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How to register your organisation

1. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

2. Click on ‘Organisation sign in’ on the MyCareer homepage:

:

@ University of
Southampton Welcome to MyCareer

Please select one of the following options to continue and
log in to MyCareer.

Welcome to MyCareer, the University of
Southampton's online career platform Student sign in

Graduate sign in and registration
Early Career Researchers
University of Southampton Staff

Career Mentoring Programme Mentors

2

Are you an employer?

Sign in here to collaborate with the University of

Southampton and engage our students.

Organisation sign in

.

3. Click on ‘Register’:
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\

@ University of
Southampton Organisation sign in

Please sign in here if you are an organisation looking to
collaborate with the University of Southampton and engage

Welcome to MyCareer, the University of our students.
Southampton's online career platform

O

& Email address *

& Password *

|

© Home Forgotten your password?

N - —
rs { =

Register

Please register here if you are an organisation looking to

collaborate with the University of Southampton and engage
our students, or if you are interested in recruiting a student
through UoS Internships.

©)

Register
'<

4. Complete the details in the ‘Your details’, ‘Your organisation details’
and ‘Your public profile’ sections and then click on ‘Register’.

e Internal University hosts: Please register your organisation as
UoS - Your Faculty/Department e.g. UoS - Humanities. Enter
details relating to your specific faculty/department in the
‘Organisation details’ section and include a link to your specific
webpage in the ‘Website’ section.

WELCOME TO UNIVERSITY OF SOUTHAMPTON

Start hiring top graduate talent
now

Registering onto MyCareer allows you to post vacancies for our students to access, collaborate
with our Careers team and discover other opportunities for engaging with our students.
If you already have an account, click here to sign in.

Your details

To get your account created we need to know how to contact you. Your contact
preferences can be updated in your profile at any time.

Title

Select One v

First name *
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5. The following screen will appear:

University of
@Southampton

< Back

Let's get you started

Unlock the next generation of talent and start advertising your
roles today.

f

Post Opportunity

Click here to advertise a job on the University of
Southampton’s MyCareer Jobs Board

Post Career Development
Opportunity

Click here to advertise a UoS Internship, International
Alumni Summer Internship or to post an opportunity to our
Volunteering Bank

6. Your organisation application has now been submitted for approval
and will be reviewed by the Careers, Employability and Student
Enterprise team. If your details comply with our approval policy we
will approve your registration and you will receive a registration email
confirming your login details.

7. You can post job opportunities whilst your organisation registration is
pending approval should you wish. Once submitted, these will remain
pending until your organisation has been approved.

e To post a vacancy to the Jobs Board, click on ‘Post Opportunity’ and
then follow the steps in the 'How to post an opportunity to the Jobs
Board’ section.

e To post a UoS Internship, click on ‘Post Career Development
Opportunity’ and then follow the steps in the ‘How to post a UoS
Internship opportunity’ section.
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e To post an International Alumni Internship, click on ‘Post Career
Development Opportunity’ and then follow the steps in the ‘How to
post an International Alumni Internship’ section.

e To post an opportunity to our Volunteering Bank, click on ‘Post
Career Development Opportunity’ and then follow the steps in the
‘How to post an opportunity to the Volunteering Bank’ section.
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How to add an additional organisation user

1. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

2. Login with your organisation details in the ‘Organisation sign in’
section:

@ University of
Southampton Welcome to MyCareer

Please select one of the following options to continue and
log in to MyCareer.

Welcome to MyCareer, the University of
Southampton's online career platform Student sign in

Graduate sign in and registration
Early Career Researchers
University of Southampton Staff

Career Mentoring Programme Mentors

-

Are you an employer?

Sign in here to collaborate with the University of
Southampton and engage our students.

Organisation sign in
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3. Click on ‘Profile’ and ‘Update my organisation profile’:

University of Welcome to MyCareer

SOUtthptOI‘I Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships ~ Volunteering Bank ~ Events

Update my profile

/ Update my organisation Career Develop... Events Test employer
profile
" ATest
None yet. 0 pubiished @ No bookings yet. es
Post your first Opportunity. 2 pending Search our upcoming Default: 0123456
0 expiring soon e Office: Test, TT00 OTT

Post opportunity @ Post Career Deve... @ Search events @

TOP TIPS TO ENSURE YOUR VACANCY
STANDS OUT

Update my profile @

4. Click on the ‘Contacts and Users’ tab then ‘Add new contact’:

@S University of Welcome to MyCareer

OUthOmpton Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships Volunteering Bank ~ Events

Update my organisation profile

Home | Profile /| Update my organisation profile

Basic Information About Your Organisation Organisational Structure Contacts and Users

o IMPORTANT: Make sure you click the SAVE CHANGES button to ensure any amendments are saved to this orgcm\

organisation Users

+ Add new contact

/ 1To 6 of B results
m Primary email Primary number Job Title Type of contact m Canlog in

Dr ATest employ@soton.ac.uk 0123456 Primary Contact Receive mailings Vv Yes
Ms A Test placerments@ston.ac.uk 0000000000 Primary Contact Receive mailings v Yes
Miss Anna Test test@testtest.co.uk 00000000000 Secondary Contact(s) Receive mailings v Yes
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The following screen will appear:

University of Welcome to MyCareer

SOUthUmptOI‘I Careers, Employability and Student Enterprise

Profile ~ Jobs Board UosS Internships Volunteering Bank Events

Contact information

Home [ Profile /| Update my organisation profile

Basic Information About Your Organisation Organisational Structure Contacts and Users
New contact details

o To add a new contact please complete the details on this page

Type of contact * Select... v

Title Select One v

First name *

Last name *

5. Complete the details of the new user and click ‘Add user’. Their
details will be shown in the contacts list:

University of Welcome to MyCareer

SOUthClmptOI"l Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships Volunteering Bank ~ Events

Update my organisation profile

Home | Profile /| Update my organisation profile

Basic Information About Your Organisation Organisational Structure Contacts and Users

o IMPORTANT: Make sure you click the SAVE CHANGES button to ensure any amendments are saved to this organisation’s profile.

organisation Users

+ Add new contact

1To 6 of 6results

m Primary email Primary number Job Title Type of contact m Canlog in

Dr ATest employ@soton.ac.uk 0123456 Primary Contact Receive mailings Vv Yes

placements@ston.ac.uk 0000000000 Primary Contact Receive mailings v Yes

Miss Anna Test test@testtest.co.uk 00000000000 Secondary Contact(s) Receive mailings + Yes

Eric Test eric.test@test.com 0123456789 Test Employer Primary Contact Receive mailings v Yes

Mrs Jane Test

jane.test@test.com 0123456 Primary Contact Receive mailings v Yes
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6. Click on ‘Save changes’ and the following screen will appear
confirming the organisation details have been updated. The new
user will receive an email with their password details and will now
be able to log in to the organisation profile.

