Search ﬁ ;=] 3+ @ 9‘ =
ink Monday August 03, 2015 | 1:29 Travis Gabriel | L
T R — SR ———
= softmace by symohcity

& Home Students

» 4 Communications Duplicate [Tt

Calendar o

Contacts
 To view PDF files, you may need Adobe Acrobst Resder. To view Excel files, you may need Excel Viewer 2003.

Professional

Network

| o | Batch Options v ltems 1-20 of 234 Showing 20 v perpage | Page 1
Employers. —
Email

Survey Actions  Last ¥ | Major | Email Year ¥ | Grad ¥ | Resume | Status Logins ¥ | =MEL ¥ | Created ¥ | LastMorea

Students / Alumni v N 5—
4 100470745 mayrs. scosta@my.liu.edu - i\:‘ ol T 22;205/60 P

A

=

Counseling

m

i 15, 4: 2015, 1:
> @ Exp. Learning [ QB a6 Dina 100470433 dina.sfifi@myliv.edu 5 0 v ::I‘Oe. 2015541 ::'903 A2
> ® OCR
8 Job Postings [ QE Ahmed Summer | 100470212 summer shmad@my liv edy < 0 ‘;‘:T"”' 2015, 4:31 ;‘r‘r'\zz‘ 2018760
< Bt Jul 08,2015, 4:30 | Jul 22, 2015, 6:10
R F QB  Amin Amijsd 100469395 amisd smin@myliv.edu - 0 p‘r‘“ Rt N pl:n e
0| w
"
Resume Book = : 2, :
e [[] QI Ancriocoulos Andrisna | 100471295 sndrians sndriopoules@myliv.edu s 0 :‘:T" 2018431 ;‘:"1 2z 0nreas
' quick View
Reports 15, 4: 5, 4:
] QEr  Badile Xena 100522764 xena badillo@my liv.edu < 0 v WIZXO0ISIAY | W22I201854:29
A Resume Builder Pm .
71 Publicati . , 2015, 4 , 2015, 5:5:
B ublications ] QEr Bskhronovs  Malika 100458783 maliks bskhronova@my liv.edy = > 0 JUROR201574413; | | )0lfB0:2015:5:02
B ocki (disabled) pm pm
Wock Interviews
; 5 4 5 6
\ Reporting [ QECr Balsoro Frae 100471199 jessicaioy bslsoro@my liv.edu i 0 JROG2010/4:3%: | l22; 2010609
Joy pm om
®' Document Library
. P
2 Appication Syncn [REIEGEa 1o QS-S Miism | 100470485 mirism becer@myliv.edu - 0 ;‘:T" R At ;‘r‘r" 2220157009
MR iy Account
3 Jul 06, 2015, 2:05 Jul 23, 2015, 12:21
0 QA Bem Karen 00211815 karen, my.liu.edy 0 e et
Users Online
15, &: , 2015, 8:1
] QI Binsminovs Daniells 100470004 dsniells binsminovs@my liv.edu - 0 v J0L06:2013. 4900 | Tl 222015:6:00
» (1) Mansger pm om
4 , 2015, 6
Support | QU | cerey Keith 100470516 keith carley@my liu.edu - [ ::rl‘oe, A ‘;‘r""” 203808
- : ’ sz : Jul 08,2015, 4:05 | Jul 20, 2015, 6:01
NEIGHIORHOOD [ QL  cestite Stephanie | 100452770 stephanie. castillo2@my liu.edu (disabied) | © oy e R
~ o < & & i Jul 06, 2015, 4:05 Jul 30, 2015, 6:01
Challenger h 1004 khalid.challenger@my.liv.edu v ' : : :
[ | QUEr  challenger | Knhalid 00452888 khslid challenger@my liu edu (disabied) | © S s
L 20 i 2 Jul 08, 2015, 12:52 | Jul 22, 2015, 5:23
Call Help Desk [ | QEr  chan Krystle 100509731 frystle chan2@my liu.edu - 0 i e
1-703-372-7040
= 2 5, 4: . 2015, 6:1
Hous: ] QB | Chowdhuy | Ferzane | 100469771 farzana.chowdhury2@my liu.edu - [ v ;:06 20100430 .:rl‘zz 250
Mon-Fri Sam-Bpm ET
{except holidays) 5, 4: :
] QB Decunha Tiffany 100471080 tiffany decunha@my.liv.edu - 0 OC0INAIN | W22 2015609

pm pm

You can adjust the Search Results tab to display as many as 250 students at a time. You can also
navigate the pages with the controls in the upper right-hand corner of the search field.

The Search Results display some basic information about the students in the Symplicity system, but
for a more detailed overview, click student’s last name.

In later sections, we will review the “Batch Options” menu in the upper left-hand corner.
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» Student Academic and Personal Profiles

(' @ https://liu-csm.symplicity.com/manager/index.php?s=students&students_tab=edit&mode=form&id=ccb8e80ecSbecefedes7f40 C || Q Search ﬁ E 4 @ e

L 3 ’ (P
CAREER Nﬂ’}ggﬁ!{gbmmulwm e Mondsy August 03, 2015 | 1:38 pm | Travis Gabriel [ Logout | *
CONNECT iy

M Home Mayra Acosta @ back

» @ Communications Exp
Ow w [ESugg Documents Counseling Employment Activity

Learning

M Ccalendar

43 Contacts Personal  Academic ) | s
Profile Profile. - ~Agggtniv | :Notes | [Folioving

A Professional

Network
A Employers. [’ Submit ] , s [ ‘ X Gance) indicates 3 required field
[ Survey Screening Criteria

Students / Alumni i
Campus mport,

%3 Counseling LIU Brooklyn =
v, @) Exp. Learnina [Fuu post
> ® ocR ————
. Success Coach Samuel Schreiber
8 Job Postings 2
» O Evi
© events e Probably import - Ssiect the degree level for this studant
» B Job Shadow 0 &
[* Resume Book
D Quick View: Graduation Date Import - Enter the expected graduation date of the student.
Reports | v I -
A Resume Builder
B Pobications Clans Caai Import? would fike ranges of credits eamed - Enter the student's cumrent year in school.
-
B Mock interviews
\ll Reporting s = P " < i i T
Major/Concentration Import - group by campus then by major with concentration baneath - Select the student’s majorls).
®' Document Library [ siol I I
o S Dow
2 Application Synch [ siology cro own to
[T computer Science
MR 1ty Account C I t th
[ Gampun 1 omplete the
— Msjor .
sers Online
Bl canpus2 Personal Profile.
» (1) Mansger
Import - Custom fiekd ot for screenir
oot Minor ol "
- [T music
NeGHIORKOOD |
| Other Major{s} I'm Considering If Different than Major on File - student reported
|
Biology
[ sictogy
adld LI LY B computer Science
Call Help Dest: [E campus 1
1-703-373-7040 [E msjor
v [ campus 2
Mon-Fti Sam-8pm ET All Majors
{except holidays)
- - i o lonmmrt  Cmbmr the stodant's 204 Y

\

When you meet with a student on your caseload for the first time, you should take the opportunity
to fill out his/her Personal and Academic Profiles. Students can do this on their own, but some may
require your assistance.

