Alumni Hire a Flyer Instructions
*Jobs Module*

Note: These instructions assume that you have already been approved and released into
the system. If this is not the case, please read the “First Time / Overview” instructions
located here: http://careers.udayton.edu/instructions.asp

If you are looking for all available jobs, you should also view the On-Campus Interview
module. This lists all jobs for which recruiters will be coming on-campus to interview.
These jobs are NOT listed here in the Job Listing module.

1. This is the area where you begin your job search by viewing available postings. You
can view all jobs posted, but you can only submit your resume to jobs that match your
qualifications. The qualifications are determined by employers and could be GPA,
Major, Applicant Type, etc. If you do not match the qualifications, your will see the
“You do not qualify for this job” message and the reason(s) will be listed.

Note: Co-op students will also see a link to the Co-op Jobs.

2. To search the job listings, add any criteria in the Job Advanced Search box to narrow
down the results and click Search.

NOTE: For fields that allow multiple selections, use CTRL to select more than one,

Job Advanced Search

Keyword(s): | I —
Position Type: [cp_op - Job Location: | |
Full-tirne Entry Level .
Full-time Experienced Job Category: [sccount Management/Planning il

Internship - Accounting/Auditing
Actuarial

Majors (click add): Administration =l
E PHYSICAL EDUCATION .
Classification: [3,qior -
Seniar

Graduate Student_i
Alurnni hd

Search Reset

3. After you click Search, click the Job ID number to view the details for a posting.
You can Save your search and easily access it from the Quick Links area of the home
page each time you log in.

The following jobs meet your search criteria,

« VYiew job information - click the job id for the desired job.

« Sort the list of jobs - click on any column heading.

s Perform a different search - click [Change Criterial.

s Save a search - click [Save Search] to save the criteria of a specific search. These can be easily accessed
from the Saved Searches section on the Home page.

[Change Criteria] [Save Search] ¢

earch Results: 3 jobs
b Oraanization

Job Title Name Applicant Type Position Type Post Date

2 Fulltime Joh - CS0 Research, Internship Full-time Entry Level 1/1/2005
test only - Inc

do not apply

3 Partner in Crime THM Consulting  Cooperative Education, First Year Internship 2/18/2005

Experience Course, Internship
You will 3ssist me in any criminal activity that I may choose to participate in, Also, you will most likely be the patsy,
4 Court Jester THM Conhsulting  Cooperative Education, First Year Co-op, Full-time Entry 2/18/2005
Experience Course, Internship Level, Internship
You will entertain me.
1



http://careers.udayton.edu/instructions.asp

*NOTE: When you save a search, be sure to take advantage of the JobAgent feature!
By clicking the checkbox (see figure), HAF will automatically email you when new jobs
are entered into the system that match your criteria.

F student - Savesearch - Microsoft

Enter a name to represent this saved search. It can

gazily be accessed from the Saved Searches section

Click to be automatically

on the Home page:

< ]

Saved Search Name: | |

o [~ Please send me an e-mail when
>

emailed when new jobs
come in.

any new jobs matching this
search are available.

Give the search a name
(viewable from your
home screen)

|@ Dione

|_ |_ = |4 Internet

=
7

4. This is the Job Details page. Some employers will allow you to automatically submit
your resume using Hire a Flyer. If this is the case, you will see a Submit Resume button
at the top which you can click if you’re interested in the job. Doing so will generate a
Referral in your My Activity page and will also send a notice to the employer that a new

resume has been submitted.

employer.

viewing Job: 3/Partner in Crime

| Submit Resume | <

«

Below you will find detailed information for this job. Click the link for Organization Name
to view more information about the employer.

If Submit Resume is available above, click it to submit your resume directly to this

Position Information

*Job ID:

*Job Title:

Job Reference Num:
Organization Name:
Referenced Schedule:
MNo of Openings:

Work Schedule:
Hours per Week:
Wage/Salary:
Employment Start Date:
Employment End Date:
Supervisor:

*Job Description:

Qualifications:
Application Instructions:

On-line Application Address:

3
Partner in Crime

THM Consulting

I
Must be on call 2447,

$£13/hour
Immediatly

You will assist me in any criminal activity that [ may choose to

participate in. &Also, you will most likely be the patsy.

Must be an honest, hardworking individual... with a knack for

dishonesty and thievery.

Meet at the Adam's Street bridge at 1am wearing a
trenchcoat.

5. If the option to automatically submit isn’t available, the employer will provide
application instructions and contact info below the job details.