@sUniversity of Welcome to MyCareer

OUthOmptOI"l Careers, Employability and Student Enterprise

Profile ~~ Jobs Board UosS Internships Volunteering Bank Events

+/ Organisation updated

The changes you have made have been saved successfully.

Opportunities Career Develop... Events Test employer
a ATest
None yet. 0 published @ No bookings yet. ©s
Post your first Opportunity. 2 pending Search our upcoming Default: 0123456
0 expiring soon 2ueni= Office: Test, TTOO0 OTT

Post opportunity @ Post Career Deve... @ Search events @

TOP TIPS TO ENSURE YOUR VACANCY

Update my profile @
The image
Make sure you use an interesting picture or even an L .
infographic that catches the potential applicant's Update organisation details @

attention.
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How to register for a stand at a Careers Fair

1. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

2. Login with your organisation details in the ‘Organisation sign in’
section:

@ University of
Southampton Welcome to MyCareer

Please select one of the following options to continue and
log in to MyCareer.

Welcome to MyCareer, the University of
Southampton's online career platform Student sign in

Graduate sign in and registration
Early Career Researchers
University of Southampton Staff

Career Mentoring Programme Mentors

-

Are you an employer?

Sign in here to collaborate with the University of
Southampton and engage our students.

Organisation sign in

10
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3. Click on ‘Events’ and ‘Search events’ on the top toolbar:

University of Welcome to MyCareer

SOUthUmpton Careers, Employability and Student Enterprise

4. The following page will appear. Select ‘Careers Fairs’ in the event
‘Type’ box and then click on ‘Search’.

Myevents
Q Filters 1To 0of Oresults

Quick search

Date range:
° By specific date

By relative date

No events fit your current search criteria

25 50 75 100 « | »

o v Mar v 2023 v

22 v Mar v 2024 v

Type:

Select.. v

Select_
Bespoke / Targeted Event

Careers Fairs

/ On-Campus Skills Sessions
/ Pop-Ups

Presentation
Virtual Skills Sessions

Profile ~ Jobs Board UoS Internships Volunteering Bank Events
Search events
Opportunities Career Develop... Events Test employer My events \
. . . A Test
0 published @ O published @ No bookings yet.
1pending 2 pending Search our upcoming Default: 0123456
0 expiring soon 0 expiring soon events. Office: Test, TT00 OTT
Post opportunity @ Post Career Deve... @ Search events @
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5. All our available Careers Fairs will be displayed. Click on the form for
the Fair you wish to attend.

@SUniversity of Welcome to MyCareer

Outhampton Careers, Employability and Student Enterprise

Profile Jobs Board v Uos Internships Volunteering Bank Events

Search events

Home [ Events | Search events

Search events My events

Q Filters 1To 20of 2results

Title Eventtypé Days = Eventlocation

UoS Autumn Careers Fair Careers 18- Garden Court and Hartley Suite, Buildings 40

Fairs 0ct-2023  and 38, Highfield Compus
Filters Careers 17- Garden Court and Hartley Suite, Buildings 40
. Fairs Oct-2023  and 38, Highfield Campus
Date range: and Student Enterprise

@ by specific d

\

6. For some of our Fairs, the booking form will be different depending on
the type of organisation and your specifications, so on the next page
select the relevant form for your organisation (e.g. Exhibitor with
electric, Exhibitor without electric, Charity). If the Fair you wish to
attend is already fully booked, click on the waiting list form instead to
be added to the waiting list.

Book a Place on this Event Created
Choose Stand

Due to health and safety regulations, stands can not exceed 3m length x 2.3m height x 2m width,

Sponsor Autumn Careers Fair

£1,500.00 (Per day cost)

STEM exhibitor with electric
£600.00 (Per day cost)

STEM exhibitor without electric
£6500.00 (Per day cost)

Charity (| Pr Bodies and Providers)

Internal Department

7. On the next screen, complete all the requested information on the
booking form and then click on ‘Next’.
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E

Event Details Booking Form Confirm Booking

Careers Service Employers Booking Form

Company Information %

Who is attending?

Please select which of your colleagues will be attending the event below.

No representatives added yet

Add team members attending the event ™ Add other representative <

Contact Yusuf Test v

Notes (please
include
dietary
requirements
where

appropriate to

thie hnnlina)

8. You will see the ‘Booking summary’ page:

@S University of Welcome to MyCareer

OUthOmpton Careers, Employability and Student Enterprise

Profile Jobs Board Uos Internships ~ Volunteering Bank Events

Search events

Home | Events | Search events

Booking summary
Below is @ summary of all the information you have provided for this booking so far. Please ensure that everything is correct before
saving these changes
Your current booking details

Status Created

9. Review all of the information and then click ‘Submit Booking’. You will
see the following screen confirming your application has been
submitted:
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@S University of Welcome to MyCareer

OUthClmpton Careers, Employability and Student Enterprise

Profile Jobs Board Uos Internships Volunteering Bank Events

My events

Home | Events | Search events

Search events My events

Event booking updated ®

Show events by date

From until

04 v Febv 2023v @ 04 v augv 202av i [

10. The Careers, Employability and Student Enterprise team will now
review your registration form and will contact you within 10 working
days with further information. If you click on ‘Events’ and ‘My events’
you will see your current event bookings. Your new registration will be
listed as provisional. Once your booking has been approved, you will
receive an email confirmation and the status will change to confirmed:

Profile Jobs Board UosS internships Volunteering Bank Events

Search avents

My events
My events

Home | Events | My events \

Search events My events

Show events by date

From Unitil

04 v Feb v 2023v @ TR B & search events

Events You're Booked Onto

These are the events for which your organisation has a booking record

1To 1of 1results

Event title First day booked Booking status Whole event cost Actions My schedule

UoS Autumn Careers Fair 16-0ct-2023 £150.00 « Actions

If you have booked to attend a Virtual Careers Fair, once your booking has
been confirmed please see our Exhibitor Guide which explains how to create
your virtual stand.
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How to post a UoS Internship opportunity

1. Before you post your UoS Internship opportunity, please ensure you

have read the UoS Internships Host Handbook available on the
following webpages:

Internal University hosts webpage

External organisations webpage
e External organisations should also complete the Health and

Safety form displayed on this webpage.

. Then follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

e If your organisation is not registered on MyCareer, go to Step 3
e If you are already registered on MyCareer, go to Step 5

. Follow the steps in the '"How to register your organisation' section and
click on ‘Post Career Development Opportunity’ when you see the
following screen at the end of the registration process:

15
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< Back

Let's get you started

Unlock the next generation of talent and start advertising your
roles today.