These profiles can be filled out in Manager view or in Student View, which you can access by clicking
the “Login As” tab.
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» Login as Student

(‘ @ https://liu-csm.symplicity.com/manager/index.php?students_tab=lcginas

CDWEEETR D i

= softmace by symeicity
M Home Mayra Acosta “ back

» % Communications

Exp

ng Employment || T

M calendar

%3 Contacts Home | Profie | Documents | Resources

%A Professional
Network

Welcome, Mayra Acosta
A Employers.
B Survey:

Students / Alumni

LY Counseling

» @ Exp. Learning

> ® ocr
8 Job Postings

Mayra Acosta

Sophomore, Graduating May 2018
Computer Science
> © Events =

7 mayrs.acosta@my.liv.edu
» B8 Job Shadow
[* Resume Book

H aquick View,
Reports

A Resume Builder
¥ Publications

[Zi Upload your resume now

PROFILE COMPLETION 85%

B 1ock Interviews
\ll Reporting
B’ Document Library

’ Mock Interviews

# Application Synch ' * Your feedback is welcome.

MR 1y Account

Users Online

» (2) Manager

Support

Call Help Desk:
1-703-372-7040

NACEZlink

Hours: CAREER SEKVICES MANACER

Mon-Fri Sam-8pm ET

Jobs | Employers | Interviews | Events | Calendar

search

NEWS FEED Show Me ~

Long Island University has m
December 22, 20
LIU Career Connect

Welcome to LIU Career Connect! Here LIU
students/alumni may: Explore jobs and internships,
RSVP for Career Events, and share your resume with
employers recruiting at our school.

Get started by completing your "Profile” and
uploading a Resume using "Documents”.

View All Announcements

wBa 9 3 a0 =

Monday August 03, 2015 | 2:07 pm | Travis Gabriel | Logout |

My Account D) B @

) Welcome to LIU Career Connect! Upon your first login, please update your profile before accessing job postings.

GETTING STARTED
@ Account Created
@ Personal Profile
@ Academic Profile

@ Privacy Settings
O Resume

JOBS & INTERNSHIPS

# Search Jobs (all jobs)
#* Jobs | Qualify For

~* Exp. Learning

INTERVIEWS

~+ Campus Interviews | Qualify For
#* Scheduled Campus Interviews
RESOURCES

#* Career Finder

~+ Document Library

#+ Career Explorer

QUICKLINKS

#* Resume Builder

NACElink Network is a collaboration batween NACE, Symplicity, DiractEmployers and your college/university.

Privacy Policy | Terms of Use
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Clicking the “Login As” button allows you to see a Student Profile from the student’s perspective.
More importantly, it allows you to access tools like Resume Builder and Job Search as a student.

Click the arrow-shaped button in the upper right-hand corner to open the Student Profile in a new tab.

m
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» Student Documents

= | @ https

|| Q search wB U 3 A S

liu-csm.symplicity.com/students/index.phgs

PLITEILION Resc ces | Jobs Employers | Interviews Events Calendar

. Approved [searcn A @ & MyAcoum @ B O
Pending -
Opt-in Books

] Welo resume Buitder iconnect! Upon your first login, please update your profile before accessing job postings.

Mayra Acosta NEWS FEED Show Me ~

3 GETTING STARTED
Sophomore, Graduating May 2018

Computer Science

o @ Account Created
Dacemb

mayrs.acosta@my.liu.edu LIU Career Connect @ Personal Profile
= Upload your resume now Welcome to LIU Career Connect! Here LIU @ Academic Profile
students/alumni may: Explore jobs and internships, y
RSVP for Career Events, and share your resume with © Erivacy Settings
PROFILE COMPLETION a5% employers recruiting at our school. O Resume

Get started by completing your "Profile” and

You should complete your peofile uploading a Resume using "Documents™. J085 & INTERNSHIFS:

~* Search Jobs (all jobs;
View All Announcements #* lobs | Qualify For

r* Exp. learning
Mock Interviews

INTERVIEWS
* Your feedback is welcome.

#* Campus Interviews | Qualify For

~+ Scheduled Campus Interviews
RESOURCES

#* Career Finder

~* Document Library

~ Career Explorer

QUICKLINKS

~* Resume Builder

NACE;II”k NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university
CARER SERVICES MANACER

Privacy Policy | Terms of Use

The “Documents” section is available in both the Student view and the Manager view. However, docu-
ments may only be approved while in Manager view.

Students can see the status of their documents (approved, not approved, or pending) as well as opt

into various Resume Books. If you click on the “Documents” button instead of any of the items in the
dropdown menu, you will see the items displayed as tabs as well as the Document Upload option.
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» Adding Student Documents

€ a https://liu-csm.symplicity.com/students/index.php?mode=list&s=resume&ss=resumes& C || Q Search ﬁ =) 4y A O

Home | Profie | Documents Resources | Jobs Employers | Interviews Events Calendar

Home > Documents > Approved Documents | search B & MyAcount @ B Q@

Documents NACEZInk m softore by symplcy™

] The first resume and cover letter uploaded to LIU Career Connact is subject to review. Documents swaiting approval will display in the “pending
documents” tab.

PRI B T EL ISR Pending Documents Resume Builder = Opjllin Resume Book

J o view PDF files, you msy need Adobe Acobst Resder

B No records found

)

ink NACEIink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university
CES MANACER
Privacy Policy | Terms of Use
[ L3 Cacees Connect %) W Documents |UU ey —
€ an symphedycom ¢ f cl_ ﬁﬂa&ﬁﬂ=l
PR U [P [ [ " | s |

semich B Awikcom DH O
Deocuments e i L T ——
4 7o v PO vk e @ x
Haring Vuble valeadiog M Wond fias? Fos immedinte sucess 1 rous deaumart. seve B st n POF Rrmat. e uslond. P rabuctins 1o seve

#Mile 0.3 POS in Winsows i, hasy For Liam olis. sy

Student Document
Laber®

Rasomad Tyea © Reseme O Cover Latver T Unofficiad Transerigt & Writing Sample 0 Other Decumerts

Students can upload a resume or a cover letter directly from the desktop of a computer they are us-
ing. In many cases, this is the best approach. It should be noted that these uploaded documents must
be approved the first time they are submitted. This is also true of the documents created using the
Resume Builder tool.

NOTE: Students should upload PDF versions of their resumes while their cover letters should be up-
loaded as .docx, .doc or .rif files.

COACH GUIDE LIUCAREER CONNECT 21



» Getting Started with Resume Builder & Resume Templates

(- @ https://liu-csm.symplicity.com/students/index.php?s=resume8i=&iss=rb&rbmode=list C || Q Search ﬁ B 3 @ e =
Home | Profie | Documents | Resources | Jobs | Employers | Intenviews | Events | Calendar
Home > Documents > Resume Builder »search j @ & MyAccount @ B @
Documents DNACERAK: m softrae by spmplciy™
Approved Documents | Pending Documents Opt-In Resume Book
A No records found.
NACEZlink NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university.
et Privacy Policy | Terms of Use
The Resume Builder tool can be used to create Resumes and Cover Letters. The “Create New Re-
sume” and “Create New Cover Letter” buttons both lead to a menu of template options.
€ 8 https: hu--:-:-m‘syn’!plicity‘com students/index.php?rbmode=form&ubtype=resume&irbid=&addnew=18&s=resume&ss=rb C || Q Search ) ﬁ E 3+ A O = ‘

Home | Profie | Documents | Resources | Jobs | Employers | Intenviews | Events | Calendar

Home > Documents > Resume Builder Es,a,ch & MyAccount @ B @
Documents NACERINK m softvare by sympicy™

7~ - c
sTEPs: (1) Outlines ¢ @ Customize Sections @ Content and Stvle © save

m

Select a template for your resume sections.

