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JOB CONNECT  

The Career Center’s online career management tool is called Job Connect.  
 

 All full-time, part-time (non work-study), and seasonal employment opportunities are found in Job 
Connect, in addition to internship opportunities.  

 Job Connect features Online Appointment Scheduling, Career Center handouts, quick links to the Career 
Guide, InterviewStream, plus much more!  

 In Job Connect, you will be able to upload your resume(s), cover letter(s), as well as additional 
credentials such as an unofficial transcript and reference letters into the system.  

Job Connect Login Instructions  

To log into Job Connect, click on the following link and use your Springfield College Windows/PrideNET 
username and password. http://www.springfieldcollege.edu/student-life/career-center/students/find-a-job-or-
internship/index#.U8QEf8tOXcs 

Job Connect can also be accessed from the Career Center webpage. First, select the Student Life Tab from the 
college’s main webpage and then select the Career Center Tab (http://www.springfieldcollege.edu/career). 
From the Career Center Tab, you will see a Job Connect Log in Window directly below the heading 
“Welcome to the Career Center”.  From the Career Center Tab you can also select the Students Tab and 
then select the Find a Job or Internship Tab. In the center of the page, click on Log into Job Connect and 
continue the log in process.   

 

 
 



 
 

 



 
 
 
 
Once you have logged into the system you will need to complete your Personal and Academic Profile in order 
to access other features of the system. If you have trouble logging into your account, please contact the Career 
Center at 413-748-3222 and we will be happy to assist you.  

 



Getting Started With Job Connect - Uploading Your Resume and Documents in Job Connect  

After completing your Academic and Personal Profile information, we recommend that you upload your 
resume into the system.  We strongly encourage you to have your resume reviewed at the Career Center prior to 
uploading. To upload your resume click on the Documents tab and then hit add new.  
 

 
 

 



 
 

Name your document under the Label section and then select a Document Type (please note you can include 
resumes, cover letters, unofficial transcripts, a writing sample, other documents). Next, choose a file from your 
computer to upload into Job Connect, then hit submit.  Job Connect will convert your file into a PDF version 
and you should see it listed under the Documents tab.  If you upload multiple resumes you should select one to 
be your default resume. You can do this by clicking on the three vertical dots to the right of the document and 
then clicking on the “make default” option. You can repeat this process for multiple documents. It is important 
to keep your resume current.  

 

 

Performing a Job/Internship Search in Job Connect 

Utilizing the General Jobs Tab  
 

Explore the job postings by clicking on the Jobs tab and selecting the link entitled Job Postings; remember to 
keep checking our job postings; new jobs are posted daily. You are able to search for positions by position type, 
including but not limited to: full-time, part-time, summer employment, and internship opportunities. You can 
conduct a basic job search (by keyword, job function, or geographic location).  If you select the link entitled 
NACElink Network, located below the Job Postings link, you will be able to search a nationwide online 
database of positions; these positions are not affiliated with Springfield College. The My Job Applications link 
will house the applications for any positions where you have applied to the hiring employers via the Job 
Connect system.  The Recommended Jobs link will allow you to view a list of jobs selected based on your 
personal criteria and preferences.    
 

 
 



To begin your job search, you can search for positions by utilizing the keyword search box, as seen below. You 
can search for positions utilizing various search criteria including but not limited to: employer name, geographic 
location, job title, job description, class year, and degree level.  
 

 

 
 
 

In this next visual, you will see a sampling of the employment opportunities that resulted from the keyword 
search being queried in Job Connect.   

Applying for a Position - When you are applying for a position, click on the position title and then on the 
Apply link, which is located on the job summary page. On the job summary page you will also see information 
about the position, important dates, and personnel contact information.  

 

  



Once you click on the position title, the Apply link, position description, and further details will appear. On the 
right side of the screen follow the How To Apply procedures. If a clickable box with the word Apply appears, 
you can proceed with applying for the position via Job Connect, as depicted in this visual below.  

 

In the following visual, after clicking on the Apply link, an Apply/Application Status box will appear. Then, 
select the documents from the Applications Status drop down and then click Submit. Once you apply for a 
position through the Apply tab, a record of your application will be stored under the Applications tab. You 
have the ability to create a resume to use to apply, directly from within the job posting. An Add New option 
displays next to document type. Clicking on it will display a window where you can label and choose the file. 
Remember that in neither case will the file be added to the Documents section.  

 



Utilizing the Advanced Search Tab  
 
By clicking on the Advanced Search link, located on the right side of the screen, you will be able to enter 
additional job search criteria. The More Filters link, located at the bottom of the criteria search box, allows you 
to view more search fields. By utilizing the Advanced Search link, you can further filter your search needs and 
criteria such as industry type, position type, and jobs located within certain mileage distances.  
 