(

Post Opportunity

Click here to advertise a job on the University of
Southampton’s MyCareer Jobs Board

Post Career Development

__—"" Opportunity

/ Click here to advertise a UoS Internship, International
Alumni Summer Internship or to post an opportunity to our
Volunteering Bank

e Internal University hosts: Please register as an organisation and not
‘University of Southampton Staff’ as you will not be able to post your
opportunity from within the staff section. Please register your
organisation as UoS - Your Faculty/Department e.g. UoS - Humanities.
Enter details relating to your specific faculty/department in the
‘Organisation’ section and include a link to your specific webpage in
the URL link.

4. Click on ‘Post UoS Internships’:

Post Career
Development
Opportunity

Unlock the next generation of talent and start advertising your
roles today.

Post UoS Internships

Click here to upload a UoS Internship. If you have an internship
opportunity up to 3 months in length that you wish to advertise exclusively
with the University of Southampton, it may be suitable for the UoS
Internships Programme. For further information, please contact
employ@southampton.ac.uk or phone +44(0)23 8059 3501

Careers, Employability and Student Enterprise | 023 8059 3501 |
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Now go to Step 7.

5. Login with your organisation details in the ‘Organisation sign in’
section:

A 5

@ University of
Southampton Welcome to MyCareer

Please select one of the following options to continue and
log in to MyCareer.

Welcome to MyCareer, the University of
Southampton's online career platform Student sign in

Graduate sign in and registration
Early Career Researchers
University of Southampton Staff

Career Mentoring Programme Mentors

2 B AR

Are you an employer?

Sign in here to collaborate with the University of
Southampton and engage our students.

Organisation sign in

-

6. Click on ‘UoS Internships’ and then ‘Post UoS Internship opportunity’:

S University of Welcome to MyCareer

OUthClmptOI'l Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships ~ Volunteering Bank ~ Events
Post UoS Internship
P opportunit
Opportunities Career Develo PP Y Test employer
Opportunity Management
. t
None yet. 0 published @ No bookings yet. s

Post your first Opportunity. 2 pending Search cur upcoming Default: 0123456

0 expiring soon events. Office: Test, TTO0 OTT

Post opportunity @ Post Career Deve... @ Search events @

TOP TIPS TO ENSURE YOUR VACANCY
STANDS OUT

Update my profile @

The image IM==E
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7. You will see the following screen. Select the relevant UoS Internships
option for your organisation (UoS Internships for Internal University
Hosts or UoS Internships for External Organisations).

@sUniversity of Welcome to MyCareer

Outhamptol‘l Careers, Employability and Student Enterprise

Profile ~~ Jobs Board UosS Internships Volunteering Bank Events
1 2
Posting details Job details

Career Development Opportunity type

Select the type of Career Development Opportunity you want to post.
@® Uos Internships for Internal University Hosts

Support for Faculties and Professional Services to recruit student interns.

O Uos Internships for External Organisations

ort for all organisations external to the University looking to recruit interns

O International Alumni Internships

For alumni of the University of Southampton to post an international internship.

O Velunteering Opportunity

Free service for UK-based registered charities to advertise volunteering roles

() Potential UoS Job Shop role

Please do not select this option. Only certain roles are eligible for the UoS Job Shop.

() Potential Year in Employment role

Please do not select this option. YiE roles are only available to eligible courses

8. Ensure ‘UoS Internships’ is selected in the ‘Career Development
Opportunity details’ box:

Career Development Opportunity details

Scheme for this Career Development Opportunity *

@ UoS Internships
Click here to upload a UoS Internship. If you have an internship opportunity up to 3 months in length that
dvertise exclusively with the University of Southampton, it may be suitable for the UoS
y@southampton.ac.uk or phone

() Volunteering Bank
Click here to advertise a role on our Volunteering Bank. Our Volunteering Bank enables registered
charities and non-profit organisations to advertise volunteering roles to our students. Opportunities

e free for students to undertake and must take place in the UK. If there's anything that you'd like to
ou can contact the Employer Relations team on 02380 593501 or via

employ@southampton.ac.uk

9. Complete the details in the ‘Advertising details’ section. We
recommend opportunities are advertised for a minimum of 3 weeks.

10. The ‘Add any specific instructions’ box should be pre-populated
with the relevant information so you do not need to add anything in

Careers, Employability and Student Enterprise | 023 8059 3501 |
employ@southampton.ac.uk www.southampton.ac.uk/careers

18


mailto:employ@southampton.ac.uk
http://www.southampton.ac.uk/careers

this section. If the text is not pre-populated, write ‘Please click the

‘Apply now’ box to complete the UoS Internships application form and
upload your CV’. Click ‘Next’:

How do you want applicants to apply?*
] Online

Provide a URL to take the applicant to a webpage where they can make their application.
[ Via email

All applications will be emailed to the supplied email address.

Add any specific instructions
Add any specific instructions on how to apply for this job *

File Edit View Insert Format Tools Table

(') Paragraph B I U (/ﬂ

System Font 12pt

Please click the "Apply now' box above to complete the UoS Internships application form and
upload your CV

11. In the ‘Job details’ box complete the information relating to the

internship opportunity:

@sumversity of Welcome to MyCareer

outhampton

Careers, Employability and Student Enterprise

Profile ~~ Jobs Board UosS Internships Volunteering Bank Events
1 2
Posting details Job details
Job details
Opportunity Type *
Select.. ~
Job title *

Opportunity description *
File Edit View Insert Format Tools Table

Paragraph B I U (/(’ System Font

12. It is not mandatory to include interview and start date details

and you can leave these sections blank should you wish. In the ‘Salary
details’ section please select the ‘The Real Living Wage’ option if you

Careers, Employability and Student Enterprise | 023 8059 3501 |
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are an external host, or the 'Recommended internship salary' option if
you are an internal department. If you wish to pay a higher amount,
select the ‘Hourly Rate’ option and specify the salary in the box that
appears below.

Salary details

Salary range: *

wve national minimum wage)

minimu
ip salary of £12.08 per hour

13. Complete all the details on the form and then click on ‘Add
Career Development Opportunity’ and you will see the following
screen:

@S University of Welcome to MyCareer

OUtthpton Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships Volunteering Bank ~ Events

Post UoS Internship opportunity

Home | UoS Internships | Post UoS Internship opportunity

Q search > Test Opportunity
Thank you for submitting your opportunity to UoS Internships.

+ Add new opportunity =+ Add new career development opportunity

Career Development Opportunity Created

Title:
We will review the opportunity you have submitted and be in contact shortly to advise whether your
application has been successful.