You may customize your sections after making a choice. Choose the template that best matches your status as a candidate or the profession you are pursuing

Cancel
Ed Save And Continue Ed Save And Continue B3 Save And Continue
Accounting (Outline) Advertising and Production (Outline) Basic Undergraduate Resume (Outline)
Objective Career Profile Objective —
Education Expertise and Achievements Education
Professional Experience Profassional Experience Professional Experience
skills / Abilities Education Honors and Awards
B3 Save And Continue EJ Save And Continue B Save And Continue
Biochemistry (Outline) Broadcast Journalism (Outline) Business Administration (Outline)
Objective Objective Objective
Education Education Education
Laboratory Skills Relevant Experience Relevant Courses
Relevant Experience Leadership Professional Experience
Campus involvement Honors | Awards Computer Skills
Organizations
skills
B Save And Continue Ed Save And Continue B Save And Continue
Business Internship Resume (Outline) Chemical Engineering (Outline) Chemistry Resume (Outline)
Objective Objective Objective
Education Education Education
Qualifications Relevant Experience Relevant Experience
Relevant Experience Professional Memberships Skills / Abilities
Activities / Honors Honors and Awards
Skills / Abilities

Search through the template menu to find a template that fits your student’s background and goals. If
there isn’t a perfect fit, don’t worry. The fields in the template can be edited or deleted once they are
selected.

Clicking “Save and Continue” over one of the templates will take you to the next step in the Resume
Building process. “Cancel” will take you back to the previous screen.

COACH GUIDE LIUCAREER CONNECT 22




» Editing Section Titles

(- @ https://liu-csm.symplicity.com/students/index.php?subtab=sections&use_template=66€77017503d67bedd3c086d7ecedSb&s=re C || Q Search ﬁ E 4 H e
Home Profile Documents Resources Jobs Employers Interviews Events Calendar

Home > Documents > Resume Builder search @ & MyAccoun:t Q B @

Documents NACERnk m software by symplicity™

steps: @ outlines © (2) Customize Sections @ @) contentandsvie > @) save

Customize Your Sections

Customize your resume sections by changing their name, type, and position. You may add or remove sections by pressing the
Delete or Add Section buttons

Section Title Type
Professional Experience Experience & Dulsts
v
Education Education a Delete
v
Technical skills| General 2, Deiste
v
Add Section
Cancel Back Save And Continue »
NACEZlink NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university.
CAREER SERVICES MANACER

Privacy Policy | Terms of Use

In this step of the Resume Builder process, you can edit the section titles as well as add or delete
sections. When your sections are where you want them, click “Save and Continue” to move to the
next step of the Resume Building process. “Cancel” or “Back” will take you to the previous screen.
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RESUME BUILDER

Still working with Sarah from Symplicity support on how the Resume Builder tool will work from a
Manager’s perspective. What follows is a series of screen shots from the Super User’s perspective. |
would like to get us to a point where this is what Managers are capable of as well, but I'm not sure it’s
in the cards. Will update.
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(- & https://liu-csm.symplicity.com/students/index.php?rbmode=form&subtab=stylesaves=resume&iss=rb C || Q Search ﬁ =) 3+ @ 9 =

Home Profile Documents Resources Jobs Employers Interviews Events Calendar _‘_
Home > Documents > Resume Builder | search & Mydccoum @ B @
Documents NACERnK m software by symplicity™
steps: @) outlines & @ customize sections & (3) Content and style & @) save
Enter Content and Customize Resume Styles
Click on a section below to enter content. Then click the Select Layout button to choose a resume layout, and the Customize Style button to change font,
margin or other styles to make your resume unique.
Cancel Back [l Select Layout & Customize Style Save And Continue b
-
Mayra Acosta
123 Street Avenue
Brooklyn, NY 11213
516/528-2008
mayra.acosta@myliu.edu
PROFESSIONAL EXPERIENCE
Organization, Location
Position, August 2015 - Avgust 2015
Dascription of vour experience
u + indicates a raquired Seld
B{ Employer ‘The name of the employer
G Organization
T| Loction (City, State)
Pi Location
Position Position 4
Department or Unit (if
applicable) 3
Starting Date Avzest v 2005 &
Current Employer (Present). @) cyrant Rmplopes Dresent) yes @ Cirent Eployer (Dresenty 5o
End Date vzt 2005 4
Date Text Optional: Text enterad in this S1d will replace the date shown sbove (i.e.
instaad of April you may want Summer - you would then enter Summar in
the box below).
Eaperieace Description B 7 T |9~ | Daes (i
Description of your experience

Working with your student, you can fill in the details of their work history, including the name of their
Employer, their position title, etc. You can also use this text box to add new positions.

Please note the formatting options below, including the option for bullets.

COACH GUIDE LIUCAREER CONNECT 25



(' @ https://liu-csm.symplicity.com/students/index.php?rbmode=form8&subtab=stylesave&s=resume&iss=rb C || Q Search ﬁ g P 4 @ e
B
Mayra Acosta
123 Street Avenue
Brooklyn, NY 11213
516/528-2008
mayra.acosta@my.liuedu
PROFESSIONAL EXPERIENCE
Organization, Location
Position, Avgust 2015 - August 2015
Description of your axperisnce
EDUCATION
Long Island University, .
Bachelors Computer Science, May 2018
GPA 2.90 il
Editing Long Island University
* indicates 2 raquirad Seld
School* Long Istand University
Location
Starting Date Avzust v 2015
Currenfly Enrolled* @ Currently Encollzd yes () Cusrently Encollad so
GPA 2.00
Major(s) Computer Science
Degree Received or Expected Ex: LL.M. Candidats, B.A. cums laude, Juris Doctor, 1.D. Ba consistent with
abbraviation throughout. )
Bachalors =
Graduation Date Enter month Sllowsd by the year, separatad by a comma.
ExtJune 201l
Minor(s) Do not complate this field fr Law School.
Second Major
| back | cancel [ saveand continue
Page bosadary (approzimate)
NACEZlink NACElink Network is 2 collaboration between NACE, Symplicity, DirectEmployers and your college/university
CAREER SERVICES MANACER
Privacy Policy | Terms of Use

The Education Section of the Resume auto-populates from the student’s Academic Profile, but can be
edited if necessary.

Continue through all the sections you included in the previous phase of the Resume Building process.
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(" @ https://liu-csm.symplicity.com/students/index.php?rbmode=form&subtab= savelis=resumeliss=rb C || Q Search
Home | Profie | Documents | Resources | Jobs | Employers | Interviews | Events | Calendar
Home > Documents > Resume Euilder search & MyAccount @ B @
Documents DACERIOR mschware by symplicy™

steps: @) outlines © @) customize sections © (3) Content and style & @) save

Enter Content and Customize Resume Styles

Click on a section below to enter content. Then click the Select Layout button to choose a resume layout, and the Customize Style button to change font,
margin or other styles to make your resume unique

Cancel Back [l Select Layout & Customize Style Save And Continue b

Select 2 Base Layout el <]

Mayra Acosta
123 Street Avenue

Brooklyn, NY 11213
516/528-2008
mayra acosta@myliu.edu

PROFESSIONAL EXPERIENCE
Organization, Location

Position, Avgust 2015 - Avgust 2015

Description of your experisncs

EDUCATION

Long Island University. ,

Bachelors Computer Science, Avgust 2015 - Prasent
GPA 2.90

TECHNICAL SKILLS

Please dascribz your Skills / Abilities

wB 93 a S

m

Select your layout from the options available. At the moment, the style of the resume cannot be cus-

tomized in Resume Builder.