Reference ID:

+ Published o @ Pending 3 © Rejected 20 '® Withdrawn & © Expired o
Expires:

° By specific date

By relative date
Date Posted * | Advertising Date Expiry Date ‘Opportunity titie m Reference ID m

1To 3 of 3results

v v v 16-Mar-2023  16-Mar-2023 14-Jun-2023  Test Opportunity & - D24MJ & Actions ¥
to 156-Mar-2023 15-Mar-2023 13-Jun-2023 Test i - 743Q7 /# Actions ~
M v v @ 14-Mar-2023  14-Mar-2023 12-Jun-2023  Test & - ANXGL F Actions v
14. Your vacancy will then be pending approval from the Employer

Relations Team who will keep you informed of its progress.
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How to post an International Alumni Internship

International Alumni Internships are opportunities exclusive for University of
Southampton students. This employer opportunity is available to alumni of
the University of Southampton who have been selected to collaborate on this
new initiative. For more information please contact
employ@southampton.ac.uk or phone +44(0)23 8059 3501.

1. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

e If your organisation is not registered on MyCareer, go to Step 2
e |If you are already registered on MyCareer, go to Step 4

2. Follow the steps in the 'How to register your organisation' section
and click on ‘Post Career Development Opportunity’ when you see
the following screen at the end of the registration process:

Let's get you started

Unlock the next generation of talent and start advertising your
roles today.

e 3

Post Opportunity

Click here to advertise a job on the University of
Southampton’s MyCareer Jobs Board

Post Career Development
Opportunity

Click here to advertise a UoS Internship, International
Alumni Summer Internship or to post an opportunity to our
’VVOIunteering Bank

_—1 )

21
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3. Click on ‘Post International Alumni Summer Internships’:

Post International Alumni Summer

p .
Internships
Click here to upload an International Internship Opportunity for a

University of Southampton student. This is available to alumni of the
University of Southampton who have been selected as a trusted employer
to collaborate on this new initiative. For more information please contact
employ@southampton.ac.uk or phone +44(0)23 8059 3501 to find out
more.

Now go to Step 6.

4. Login with your organisation details in the ‘Organisation sign in’
section:

@ University of
Southampton Welcome to MyCareer

Please select one of the following options to continue and
log in to MyCareer.

Welcome to MyCareer, the University of
Southampton's online career platform Student sign in

Graduate sign in and registration
Early Career Researchers
University of Southampton Staff

Career Mentoring Programme Mentors

Are you an employer?

Sign in here to collaborate with the University of
Southampton and engage our students.

Organisation sign in

5. Click on ‘UoS Internships’ and then ‘Post UoS Internship
opportunity’:

Careers, Employability and Student Enterprise | 023 8059 3501 |
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%S University of Welcome to MyCareer

outhamptol"l Careers, Employability and Student Enterprise

Profile ~~ Jobs Board UoS Internships Volunteering Bank Events

Post UoS Internship

e opportunit
Opportunities Career Develo PP Y Test employer
Opportunity Management
A . A
None yet. 0 published @ No bookings yet.
Post your first Opportunity. 2 pending Search our upcoming Default: 0123456
0 expiring soon EYEE oOffice: Test, TTO0 OTT
Post opportunity @ Post Career Deve... @ Search events @

TOP TIPS TO ENSURE YOUR VACANCY
STANDS OUT

6. You will see the following screen. Select the ‘International Alumni
Internships’ option.

@S University of Welcome to MyCareer

OUtthpton Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships Volunteering Bank ~ Events
1 2
Posting details Job details

Career Development Opportunity type

select the type of Career Development Opportunity you want to post.
() Uos Internships for Internal University Hosts

Support for Faculties and Professional Services to recruit student interns.

() Uos Internships for External Organisations

Support for all organisations external to the University looking to recruit interns.

/' @® International Alumni Internships

/ For alumni of the University of Southampton to post an international internship

(O Volunteering Opportunity

Free service for UK-based registered charities to advertise volunteering roles.

(O Potential UoS Job Shop role

Please do not select this option. Only certain roles are eligible for the UoS Job Shop.

(O Potential Year in Employment role

Please do not select this option. YiE roles are only available to eligible courses.
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7. Ensure ‘International Alumni Summer Internships
‘Career Development Opportunity details’ box:

Career Development Opportunity details

scheme for this Career Development Opportunity *

() Uos Internships
Click here to upload a Uos Internship. If you have an internship opportunity up to 3 months in length that
you wish to advertise exclusively with the University of Southampton, it may be suitable for the UoS
Internships Programme. For further information, please contact employ@southampton.ac.uk or phone
+44(0)23 8059 3501

O Volunteering Bank
Click here to advertise a role on our Volunteering Bank. Our Volunteering Bank enables registered
charities and non-profit organisations to advertise volunteering roles to our students. Opportunities
must be free for students to undertake and must take place in the UK. If there’s anything that you'd like to
discuss, you can contact the Employer Relations team on 02380 593501 or via
employ@southampton.ac.uk

O Year in Employment Placements
If you have placement roles for our students, please do not post in this scheme. Please post your role on
the MyCareer Jobs Board instead (click on 'Back’ then click on the ‘Post Opportunity’ box) as the
Placements Team collate all suitable opportunities into the Year in Employment. Not all placement year
roles are suitable for the Year in Employment and do contact us at employ@southampton.ac.uk or
phone +44(0)23 8059 3501 if you would like to discuss this further

() Uos Job Shop
If you have opportunities which comply with our Vacancy Palicy and are suitable for students to
undertake alongside their studies, we may collate them as part of the UeS Job Shop. Please post your
role as an opportunity on the MyCareer Jobs Board rather than posting directly in this scheme (click on
‘Back’ then click on the 'Post Opportunity’ box) and we will convert suitable opportunities. Not all part-
time roles are suitable for the UoS Job Shop and do contact us at employ@southampton.ac.uk or phone
+44(0)23 8059 3501 if you would like to discuss this further.

@ International Alumni Summer Internships
Click here to uplead an International Internship Opportunity for a University of Southampton student.
This is available to alumni of the University of Southampton who have been selected as a trusted
employer to collaborate on this new initiative. For more information please contact
employ@southampton.ac.uk or phone +44(0)23 8058 3501 .

is selected in the

8. Complete the details in the ‘Advertising details’ section. We
recommend opportunities are advertised for a minimum of 3

weeks.

9. The ‘Add any specific instructions’ box should be pre-populated
with the relevant information so you do not need to add anything in
this section. If the text is not pre-populated, write ‘Please click on

the ‘Apply now’ button’. Click ‘Next’:

How do you want applicants to apply?*

[ ©nline
Provide a URL to take the applicant to a webpage where they can make their application.

[ Via email
All applications will be emailed to the supplied email address.

Add any specific instructions

Add any specific instructions on how to apply for this job

Please click on the 'Apply now' button.

Careers, Employability and Student Enterprise | 023 8059 3501 |
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10. In the ‘Job details’ box complete the information relating to the
internship opportunity:

@ University of Welcome to MyCareer
SOUthOmptOI‘I Careers, Employability and Student Enterprise
Profile ~~ Jobs Board Uos Inteiships ~ Volunteering Bank Events
1 2
Posting details Job details
Job details

Opportunity Type *

Select... ~

Job title *

Opportunity description *
File Edit View Insert Format Tools Table

Paragraph B I U & systemFont 12pt

11. In the ‘Opportunity Type’ box select ‘International Internship’.

12. Please select the relevant option in the ‘Salary details’
section. As a minimum, the internship salary must comply with
minimum wage requirements within the host country.

Salary details

Salary range: *

Select One ~

Select One

Covered by course stipend [ bursary

Expenses only

Voluntary

Hourly Rate (specified in the salary details below)
Under £14,000 (above national minimum wage)
£14,000-£19,999

£20,000-£24,999

£25,000-£29,999

£30,000-£39,999

Above £40,000

/ Undisclosed (above national minimum wage)

/ Recommended internship salary of £11.82 per hour
The Real Living Wage of £10.90 per hour

ompc—titivc‘] can increase click

13. Itis not mandatory to include interview and start date details
and you can leave these sections blank should you wish.
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14. Complete all the details on the form and then click on ‘Add
Career Development Opportunity’ and you will see the following
screen:

@S University of Welcome to MyCareer

Outhampton Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships Volunteering Bank ~~ Events

Post UoS Internship opportunity

Home [ UoS Internships | Post UoS Internship opportunity

Q Filters

Q search > Test opportunity
Thank you for submitting your opportunity to International Alumni Internships.

+ Add new opportunity + Add new career development opportunity

Career Development Opportunity Created

Title:
we will review the opportunity you have submitted and be in contact shortly to advise whether your
application has been successful.

Reference ID:

+ Published o © Pending 3 © Rejected 23 "B Withdrawn 4 © Expired o
Expires:
° By specific date

By relative date

1To 3 of 3results

Date Posted® Advertising Daté  Expiry Date Opportunity title Source Reference I3 Action
v v v il 23-Mar-2023 | 23-Mar-2023 21-Jun-2023  Test opportunity P - 37BA3 # Actions ~
to 16-Mar-2023 16-Mar-2023 15-Mar-2024 Test - JQ3Q9 / Actions
v v L 16-Mar-2023  16-Mar-2023 16-Mar-2024  Test Volunteering Role 4ia - 37ZBLM / Actions
Published:
° By specific date 25 E 75 100 « »

By relative date

15.  Your vacancy will then be pending approval from the Careers,
Employability and Student Enterprise team who will keep you
informed of its progress.
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/ Click here to advertise a UoS Internship, International

University of
@Southumpton

Careers, Employability and Student Enterprise
MyCareer Employer Guide

How to post an opportunity to the Volunteering Bank

Please note that we are only able to advertise volunteering opportunities that
take place with a registered charity or non-profit organisation and are based
in the UK. Please see our volunteering webpages for further information.

1. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

e If your organisation is not registered on MyCareer, go to Step 2
e |If you are already registered on MyCareer, go to Step 4

2. Follow the steps in the 'How to register your organisation' section
and click on ‘Post Career Development Opportunity’ when you see
the following screen at the end of the registration process:

University of
@Southamptcn

< Back

Let's get you started

Unlock the next generation of talent and start advertising your
roles today.

Post Opportunity

Click here to advertise a job on the University of
Southampton’s MyCareer Jobs Board

Post Career Development
Opportunity

Alumni Summer Internship or to post an opportunity to our
Volunteering Bank
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3. Click on ‘Post Volunteering Bank’:

Post Volunteering Bank

Click here to advertise a role on our Volunteering Bank. Our Volunteering
Bank enables registered charities and non-profit organisations to
advertise volunteering roles to our students. Opportunities must be free
for students to undertake and must take place in the UK. If there's
anything that you'd like to discuss, you can contact the Employer
Relations team on 02380 593501 or via employ@southampton.ac.uk

Now go to Step 6.

4. Login with your organisation details in the ‘Organisation sign in’
section:

@ University of
Southampton Welcome to MyCareer

Please select one of the following options to continue and
log in to MyCareer.

Welcome to MyCareer, the University of
Southampton's online career platform Student sign in

Graduate sign in and registration
Early Career Researchers
University of Southampton Staff

Career Mentoring Programme Mentors

Are you an employer?

Sign in here to collaborate with the University of
Southampton and engage our students.

Organisation sign in

Careers, Employability and Student Enterprise | 023 8059 3501 |
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5. Click on ‘Volunteering Bank’ and ‘Post Volunteering Bank
Opportunity’:

%S University of Welcome to MyCareer

Outhamptol‘l Careers, Employability and Student Enterprise

Profile ~~ Jobs Board UosS Internships Volunteering Bank Events

Post Volunteering Bank

oppOI'tLIH opportunit
ities Career Develop... Events ty
Oppeortunity Management

a ATest
None yet. 0 published @ No bookings yet.
Post your first Opportunity. 3 pending Search our upcoming Default: 0123456
0 expiring soon ENEE Office: Test, TTO0 OTT

Post opportunity @ Post Career Deve... @ Search events @

6. You will see the following screen. Check that ‘Volunteering
Opportunity’ is selected:

Career Development Opportunity type

Select the type of Career Development Opportunity you want to post.
(O Uos Internships for Internal University Hosts
Support for Faculties and Professional Services to recruit student interns
(O Uos Internships for External Organisations
Support for all organisations external to the University looking to recruit interns.
) International Alumni Internships
For alumni of the University of Southampton to post an international internship.

@ Volunteering Opportunity

/» Free service for UK-based registered charities to advertise volunteering roles.

( Potential UoS Job Shop role

Please do not select this option. Only certain roles are eligible for the UoS Job Shop.

(O Potential Year in Employment role

Please do not select this option. YiE roles are only available to eligible courses.