COACH GUIDE LIUCAREER CONNECT

27



€ @ https liu-csm.symplicity.com/students/index.php?rbmode=form&subtab=activate&s=resume&ss=rb C || Q Search ﬁ B 9 3 # ()

Home | Profie | Documen ts s | Employers | Interviews | Events | Calendar
Home > Documents > Resume Builder search } B & MyAcoum: @ B @
Documents INACERIOR m software by symplicty™

/ Resume Information Has Been Saved
Your document has been saved. Use the buttons below to see it in HTML or PDF format. At any time you may come back to the documents section to
edit or redesign your Resume

STEPS: @Outlines 5 @ customize sections & @) Content and stvie (4) save

View, Save, and Print

While viewing your Resume in PDF format, you can save it and print it

2> 88 -

View PDF View HTML

Submit for Review

Submit this Resume for review. You will receive feedback from a counselor, and once it has been approved you will be able to
activate this Resume for job postings

Submit For Review b Sncel Back

NACEzlmk NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university
CAREER SERVICES MANAGER
Privacy Policy | Terms of Use

Once your student has finished writing their Resume and selected a template, they must submit the
document for review. Once a resume has been approved by their Success Coach, they are free to
activate new resumes at their discretion. This is true of cover letters as well.

Students and Success Coaches can view their student’s submitted documents as pdfs or edit them as
.docs.
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_dlcache_538eaadef5256322fffad70c4d43d1ce_Mayra_Acosta_1 [Read-Only] - Word
Samuel Schreiber ~ ;K“?i

BHS 0=
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
sy X Cut T « v T [ — @ Find ~
[ s N [ B s e = A
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Clipboard ] Font ] Paragraph ] Styles ] Editing
Mayra Acosta

123 Street Avenue

Brooklyn, NY 11213
516/528-2008

mayra.acosta@my.liu.edu
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(- a https://liu-csm.symplicity.com/students/?rbmode=form&subtab=activate&setreview=18&rbid=5ccbbfb760720ed dbbafd eae5Sbfbz C || Q Search ﬁ E a ‘ ﬁ 9

Home Profile Documents Resources Jobs Employers Interviews Events Calendar
Home > Documents > Resume Builder search ‘ B & MyAccoun:t @ B @

Documents NACERINK  software by sympicty”

] Resume Information Has Been Saved
‘Your document has been saved. Use the buttons below to see it in HTML or PDF format. At any time you may come bacdk to the documents section to
edit or redesign your Resume

STEPS: @Du(lmes : @Cus(omlzesunnns 3 @Centen(ands le © (4) save

View, Save, and Print

While viewing your Resume in PDF format, you can save it and print it
> B8 mn-

View PDF View HTML View Doc
Resume is under review

This Resume is under review. You will receive feedback from a counselor. and once it has been approved you will be able to activate
this Resume for job postings

Cancel Back

NACEZlink NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your collzge/university

CAREER SERVICES MANAGER
Privacy Policy | Terms of Use

Once a student submits a resume or cover letter for review, it is incumbent upon the Success Coach
to either approve or reject the submitted document. Students will see their resume or cover letter in

the “Pending Documents” tab until it is approved, at which point it will move to the “Approved Docu-

ments” tab.
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RESUME BUILDER

From this point on, we are back in Manager view.
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» Student Overview

€ ’ @ https://liu-csm.symplicity.com/manager/?s=students&mode=form&id=cch8e80ecShecefe0 e87f4068f6d4119 C || Q search ﬁ g 4+ A4 © =
NACE®Zlink Tuesday August 04, 2015 | 9:18 am | Travis Gabriel | Logout |~
CORMEER DT o o e i mavis cabiet (i)
= softmace by symehcity

M Home Mayra Acosta ® back CEEEETEES OO & * O @b
» % Communications

M calendar

%3 Contacts

) Professional Mayra ACOSta 0 Job Applications 0 OCR Interviews
Network cost
O Recent Logins 0 Appointments
A Employers.
B Survey t 47074 0 eventrsves 1 e
Students / Alumni
Employer Engagement
£3 Counseling
@ Exp. Leaming

No ativity for this student
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In the Overview tab of the Student Profile, you can see that the student has submitted a document. To
view the student’s documents, either click the “1 documents” button or the “Documents” tab.

NOTE: The number of documents in the Overview tab does not reflect the number of Approved or
Pending documents — it is simply the total number of submitted documents.
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» Document Review

€ @ https/liu-csm.symplicity.com/manager/students_tab=resumes C || Q Search w B +¥ A& O = ‘
ink T August 04, 2015 | 9:19 am | Travis Gabriel | Logout |
EDFIII‘\IHEEIE'?' s L sty Aot 04; 201851 0:19 i B i (Y
= softmace by symphcity

M Home Mayra Acosta @ back

¢ o
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= Mock Login
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M calendar

Activity
VY interviews | As

Leaming

%3 Contacts

Keywords z=arches file label

%A Professional
Network

+ More Filters |
R Erniogers (> Aoy Sesren J [+ more Fiters
E Survey:

Students / Alumni

| o | Batch Options dd New Showing 20 v perpage|Page 1 w

Document

Opfions v Default Resume Compatible with w | Conversion Review v | Reviewed

Document v | | astModified 4 | Private Status

%2 Counseling Type Resume Books Publications Status Status By

Exp. L i i
@ Exp. Learning IR | Review || Approve | August 04,2015, | st
® ocr [ Lost || & Detete |
8 Job Postings
@© Events

8 Job Shadow

. Items 1-1 of 1 Showing 20 v perpsgePage 1 w

[* Resume Book

' quick View
Reports

A Resume Builder
¥ Publications

B Mock Interviews:
u Reporting

#' Document Library
= Application Synch

MR 1y Account

Users Online
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Support

Call Help Dask:
1-703-373-7040

Hours:
Mon-Fri Sam-8pm ET
(except holidays)

While it is possible to approve a pending document sight unseen with the “Approve” button, Success
Coaches are strongly encouraged to click the “Review” button to read the Resume or Cover Letter to
determine whether it is employer-ready or not.
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» Approving and Rejecting Student Documents

@ https://liu-csm.symplicity.com/manager/index.php?r_mode=form&r_id=7¢373a5003d84a76547bf13337da57 &7 &r_stid= C || Q Search
P Symp 9 Php

| |/CAREER NACE=link
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CAREER SERVICES MANAGEMENT SYSTEM
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A Home
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i Calendar
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Survey.

Students / Alumni
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@ Exp. Leaming
® OCR
W Job Postings
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W Job Shadow
" Resume Book

I Quick View
Reports

X Resume Builder
(8 Publications

B Mock Interviews
{af Reporting

&' Document Library
= Application Synch
M My Account

Users Online
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Mayra Acosta @ back

Overview Core Documents Counseling

Employment

B U 3 A O =

—_— -
Tuesday August 04, 2015 | 2:29 pm | Travis Gabriel | Logout | 3

3O " P @ back

Exp
Learning

Mock

— Login
ADMIY  ntenviews As

(» suomit | [ » Review niine | [ % cancel | [ & Delete |

* indicates a required field

Student Document

Label*

Mayra Acosta 1

Document Type
Resume

Maximum file size: S00kb

File
Please select your document to upload.

No file selected.

preview: Resume: Mayra Acosta 1.pdf.

Private
If “yes”, students will not be able to view the contents of

© yes @ no

Approved
@ yes @ no

Document Review Information

Reviewed By
Sam Schreiber -

Review Status

-

Comment

file but will be able to use the document in job applications.

You can preview a student’s document as a pdf in Review. If you decide it is employer ready, select
your name in the “Reviewed By” dropdown menu, select “Approved” in the “Review Status” dropdown
menu and submit. If, on the other hand, you decide not to approve the document, you should still
select your name in the dropdown menu before selecting “Not Approved.” It is strongly advised to use
the “Comment” section if you are rejecting a resume a cover letter.NOTE: You have the option of sup-
pressing the email notification of an acceptance or rejection by checking the box next to “Suppress
Email.”
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» Jobs

&

@ https://liu-csm.symplicity.com/students/index.php?s=home el

“

vBe 93 A

Home | Profile Documents | Resources QLU Employers | Interviews Events | Calendar

Welcome, Mayra Acosta Jobs search @ & Myaccount Q B @

My Job Applications
My OCR Applications

] Welcome to LIU Career Conr naceitink Network i, please update your profile before accessing job postings.