7. Ensure ‘Volunteering Bank’ is selected in the ‘Career Development
Opportunity details’ box:
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Career Development Opportunity details

Scheme for this Career Development Opportunity *

() UoS Internships
Click here to upload a UoS sh

ip. If you have an internship opportunity up to 3 months in length that
f Southampton, it may be suitable for the UoS
Internships Programme. For further information, please contact employ@southampton.ac.uk or phone
+44(0)23 8059 3501

tise exclusively with the Universit

) Volunteering Bank
Click here to advertise a role on our Volunteering Bank. Our Volunteering Bank enables registered
rities and non-profit organisations to advertise volunteering roles to our students. Opportunities

e free for students to undertake and must take place in the UK. If there’s anything that you'd like to

ou can contact the Employer Relations team on 02380 533501 or via

southampton.ac.uk

O Year in Employment Placements
If you have placement roles for our students, please do not post in this scheme. Please post your role on

' then click on the 'Post Opportunity box) as the
Not all placement year
hampton.ac.uk or

Career Jobs Board inst
Placements Team collate all suitable opportunities into Year in Employmel
roles are suitable for t in Employment and do
phone +44(0)23 8059

ntact us at employ@sout

3501 if you would like to discuss this further.

8. Complete the details in the ‘Advertising details’ section of the form
and then click ‘Next’. In the ‘Job details’ box complete the
information relating to the volunteering opportunity:

%Sumversity of Welcome to MyCareer

Outhﬂmpton Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships Volunteering Bank ~ Events
1 2
Posting details Job details
Job details

Opportunity Type *

Select... ~

Job title *

Opportunity description *
File Edit View Insert Format Tools Table

Paragraph B I YU & SystemfFont 12pt

9. It is not mandatory to include interview and start date details and
you can leave these sections blank should you wish. Complete the
guestions on this page and then click on ‘Add Career Development
Opportunity’ and you will see the following screen:

Careers, Employability and Student Enterprise | 023 8059 3501 |
employ@southampton.ac.uk www.southampton.ac.uk/careers

30


mailto:employ@southampton.ac.uk
http://www.southampton.ac.uk/careers

@S University of Welcome to MyCareer

OUthOmptOI"l Careers, Employability and Student Enterprise

Profile ~~ Jobs Board UosS Internships Volunteering Bank Events

Post Volunteering Bank opportunity

Home [ Volunteering Bank | Post Volunteering Bank opportunity

Q search > _Test Volunteering Role
Thank you for submitting your opportunity to the Volunteering Bank.

+ Add new opportunity + Add new career development opportunity

Career Development Opportunity Created

Title:
We will review this volunteering opportunity and if appropriate, publish it for our students to access. If
we won't be publishing this role we'll be in contact to update you. All opportunities we publish must
Reference ID: comply with our Volunteering Bank guidelines.
Expires: + Published o © Pending 4 © Rejected 20 " Withdrawn 4 © Expired o

° By specific date

1To 4 of 4results

By relative date

~ v v @ Date Posted™ | Advertising Daté- | Expiry Date Opportunity titie Reference IB- m
to 16-Mar-2023 | 16-Mar-2023 15-Mar-2024  Test Volunteering Role & 3ZBLM A Actions
~ - v m 16-Mar-2023 | 16-Mar-2023 14-Jun-2023  Test Opportunity 1) - D24MJ & Actions ¥

10.  Your opportunity will then be pending approval from the
Careers, Employability and Student Enterprise team. Once it has
been reviewed and approved, you will then receive an email
confirming your opportunity is live on our website and the role will
be listed in the ‘Published’ tab.

Careers, Employability and Student Enterprise | 023 8059 3501 |
employ@southampton.ac.uk www.southampton.ac.uk/careers

31


mailto:employ@southampton.ac.uk
http://www.southampton.ac.uk/careers

/ Southampton’s MyCareer Jobs Board

University of
@Southampton

Careers, Employability and Student Enterprise
MyCareer Employer Guide

How to post an opportunity to the Jobs Board

1. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

e If your organisation is not registered on MyCareer, go to Step 2
e If you are already registered on MyCareer, go to Step 3

2. Follow the steps in the 'How to register your organisation' section and
click on ‘Post Opportunity’ when you see the following screen at the

end of the registration process:

University of
@Southamptcn

< Back

Let's get you started

Unlock the next generation of talent and start advertising your
roles today.

Post Opportunity

Click here to advertise a job on the University of

Post Career Development
Opportunity

Click here to advertise a UoS Internship, International
Alumni Summer Internship or to post an opportunity to our
Volunteering Bank

Now go to Step 5.
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3. Login with your organisation details in the ‘Organisation sign in’
section:

T

@ University of
Southampton Welcome to MyCareer

Please select one of the following options to continue and
log in to MyCareer.

Welcome to MyCareer, the University of
Southampton's online career platform Student sign in

Graduate sign in and registration
Early Career Researchers
University of Southampton Staff

Career Mentoring Programme Mentors

2 _ [ U\ N\

Are you an employer?

Sign in here to collaborate with the University of
Southampton and engage our students.

Organisation sign in

¥

4. Click on ‘Jobs Board’ and ‘Post new opportunity’ on the top toolbar:

o University of Welcome to MyCareer

D
U SOUthUmpton Careers, Employability and Student Enterprise

Profile ~ Jobs Board Uos Internships ~ Volunteering Bank Events

Opportunities

e management
Opportunltles 9 D... Events Test employer
Post new opportunity
I a ATest
e yet. 0 Published @ No bookings yet. es
- Post your first Opportunity. 4 pending Search our upcoming Default: 0123456
0 expiring soon events. Office: Test, TTO0 OTT
Post opportunity @ Post Career Deve.. @ search events @

TOP TIPS TO ENSURE YOUR VACANCY
STANDS OUT

Update mv profile &)

5. The following screen will appear:
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%S University of Welcome to MyCareer

OUthOmptOI"l Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships ~ Volunteering Bank Events

1 2

Posting details Job details

Advertising details

Publish date *

16 v Mar v 2023 v @

Closing date *
- v v @

> Set to the maximum date: 15-Mar-2024

6. Complete the details and then click ‘Next’. The following screen will

appear:

@ University of Welcome to MyCareer
SOUthOmpton Careers, Employability and Student Enterprise
Profile ~~ ansﬂard w UosS Internships Volunteering Bank Events
1 2
Posting details Job details
Job details

Opportunity Type *

Select... ~

Job title *

Opportunity description *

File Edit View Insert Format Tools Table

Paragraph B I U & Ssystemrfont 12pt

7. Complete the details and then click on ‘Add opportunity’. You can
preview the vacancy details prior to posting by clicking ‘Preview’
should you wish. It is not mandatory to include interview and start
date details and you can leave these sections blank should you wish.
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8. You will then see a notification stating ‘Opportunity created’. Any
previous opportunites you have advertised will be listed below with
their status:

@sUniversity of Welcome to MyCareer

Outhﬂmpton Careers, Employability and Student Enterprise

Profile ~~ Jobs Board UoS Internships ~ Volunteering Bank ~ Events

Post new opportunity

Home [ JobsBoard |/ Post new opportunity

Q search > Test
Thank you for submitting your opportunity to the MyCareer Jobs Board.

4+ Add new opportunity 4+ Add new career development opportunity

Opportunity Created

Title:
We will review this opportunity and if appropriate, publish it for our students to access. If we won't be
publishing this role we'll be in contact to update you. All opportunities we publish must comply with our
Reference ID: vacancy policy.
Expires: + Published o @ Pending s © Rejected 20 '® withdrawn 4 © Expired o

° By specific date

. 1To 5of Sresults
By relative date

~ v v i@ Date Posted® | Advertising Date | Expiry Date Opportunity title Reference ID- m
to 18-Mar-2023 | 16-Mar-2023 15-Mar-2024  Test - JQ3Q9 # Actions ~
~ - v 16-Mar-2023 | 16-Mar-2023 15-Mar-2024  Test Volunteering Role :h 3ZBLM A Actions ¥
-Mar- -Mar- -Jun- X - i -
Published: 16-Mar-2023 | 16-Mar-2023 14-Jun-2023  Test Opportunity 11 D24mJ 4 Actions

9. Your vacancy will then be pending approval from the Careers,
Employability and Student Enterprise team. Once it has been reviewed
and approved, you will then receive an email confirming your
opportunity is live on our website and the role will be listed in the
‘Published’ tab.

Careers, Employability and Student Enterprise | 023 8059 3501 |
employ@southampton.ac.uk www.southampton.ac.uk/careers

35


mailto:employ@southampton.ac.uk
http://www.southampton.ac.uk/careers

University of
@Southampton

Careers, Employability and Student Enterprise
MyCareer Employer Guide

How to close a job vacancy

1. When you have posted a vacancy on our MyCareer Jobs Board you
then have the option to close the advert early should you wish.

2. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

3. Login with your organisation details in the ‘Organisation sign in’
section:

@ University of 7
Southampton Welcome to MyCareer

Please select one of the following options to continue and
log in to MyCareer.

Welcome to MyCareer, the University of
Southampton's online career platform Student sign in

Graduate sign in and registration
Early Career Researchers
University of Southampton Staff

Career Mentoring Programme Mentors

Are you an employer?

Sign in here to collaborate with the University of
Southampton and engage our students.

Organisation sign in

4. Click on ‘Jobs Board’ and ‘Opportunities management’ on the top
toolbar:
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University of Welcome to MyCareer

SOLIthCImptOI"I Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships ~ Volunteering Bank Events

Opportunities
management

Opportupitk lop... Events Test employer
PoSt new opportunity
. ATest
0 published @ None yet. No bookings yet.
0 pending Post your first Career Search our upcoming Default: 0123456
1 expiring soon Develocpment Opportunities. events. office: 1Road, Town, County,

POSTCODE

Post opportunity @ Post Career Dev... @ Search events @

5. The opportunities management page will show you all of your
vacancies. Click on ‘Actions’ next to the opportunity you wish to
close, then select ‘Withdraw’ and ‘Yes’ to withdraw the vacancy:

Opportunities management

Home | Jobs Board | Opportunities management

Q, Filters
+ Published a

Q Search

<+ Add new opportunity 4+ Add new career development opportunity

@ Pending o © Rejected 19 " Withdrawn s © Expired 2

1To 4 of 4 results

Title:
Date Posted® Advertising Daté  Expiry Date ‘Opportunity titie Source Reference I3 Action
20-Mar-2023  20-Mar-2023 23-Mar-2023  Test role F1 - BV37G & Actions ~

Refi 1D: N

elerence 20-Mar-2023 | 20-Mar-2023 26-Mar-2023  Test - Wi Q view

20-Mar-2023  20-Mar-2023 23-Mar-2023  test graduate - N B print

Expires: 23-Jan-2020  20-Mar-2023 26-Mar-2023 | Tg=ttiatestassien nate " 2 pedn
] By specific date Confirm Action

By relative date .
Y 25 m 75 100 Are you sure you wish to withdraw this

posting? B withdraw
v v v| &
to X No
v v v

6. The vacancy will now be listed in the ‘Withdrawn’ tab and will not
be visible to students.

i Copy

Profile ~ Jobs Board v UoS Internships Volunteering Bank Events

Opportunities management

Home | Jobs Board | Opportunities management

Q Filters
+ Published 3

Q search

+ Add new opportunity +_Add new career development opportunity

@ Pending o © Rejected 19 "% withdrawn & © Expired 2

1To 6 of 6results

Title:
Date Posted + Advertising Date Expiry Date Opportunity title Source Reference D~ Action

20-Mar-2023 20-Mar-2023 23-Mar-2023 Test role n - 6V37G A Actions ~
Reference ID:

17-Mar-2023 19-Mar-2023 23-Mar-2023 test graduate - VBON2 /# Actions ~
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University of
@Southampton

Careers, Employability and Student Enterprise
MyCareer Employer Guide

How to extend a job vacancy

1. When you have posted a vacancy on our MyCareer Jobs Board you
then have the option to extend the advertising date should you
wish.

2. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

3. Login with your organisation details in the ‘Organisation sign in’
section:

\

@ University of
Southampton Welcome to MyCareer

Please select one of the following options to continue and
log in to MyCareer.

Welcome to MyCareer, the University of
Southampton's online career platform Student sign in

Graduate sign in and registration
Early Career Researchers
University of Southampton Staff

Career Mentoring Programme Mentors

Are you an employer?

Sign in here to collaborate with the University of
Southampton and engage our students.

Organisation sign in

.
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4. Click on ‘Jobs Board’ and ‘Opportunities management’ on the top
toolbar:

Welcome to MyCareer

% University of
SOUthUmptOI‘I Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships ~ Volunteering Bank Events
Opportunities
management
Opport lop... Events Test employer
Post new opportunity
" ATest
0 published @ None yet. No bookings yet.

e Post your first Career Search our upcoming Default: 0123456

1 expiring soon events.