Mayra Acosta NEWS FEED ShowMe ~ B

5 GETTING STARTED
Sophomore, Graduating May 2018

Computer Science

@ Account Created

=] mayra.acosta@my.liv.edu LIU Career Connect @ Personal Profile
=/ Resume last updated Aug 2015 Welcome to LIU Career Connect! Here LIU © Academic Profile
students/alumni may: Explore jobs and internships, y ;
RSVP for Career Events, and share your resume with © Privacy Settings
PROFILE COMPLETION 85% employers recruiting at our school. O Resume

Get started by completing your "Profile™ and

You should complete your peofile uploading a Resume using "Documents”™. JOBS & INTERNSHIRS

+ Search Jobs (all jobs)
View All Announcements #+ lobs | Qualify For

r* Exp. Learning
Mock Interviews

| INTERVIEWS

* Your feedback is welcome.
7+ Campus Interviews | Qualify For
~+ Scheduled Campus Interviews

RESOURCES
#+ Career Finder
~+ Document Library

~* Career Explorer

QUICKLINKS

~* Resume Builder

NACEZlink NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university
CARER SRVICES MANAGER
Privacy Policy | Terms of Use

Now that the student has created a Resume (and possibly a default Cover Letter as well), they may
apply for jobs using the job search function.
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» Job Search

(' @ https://liu-csm.symplicity.com/students/index.php?

Home

Profile

Home > Jobs

Job Postings

My F:

All Position Types

obs&:

jobs&mode=

Documents Resources | Jobs Employers | Interviews Events “alendar

avorites | Applications

Full Time Entry Level Internship Part Time

s

Show Me: All Jobs & Interviews | x FaEVaAl

Ba

While job categories are sorted in tabs, the best way for students to find positions that are right for

]

View Printable Job List | Save As Excel

(0 items selected)

LIU Promise Office Assistant

Apply

Assist the LIU Promise office with daily tasks that include: Front
desk greeting (students, staff, faculty, families, visitors, etc))
Answering phones Filing Running errands Creating and posting
flyers Engaging with new students, families, and staff ... more

Benefits, Compensation & HRIS Manager
Appiy

Responsibilities: B Primary contact for all health and welfare
plan administration/guidance. Subject matter expert regarding
the Affordable Care Act (ACA) provisions. B Manage the Oracle
application and provide guidance to all branch Human
Resources Coordinators ... more

Marketing & Advertising Manager

Apply

Responsibilities: El Develop and implement effective city-wide
marketing efforts to support membership and program growth,
development, and retention strategies. k1 Define and research
best targeted market segments. B} Collaborate with multiple
internal and external partners ... more

Payroll Supervisor

Apply

Responsibilities: - Provide payroll leadership and direction to
payroll staff. - Develop and document payroll procedures to
ensure maximum efficiency. - Review all bi-weekly payroll data
entry adjustments to verify accuracy. Reconcile bi-weekly,
quarterly and ... more

them is by using the Advanced Search button.
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‘Advanced Search v

& My Account @ ® @

NACEZink m software by symplicity™

SORTBY: DatePosted w SHOW 20 + per page

Application Deadline: December 31, 2015

EMPLOYER

LOCATION

Application Deadline: September 28,

EMPLOYER

LOCATION

LIU Pro

Brookville, New York

YMCA of Greater New York

New York, New York

Application Deadline: September 28, 2015

EMPLOYER

LOCATION

Application Deadline: Septembes

EMPLOYER

LOCATION

YMCA of Greater New York

New York, New York

, 2015

YMCA of Greater New York

New York, New York

Posted: July 29, 2015

POSTIONTYPE  LIU Budget,
LIU Work
Study

0 12

Posted: July 28, 2015
POSMION TYPE Full Time

Experienced
0 n

Posted: July 28, 2015
POSTION TYPE Full Time

Experienced
D 10

Posted: July 28, 2015
POSMIONTYPE Full Time
Entry Level

D 8

m
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» Advanced Search

(- @ https://liu-csm.symplicity.com/students/index.php?s=jobs&ss=jobs&mode=list ¢

Home Profile Documents Resources Jobs Employers Interviews Events Calendar
Home > Jobs

Job Postings

ST My Favorites | Applications

All Position Types Part Time

Full Time Entry Level

Internship

search :‘ & My Account @ ® @

Nl‘g[ﬂ.’rjk m software by symplicity™

Find jobs by description, location and more Search

Saved Searches ~

Advanced Search ~

Show Me Exclude Jobs I've Applied For

All Jobs & Interviews v © yes © no

ob Function

Management/Administration
Marketing/Sales

Jobs located within

U.S. jobs only (maximum 150 miles).
. - . Research
Social Services
Other

miles of zip code

Industry

[ tno selection]

[T Accounting

[E] Advertising

[ Aerospace

D Agriculture

[E] Architecture/urban Planning
d Eans

D Automotive

[F] ganking

[T giotech & Pharmaceuticals
‘:l Business Services

[T chemicals

D Communications/Media
B computers

[T consteuction

[F consulting

D Consumer Products
Education

[ electronics

[ energy

B engineering

D Entertainment

[E] entrepreneurial/start-ups
[ environment

[ Fashion

[ Financial services

[T Food science

wBE U3 A S

| »

m

Using the “Advanced Search” function, students can create an up-to-date list of jobs a set distance

from any given zip code in a broad range of industries.
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» Saved Searches

€ a https://liu-csm.symplicity.com/students/index.php?s=jobs&ss=jobs&mode=list C || Q Search
Home Profile Documents Resources Jobs Employers Interviews Events Calendar
Home > Jobs search ‘ B & MyAccount @ ® @

NACERZinK m software by symplicity™

Job Postings

Jobs

My Favorites | Applications

All Position Types Full Time Entry Level Internship Part Time

escription, location and more Search Advanced Search ~

Show Me: All Jobs & nterviews | | Industry: Education | x JeEVE}

=] Save Az Excel

View Printabis Job List SORTBY: DatePosted v SHOW 20 o per page

Applicstion Deadline: December 31,2015 Posted: July 28, 2015

Apply

EMPLOYER LU Promise POSMIONTYPE LIU Budget,
Assist the LIU Promise office with daily tasks that include: Front LIU Work
desk greeting (students, staff, faculty, families, visitors, etc) Study

LOCATION Brookville, New York o] 12

Answering phones Filing Running errands Creating and posting
flyers Engaging with new students, families, and staff ... more

Items 1-1 of 1 (Re:

NACEZlink NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university

CARER SERVICES MANAGER

Privacy Policy | Terms of Use

wB U3 AaS

Now that the list of jobs matching the student’s criteria has been selected, they may want to take the

opportunity to save the search.
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» Editing Saved Job Searches

wBE U3 A S

€ a https://liu-csm.symplicity.com/students/index.php?s=jobs&ss=jobs&mode=list

Calendar

(search o | B & MyAcount @ ® @

Nf*.CErth I software by symplicity™

Home | Profie | Documents Resources | Jobs Employers Interviews Events

Home > Jobs

Job Postings

Applications

BLLENN My Favorites

All Position Types Full Time Entry Level Internship Part Time

Search Advanced Search ~

Find jobs by description, location and more

Saved Searches
Show Me: All Jobs & Interviews | | Industry: Education | x [dEYEAl

Title

Send via email New results only (%]

BIE | View Printable Job st | Save As Excel
@ yes © no | Save

Save search as

Daily

|

Apply

Application Deadline: Ded Every Other Day

EMPLOYER

LIU Promise|Weekly

sted: July 29, 2015

MONTYPE  LIU Budget,

Assist the LIU Promise office with daily tasks that include: Front Monthly LIU Work
desk greeting (students, staff, faculty, families, visitors, etc) Quarterly Study
LOCATION Brookville, New York 12

Answering phones Filing Running errands Creating and posting

flyers Engaging with new students, families, and staff ... more

Items 1-1 of 1 (Results as of
NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university

NACE=Zlink
Privacy Policy | Terms of Use

CARER SERVICES MANAGER

Saving a search allows students to easily run a report on jobs meeting their desired criteria. Stu-

dents also have the option of receiving email notifications of new jobs meeting the search terms on a

monthly, weekly, or even daily basis.
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» Applying for Jobs

wB U3 AaS

jobs&mode=list

€ & hitps: Mliu-csm.symplicity.com/students/index.php?s

Jobs | Employers | Intenviews | Events | Calendar

search \

Home | Profie | Documents Resources

Home > Jobs @ & MyAccoun: Q ® @
Job Postings NACEZInk m software by symplicy™

BELENN My Favorites  Applications

Internship  Part Time

All Position Types Full Time Entry Level

Find jobs by description, location and more Search Advanced Search v

Saved Searches ~

Show Me: All Jobs & Interviews | Clear sll

Bl | View Printable Job List | Save As Excel

SORT BY: DatePosted w SHOW 20 . per page

Posted: July 28, 2015

Y Application Deadline: December 31, 2015
Apply
EMPLOYER LU Promise POSMIONTYPE LIU Budget,
Assist th 2 se office with daily tasks that include: Front LIU Work
aeny Study

ing (students, staff, faculty, families, visitors, etc)
Answering phones Filing Running errands Creating and posting LOCATION Brookville, New York 0 12
flyers Engaging with new students, families, and staff ... more

Items 1-1 of 1 (Re:

NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university

NACEZlink
Privacy Policy | Terms of Use

CARER SERVICES MANAGER

Clicking the highlighted title of the position will lead to a more detailed description. Clicking the “Ap-
ply” button will initiate the student’s application process.
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» Job Descriptions

C || Q Search ﬁﬁ‘ﬁe

=jobs

€ @ https/ liu-csm.symplicity.com/students/index.php?mode=form&id=11dc02fac82edf6e56650fbdfdd41f62&s

Home Profile Documents | Resources | Jobs Employers Interviews Events | Calendar

search

Q) BACK Home > jobs > LIU Promise Office Assis...

Job Postings

LIU Promise Office Assistant

LIU Promise

Posted: Jul 29, 2015
DIVISION N/A

NACEIJnR m software by symplicity™

RELATED RESCURCES

HOW TO APPLY

If you are interested in applying for the
LIU Promise Office Assistant position
please contact LIU Promise at

liupromise@liu.edu or 516-299-3737 or
visit us in Hillwood Commons, Room
DESCRIPTION 270,

et
Assist the LIU Promise office with daily tasks that
. | s
include: -} IMPORTANT DATES .+ HELP & SUPPORT
Front desk til tudents, staff, faculty, families,
vnir:ir:w:su(g;ee ing (students, staff, faculty, families, T Posfed On:

e July 28, 2015 - o
Answering phones Chat with an Advisor is
Filing Applications Accepted Until: OFFLINE
Running errands December 31, 2015

Send 2 Question or Comment
Creating and posting flyers

Engaging with new students, families, and staff
Managing staff calendars

LOCATION
Nation Wida
no

City

Brookville
State/Province
New York
Country
United States

POSITION TYPE
LIU Budget, LIU Work Study

DESIRED MAJOR(S)
Major

DESIRED CLASS LEVEL(S)
Freshman, Sophomore, Junior, Senior, Graduate Student

Back Print Preview Print

NACEZlink NACElink Network is 2 collaboration between NACE, Symplicity, DiractEmployers and your college/university.
CARFER SERVICES MANAGER
Privacy Policy | Terms of Use

For some job postings, the “Apply” button redirects to a job description. If the Employer Contact has
filled out the posting completely, there should be instructions included in the “How to Apply” section.
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» Submitting Job Applications

6 @ https://liu-csm.symplicity.com/students/index.php?mode=form&id=5eIfd66a768edddd8378e2fe219c064 d &

Home | Profie | Documents | Resources | Jobs | Employers | Intenviews | Events | Calendar

O BACK Home > Jobs > Instructional Assistant search

& My Account @ ® @

NACEIJnk m software by symplicity™

Instructional Assistant

Hyde Leadership Charter Sch: WANT THIS JOB?

Posted: Jul 24, 2015 . Apply
DIVISION  N/A WORK U Citizen I
AUTHORIZATION -

u wish to apply, please select the document(s) to include and click Submit.
Choose a Resume to submit for this position

RESUME: Mayra Acosta 1* Chat with an Advisor is

Add New OFFLINE

Send a Question or Comment

No cover letters found!
COVER LETTER:

Submit »

Nation Wida
no

City

Brooklyn
Stata/Province
New York

Country
United States

POSITION TYPE
Full Time Experienced

QUALIFICATIONS

- A Bachelor's degree from an accredited college or university

- A Master's degree in Education or relevant content are (preferred)

- New York State Certification

- Demonstrated success working in an urban school setting

- Strong data tracking and analysis skills

- An ability to communicate and collaborate effectively with colleagues,
families and students

- A belief that everyone is gifted with a unique potential

-A i to character development and family partnerships

CONTACT INFORMATION
Sandra ). Dupree

Executive Director

330 Alabama Avenue, Room 302
Brooklyn, New York 11207
United States

wB U3 A

>

m

Other job postings lead to this window. Some job postings only require a Resume while others require

a Cover Letter.
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» Resume Builder - Cover Letters

(' @ https://liu-csm.symplicity.com/students/index.php?rbmode=form&ubtype= cover8subtab=resume8urbid= &s=resume&iss=1 EJ C || Q Search ﬁ E 4 H e
Home | Profie | Documents | Resources | Jobs | Employers | Interviews | Events | Calendar e
Home > Documents > Resume Builder % search & MyAccount @ B @
Documents NACERInK e sofoware by synpicit™
steps: (1) Create Cover Letter ) @) save
Show Me Sample Cover Letters
Label*
Content*
Cancel Save And Continue »
NACEZlink NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university =

The Resume Builder tool is used to create Cover Letters in addition to Resumes. While the Cover
Letters can be written completely from scratch, there are several Cover Letter templates students
may wish to consider using.
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» Cover Letter Templates

/Miu-csm.symplicity.com/students/index.php?choose_template=18

Home | Profie | Documents | Resources | Jobs | Employers

Home > Documents > Resume Builder

Documents

Back

Select a sample cover letter.

Interviews Events Calendar

search

Create Cover Letter (] @ save

& MyAccount @ B @

NACEZinK  m software by sympiicity™

Choose the template that best matches your status as a candidate or the profession you are pursuing.

Cancel

EJ Save And Continue

General Advertisement Response
(Outline)

[Your Strest Address]

[City, State Area Code]

[Today's Date]

[Full Name of Recipient]

[Position in Organization]
[Organization's Nam
[Organization's Address]

Dear Mr./Ms. [Last Name]

| am enclosing my resume in
response to your [date posted]
advertisement in the [location of
advertisement] for a [Position].
This position sounds like an
excellent match form y
background and interest, and |
would welcome the opportunity

to discuss it further with you.

My Matching Qualifications are
as follows:

- IList several qualification
including education, work and
volunteer experiences.]