Development Opportunities office: 1Road, Town, County,

POSTCODE

Post opportunity @

Post Career Dev... @ Search events @

5. The Opportunities management page will show you all of your
vacancies. Click on ‘Actions’ next to the relevant opportunity and
select ‘Extend’:

Welcome to MyCareer

University of
SOUthCImptOl‘l Careers, Employability and Student Enterprise

Profile ~ Jobs Board Uos Internships ~ Volunteering Bank ~ Events

Opportunities management

Home | Jobs Board | Opportunities management

Q, Filters

Q, search

+ Add new opportunity + Add new career development opportunity

+ Published 2 @ Pending o © Rejected 20 P withdrawn s © Expired 2

1To 2of 2results

Title:

Reference ID~  Action

Date Posted * Advertising Date

Expiry Date Opportunity title Source

20-Mar-2023 20-Mar-2023 24-Mar-2023 Test WN4VE # Actions =
Reference ID: ;
20-Mar-2023 20-Mar-2023 23-Mar-2023 test graduate v Q view
& Print
Expires:
P 25 m 75 100 # Edit
Q By specific date
Co
By relative date & copy
B withdraw
v v v iE
© Extend

Please note that the ‘Extend’ option will only be visible if your vacancy is due
to close within the next five days.
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6. An ‘Extend’ box will appear:

Extend: Test

Max expiry date
23-Mar-2024

Expiry date

25 v Mar ~ 2023

Cancel + Extend

7. Select the new expiry date and click on ‘Extend’. You will see a
‘Confirmation: Successfully submitted extension request’ message.

8. If your opportunity is posted to our Jobs Board the closing date will
automatically update and the extended date will be visible for
students and graduates to view.

If your opportunity is posted to one of our opportunity types that
requires extension approval, the original and new closing dates will
now be listed next to the opportunity:

Profile -~ Jobs Board v UoS Internships Volunteering Bank v Events

Opportunities management

[erus  3EESEEIG] SRR S MR + Add new cpportunity + Add new career development opportunity

Q search + Published 21 © Pending @ © Rejected @ " withdrawn @ © Expired €)
Title: 1To 21of 21 results
Date Posted * Expiry Date Opportunity title Source Reference |D Action
Reference ID: 24-0Oct-2019 Community Assitant Volunteer - L8LKV # Actions
=) Dy speclic
09-Apr-2019
date 15-Mar-2019 30705[72019 Test role - 22D7Y # Actions

() By relative

9. The extension request will go through to the Careers, Employability
and Student Enterprise team for approval. Once approved you will
receive a confirmation email and the new closing date will be visible
for students and graduates to view.
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University of
@Southampton

Careers, Employability and Student Enterprise
MyCareer Employer Guide

How to re-publish an expired/rejected/withdrawn vacancy

1. If an opportunity you have posted on our MyCareer Jobs Board is
subsequently withdrawn, rejected or expires, you then have the
option to re-publish the opportunity should you wish.

2. Follow this link to MyCareer:
https://mycareer.soton.ac.uk/home.html

3. Login with your organisation details in the ‘Organisation sign in’
section:

\

@ University of
Southampton Welcome to MyCareer

Please select one of the following options to continue and
log in to MyCareer.

Welcome to MyCareer, the University of
Southampton's online career platform Student sign in

Graduate sign in and registration
Early Career Researchers
University of Southampton Staff

Career Mentoring Programme Mentors

Are you an employer?

Sign in here to collaborate with the University of
Southampton and engage our students.

Organisation sign in @

.
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4. Click on ‘Jobs Board’ and ‘Opportunities management’ on the top
toolbar:

@S University of Welcome to MyCareer

OUthOmpton Careers, Employability and Student Enterprise

Profile ~ Jobs Board UoS Internships ~ Volunteering Bank ~ Events

Opportunities

s management
Opportuni 9 lop... Events Test employer
Post new opportunity
n ~ = . I . A Test

5. Your vacancies will be listed in the Published, Pending, Rejected,
Withdrawn and Expired tabs.

@S University of Welcome to MyCareer

Outhamptol‘l Careers, Employability and Student Enterprise

Profile ~~ Jobs Board UoS Internships ~ Volunteering Bank ~ Events ~/

Opportunities management

Home [ JobsBoard | Opportunities management

Q Search

4+ Add new opportunity 4+ Add new career development opportunity

+ Published o © Pending o © Rejected 20 " Withdrawn s © Expired 2

1To O of Orasults

6. Click on the ‘Withdrawn’, ‘Expired’ or ‘Rejected’ tab then click on
‘Actions’ next to the opportunity you wish to re-publish and ‘Copy’:

@S University of Welcome to MyCareer

OUthOmptOI"l Careers, Employability and Student Enterprise

Profile ~~ Jobs Board UoS Internships Volunteering Bank Events

Opportunities management

Home [ Jobs Board | Opportunities management

+ Add new opportunity + Add new career development opportunity

+ Published o © Pending o © Rejected 20 W withdrawn s © Expired 2

Q search 1To 5of 5results

Title:
Date Posted ¢ | Advertising Date Expiry Date Opportunity title m Reference ID m

17-Mar-2023 19-Mar-2023 23-Mar-2023 test graduate = VBON2 /& Actions

Reference ID: 18-Nov-2022  18-Nov-2022 20-Dec-2022  test graduate - vG Q view
07-May-2021 07-May-2021 05-Aug-2021 Test role Fr! - D9 g print
Expires: 18-Nov-2012  18-Nov-2019 18-Dec-2019  Test - ¥8

™o e . W Copy \
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7. You will see the ‘Posting details’ screen and will be able to update
the publish date and closing date in the ‘Advertising details’
section:

University of Welcome to MyCareer
SOUthUmptOI‘I Careers, Employability and Student Enterprise
Profile ~~ ansﬁard ~ UosS Internships Volunteering Bank Events
1 2
Posting details Job details

Advertising details

Publish date *

19  ~ Mar v 2023 v

| ]

Closing Date *
23 v Mar v 2023 v @

> Set to the maximum date: 18-Mar-2024

8. Click on ‘Next’ and then complete the details on the ‘Job details’
page. Then click on ‘Add opportunity’ and your vacancy will be
listed in the ‘Pending’ tab.

@S University of Welcome to MyCareer

OUthOmptOI"l Careers, Employability and Student Enterprise

Profile ~~ Jobs Board UosS Internships Volunteering Bank Events

Opportunities management

Home [ Jobs Board | Opportunities management

Q search > _test graduate
Thank you for submitting your opportunity to the MyCareer Jobs Board.

+ Add new opportunity + Add new career development opportunity

Opportunity Created

Title:
We will review this opportunity and if appropriate, publish it for our students to access. If we won't be
publishing this role we'll be in contact to update you. All opportunities we publish must comply with our
Reference ID: vacancy policy.
Expires: + Published o @ Pending 1 © Rejected 20 '® Withdrawn s © Expired 2

° By specific date
By relative date

~ v v i@ Date Posted * | Advertising Date Expiry Date Opportunity title m Reference ID m

to 20-Mar-2023 20-Mar-2023 23-Mar-2023 test graduate - avZIEG /& Actions ~

1To 1of 1results
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9. Once it has been reviewed and approved by the Careers,
Employability and Student Enterprise team, you will then receive an
email confirming your opportunity has been republished and is live
on our website.
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