Should you agree that my
credentials are a suitable match
for your requirements, | would
greatly appreciate the chance to
further explore this opportunity
through a personal interview. |
feel confident that | can provide
the kind of leadership that wil
ensure the success of your
[devartment]

B Save And Continue

General Broadcast (Outline)
[Your Street Address]
[City, State Area Code]
[Today's Date]

[Full Name of Recipient]

[Position in Organization]
[Organization's Name]
[Organization's Address]

Dear Mr./Ms. [Last Name]

| have enclosed my resume to
facilitate your consideration of
my employment candidacy for
the position of [Name of
Position] at [Organization's

Namel. | believe | have excellent
credentials for this position, and
would welcome your interest in

my candidacy.

| hold an [Degree Levell in [Field
of Study] from [University's

and have nearly [x] years
experience in the [Name]
Function. This includes [x] years
. and
over [x] years as [Position] for
[Company]

as [position] for [Compan

| have successfully managed
[Group/Organization] and
established an excellent track
record in the [Name Specific
Field] at the executive,
managerial and professional
levels. | enjoy a solid reputation
for delivering cost-effective,

SR SR

Ed Save And Continue

Thank You Letter (Outline)
[Your Street Address]
City, State Area Code]
[Today's Date]

[Full Name of Recipient]
[Position in Organization]
[Organization's Name]
[Organization's Address]

Dear Mr./Ms. [Last Name]:

| wanted to let you know how
much | appreciated the
opportunity to interview with
[Organization’s Name] for the
position of [Position]. This is an
exciting position, and | want to
reaffirm my strong interest in

this assignment

In particular, | enjoyed meeting

[Names of Contac
appreciated their time in
explaining the responsibilities
of the position and the
[Position]'s function. This was
most enlightening and served to
pique my interest in working as
part of this group.

| feel that my [name
qualifications] should serve me
well in meeting the requirements
of this position. Additionally, |
feel that my strong background
in [Technical skilll should also
prove additive to the group's
efforts

ﬁEUGﬁBEI

>

m

In addition to Cover Letters, these templates also include Thank You Letters and other correspon-

dence.
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» Editing Cover Letter Templates

(- @ https://liu-csm.symplicity.com/students/index.p} ibtab=sections&use_template=7c991cfa0be8678ada3cddb922be7ed& EJ v C || QA S ﬁ (=] 43 H 9 =
- Home > Documents > Resume Builder [ search ] E & W Aot O @
Documents NACEZINK @ software by sympiciy™

sTEPs: (1) Create Cover Letter ) &) save

Show Me Sample Cover Letters

Label*

Cover Letter

Content*

<p style="text-align: right;">[Your Street Address]<br />[City, State Area Codel<br
/>[Today's Date]</p>
<p= </p>
<p>[Full Name of Recipient]<br /=[Position in Organization]<br />[Organization's
Name]<br />[Organization’s Address]</p>
<p>Dear Mr./Ms. [Last Name]:</p>
<p>I have enclosed my resume to facilitate your consideration of my employment
candidacy for the position of [Name of Position] at [Organization's Namel. | believe | have
excellent credentials for this position, and would welcome your interest in my candidacy.
</p>
<p>I hold an [Degree Level] in [Field of Study] from [University's Name], and have nearly
[x] years experience in the [Name] Function. This includes [x] years as [position] for
[Company], and over [x] years as [Position] for [Companyl.</p>
<p>| have successfully managed [Croup/Organization] and established an excellent
track record in the [Name Specific Field] at the executive, managerial and professional
levels. | enjoy a solid reputation for delivering cost-effective, timely and highest-quality
employment results. | am skilled in [Name a Couple Professional Traits], that have

y improved the ization's ability to [Results of Your Professional Traits].

</p>

<p>Should you feel that | could contribute added value to your organization, | would
appreciate if you would call me at [Phone Number]. | would welcome the opportunity to
discuss career prospects with your organization.</p>

<p=Thank you for your consideration, and | look forward to your reply.</p>

<p style="text-align: right;">Sincerely,</p>

<p style="text-align: rig|
<p style="text-align: right;"> </p>

<p style="text-align: right;">[Full Name]</p>
<p= </p>

Cancel Save And Con!

NACEZlink NACElink Network is 2 collaboration batween NACE, Symplicity, DirectEmployers and your college/university
CAREER SERVICES MANACER

Privacy Policy | Terms of Use

Clicking “Save and Continue” leads students to this window in which the coded instructions for the
Cover Letter formatting are visible. Students should not attempt to edit the code. Success Coaches
also should refrain from editing the code. Code, for clarity’s sake, is any set of characters that appear
between “<“and a “>” symbols.
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» Submitting Cover Letters for Review

€ a https://liu-csm.symplicity.com/students/index.php?rbmode=form&subtab=activate&s=resumediss=rb C || Q Search ﬁ =] 3+ # 9

Home Profile Documents Resources Jobs Employers Interviews Events Calendar
Home > Documents > Resume Builder search @ & MyAccoun:t Q B @

Documents NACERnk m software by symplicity™

] Cover Letter Information Has Been Saved

Your document has been saved. Use the buttons below to see it in HTML or PDF format. At any time you may come back to the documents section to
edit or redesign your Cover Letter

STEPS: @ Create Cover Letter 5 (2) save

View, Save, and Print

While viewing your Cover Letter in PDF format, you can save it and print it
2> A8«

View PDF View HTML View Doc

Submit for Review

Submit this Cover Letter for review. You will receive feedback from a counselor, and once it has been approved you will be able to
activate this Cover Letter for job postings

Submit For Review » Cancel Back

NACEZlink NACElink Network is a collaboration between NACE, Symplicity, DirectEmployars and your college/university
CAREER SERVICES MANAGER

Privacy Policy | Terms of Use

Like Resumes, Cover Letters must be submitted for review the first time they are created. However,

after the Success Coach approves a student’s cover, the student may create and activate as many
cover letters as they like.
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» Student Document Review

(-ﬂ https:"hu-cﬁm.syn‘!plicitx.com:managev'mclex‘prhp?r_modezllst [ Q Search ] ﬁ B 3 H 9 | =
ink Tuesday August 04, 2015 | 9:56 am | Travis Gabriel | L i
CORMEER DASEERS S e remse
= softace by sympbery

M Home Mayra Acosta @ back

¥ Communications

Exp
C g  Employment | %
M calendar Raming

%2 Contacts

Keywords s=arches fis lsbel

%A Professional
Network

A Enove ¥ Apply Search || 4+ More Filters |
B Survey:

Students / Alumni

| Go | Batch Options g 0 items 1-1 of 1

Showing 20 v perpage|Page 1 v

= Document Document : : Default Resume Compatible with Conversion Review Reviewed
v v A v v
i Title Type EEM I i Books Publications Status Satis | g s By

Exp. Learnin: iew | [
@ Exp 9 S Review || Approve | e B e iiiime August 04, 2015,

0; Pending
OCR | Lok || & Delete | 9:55 am

v
Counseling

Job Postings ftems 1-1 of 1 Showing 20 v perpagePage 1 v
Events

Job Shadow
Resume Book

Quick View:
Reports

Resume Builder
Publications
B nock interviews
\ll Reporting
B’ Document Library
= Application Synch
M ity Account

Users Online

(1) Manager

Support

Hours:
Mon-Fri Sam-Bpm ET
{except holidays)

The process for reviewing and approving/rejecting Cover Letters is identical to the process for Re-
sumes.

COACH GUIDE LIUCAREER CONNECT 47




» Using NACEIlink

1| LIV Career Connect x[l] Job Postings | LIU Career C... % \-I- | =0l )
" @ https://liu-csm.symplicity.com/students/?s=jobs&ss=applied&mode=list&subtab=ocr C || Q Search ﬁ =] 4 H 9 =
Home | Profile | Documents | Resources [ Employers | Interviews | Events | Calendar
Home > Jobs > Applications Jobs ‘search ‘ @ L My Account @ @ @ 6

My Job Applications
My OCR Applications

NACElink Network

OCR Applications

Job Postings

NACERZdink m software by symplicity™

.......

Jobs = My Favorites [V

Non-OCR Job Applications

E ) To view PDF files, you may need Adobe Acrobat Reader.
_!) No records found.

NACEZlink

CAREER SERVICES MANAGER

NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university.

Privacy Policy | Terms of Use

Students can also use the Jobs tab to access the NACEIlink Network.

= @0 nacelinknetwork.jobs

wB 93 a S

Where What
city, state, country job title, keywords
View All Jobs (2,286,743)

©

Home

Jobs

Systems Englneer Research Trlangle Park, NC
Randstad - Research Triangle Park, N( Share

Team Leader - AM Access Management

JPMorgan Chase - MH India

Operations Senior Analyst - Payroll Administrator

Deutsche Bank - Birmingham United Kingdo

Custody & Agency Securities Lending Ops Manager, VP

Deutsche Bank -

onville, FL
Rental Sales Associate

Avis Budget Group - Norfol

CFO Finance - PPNR Modeling
Deutsche Bank - New York, NY

Managed Fixed Income Specialist - VP
JPMorgan Chase - Chicago, IL

Desktop Support Technician - Washington, DC
Randstad gtc

on, DC

Risk Assessment - Compliance Officer (AVP/VP)

Deutsche Bank - New York. NY

Business Analysis Specialist
Deutsche Bank - New York. NY

f|win Bl =+

Filter by Country

United States (2,038,815)
Mexico (96,997)
India (22,058)
Canada (21,172)
United Kingdom (18,444)
China (14,817)
Germany (8.477)
France (4,564)
Singapore (3,914)
Poland (3,111)

More ©

Filter by State

California (217,182)
Texas (144 871)

................

NACElIink is a job search tool outside of LIU Career Connect.
It is best thought of as an additional resource for students in their job search.

Please note that since it is outside LIU Career Connect, student profile information is not available in
the extended job search and students will be advised to apply directly to those postings.
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» Job Postings & On-Campus Recruiting Jobs

€ & hitps: /liu-csm.symplicity.com/students/7s=job jobs&mode=list

Documents | Resources | Jobs

Home Pro

Home > Jobs

My Favorites | Applications

All Position Types Full Time Entry Level Internship Part Time

Find jobs by description, location and more

Show Me: All Jobs & Interviews Clear all

EHE  View Printable Job List ~ Save As Excel

1. @ Group Leader/Enrichment Specialist

Apply

Gain teaching experience while still in college Impact children by
providing after-school enrichment Join an agency renowned for
quality after-school education more

2. @ Instructional Assistant

Apply

The ideal candidate will: Ensure high academic standards are set
for and met by all students, execute a rigorous standards-based
curriculum through collaboration, differentiate curriculum and
instruction to meet individualized education plans of students, use

... more

Health Coordinator/Nurse

O

Apply

The Association to Benefit Children (ABC) is seeking a qualified
Health Coordinator for its Head Start program. The Health
Coordinator is responsible for ensuring that all enrolled children
ages 3-5 years old have a "medical ... more

In addition to searching for jobs, students can keep track of their applications and favorite job post-

C || Q Search

Events | Calend

wB 9 3 A D

‘ search

‘ * My Account @ @ E 6

NACEZIinK m software by symplicity™
FETwoo- ek

Search Advanced Search ¥  Saved Searches ¥

SORTBY: DatePosted v SHOW 20 « perpage

Application Deadline: September 27, 2015
EMPLOYER Henry Street Settlement
LOCATION New York, New York

Application Deadline: September 24, 2015

EMPLOYER Hyde Leadership Charter
School

LOCATION Brooklyn, New York

Application Deadline: September 23, 2015

EMPLOYER  Association to Benefit
Children

LOCATION New York, New York

ings in the Jobs section of their Symplicity student page.

dent s=applied&mode subtab=ocr

€ ) @ https: liu-csm.symplicity.com/s

Home | Profile

Jobs
My Job Applications
My OCR Applications

NACElink Network

Home > Jobs > Applications
Job Postings

Jobs = My Favorites Applications

Non-OCR Job Applications OCR Applications

P ) To view PDF files, you may need Adobe Acrobat Reader.
J} No records found.

NACE=Zlink

CAREER SERVICES MANACGER

C||Qs

ents | Resources QGLIMM Employers | Interviews | Events | Calendar

Posted: July 27, 2015
POSITION TYPE  Part Time
D 7

Posted: July 24, 2015
POSITION TYPE  Full Time

Experienced
D 6

Posted: July 23,2015
POSITION TYPE  Full Time

Experienced
D 5

wB U 3 A

’ search

‘ @ & wacoum @ @ B @

N(/\gsﬂnlf'\k W software by symplicity™

NACElink Network is a collaboration between NACE, Symplicity, DirectEmployers and your college/university.

Privacy Policy | Terms of Use
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» Batch Options

, B LIV Career Connect x ‘ 1 1’3"’]@@

Q‘ @ https://liu-csm.symplicity.com/manager/index.php C || Q Search ﬁ B 4+ @ 9

| |/CAREER NACE=link Tuesday August 04, 2015 | 5:20 pm | Travis Gabriel | Logout | |
CAREER SERVICES MANAGEMENT SYSTEM P—
cT m software by symplicity

A Home Students

> ™ Communications

dent | Detailed u Search
i Calendar Search e Results

42 Contacts =

Professional
Network

Employers Showing 20 v pg¢

Survey. Major Email Status

[New Message]

Students / Alumni <b>Employers</b> g
N _ Demo Fair: Confirm Registration suiaop " Eeﬁ:_‘_"g Ju
Counseling Employer Welcome Message 0470745 | <O P avra acosta@muliv.edu Sophomore | % uhime .o ” 20
Bo o <b>Students</b> Science 2018 - Entry on
R Student Welcome Message kevel |
& OCR 2015 Careers An...ment = Stu_dents o
W Job Postings :Zis: Erank: Confifm Registration 0470433 dina afii@myliu.edu . 0 y 20
pn|
Set Flag
© Events CSM Super Tester i
W Job Shadow g:r Flag 0470212 summerahmad@mvliu.edu - 0 v 20
i
[ Resume Book CSM Super Tester i
Test
Quick View Ju
o DR \ Account . 0469395 amjad.amin@myliu.edu - 0 v 20
SEEE Resend Verification Email pn
X Resume Builder Approve 2
Ju
E8 Publications ] Andriopoulos = Andriana 100471395 andriana.andriopoulos@myliu.edu - 0 v 20
Mock Interviews | £
L Reporting . Ju
28| Badillo Xena 100532764 xena badillo@mvliu.edu - 0 v 20
B! Document Library pn
= Application Synch Ju
v F A i q 4 i A = -
M My Account | Bakhronova  Malika 100458783 malika.bakhronova@my.liu.edu (disabled) 0 v ’2):
Users Online Jessic Ju
QI  Balaoro Ji?s 4 100471199 jessicajov.balacro@mvliu.edu - 0 y 20
{1} Manager pn
s & Ju
e ] Becker WMiriam 100470495 miriam.becker@myliu.edu - 0 v 20
- Al
NEIGHBORHOOD | Ju .
! | s R P 2 2 e

< | n = = — 3

Whether you are managing your entire caseload or a group of selected students, you can use the
Batch Options function as a Manager for a wide range of items. As a Success Coach, you will primar-
ily use the Batch Options to send out LIU Career Connect-related messages to large groups of stu-
dents.
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