 

 
 
In addition, there is a Tool Tip for advanced searches to provide you with guidelines on how to craft even more 
precise searches. To access this tool tip, click on the Circled Question Mark located within the search bar and 
an advanced usage window will appear.   
 

 
 
 
 



 
 
Utilizing the Saved Searches Tab  
 

After an Advanced Search is conducted, you have the ability to save a search by clicking on the Saved 
Searches link, which is located on the right side of the screen. You must title your current search and then you 
can schedule it to run as a Search Agent. You have the ability to determine how often (daily, weekly, monthly, 
etc.), that you would like to schedule Search Agents to run. By setting your criteria, you will be able to have 
new position notifications automatically emailed to you that match your customized criteria. You also have the 
option to modify both your specific criteria and how frequently you want the scheduled Search Agent to run.   
 

 
 
 

 



 
Promote Me to Employers Feature  
 
Job Connect also offers a feature for you to connect with thousands of vetted hiring employers, including most 
of the Fortune 100. Employers will be able to search for students that would be good matches for the positions 
they have available across schools and filter by major, degree, grad date, class level, location, school, program 
and keyword. Once employers find candidates of interest, they can send them an email or invite them to apply 
for a job. In order to opt into this feature, simply click the “Promote Me” link located in the pop up box that 
will appear when you log into the system.  
 

 
 
The pop up box also indicates which resume is currently set for the promotion and gives you the opportunity to 
select which resume will be shared. By clicking “Promote Me” you will be opted into the program and will be 
searchable by over 400,000 employers across the Jon Connect network. Please note that you may opt out of this 
service any time by accessing the “Promote me to Employers” link within your Privacy Settings and the 
change will be effective immediately. You can access your privacy settings by clicking on your name in the 
upper right hand corner of the page and selecting the “Privacy Settings” link.  
 

 
 



 
 
The pop up box contains a link allowing you to “learn more” about being promoted. This link can also be 
found under privacy settings and contains information answering:  
 Why should I promote myself?  
 How do I get started?  
 What information will employers see?  
 Who can view my information?  
 What can I do next? (update resume, update profile) 
 

 



 
You will also receive a system message (Promote Me To Employers Opt in/out Notification) with 
information about the “Promote Me to Employers” feature. You will also receive an InApp Notification of the 
service once they take an action. 
 

 
 
 
Navigating the Recommended Jobs, My Favorites, Applications, and Expired Jobs Tabs  

Now that you’ve learned about the Jobs, The Advanced Search, and the Saved Search features, let’s navigate 
the remaining tabs; Recommended Jobs, My Favorites, Applications, and Expired Jobs.  

 

Recommended Jobs – Displays a list of jobs recommended for you based on your personal criteria and 
preferences.  

 

My Favorites - Whether you are reviewing available positions or reviewing employers within Job Connect, you 
have the ability to flag positions and/or employers in order to house them in your Favorite tabs. In order to flag 
the said position (located in the Jobs tab) or flag the employer (in the Employers tab), click on the clear star 
symbol located to the left side of the job listing or employer. Once you click the star, the job that you flagged as 
a favorite will migrate to your My Favorites tab in the Job Postings section. Employers that are flagged as 
favorites will migrate to the Favorite Employers tab within the Employers tab section. The convenience of 
having a My Favorites (jobs) and Favorite Employers (companies) allows you the ability to move your 
flagged jobs and flagged employers to a condensed list which you can then access at a later time in order to 
apply for those positions and/or research the companies in greater detail.    

 

Applications – Within the Applications tab, you will find a summary of jobs that you have applied for through 
the Job Connect system.    



 

Expired Jobs - A tab in the Jobs section labeled Expired Jobs is where you can research archived (expired) 
jobs. You cannot apply to archived job leads electronically; however, original contact information will display. 
You are able to search archived positions by Keywords, Job Function, Position Type, and Industry 
Classification.   

 

Performing a Search by Employers 

 

Employers - The Employers section displays a list of all active employers. Click on an organization name to 
view a company profile. Keep in mind that you have the ability to save a Favorites list to track employers that 
you like. You can search for a company based on industry or perform a keyword search. When you click on the 
name of an organization, you will see the employer’s profile.  



 

Scheduling a Counseling Appointment 

Schedule a Counseling Appointment with a Career Center staff member through your Job Connect account! 
You can schedule a Counseling Appointment by selecting the Counseling Appointment link which is located 
under the Calendar tab.    

 

 



After selecting the Counseling Appointment link from the Calendar dropdown tab, you will see the following 
screen. Select Request New Appointment.  

 

Whichever of the two methods that you end up choosing to begin the appointment scheduling process, the 
following screen will appear. 

 



Select the type of appointment, date range, length of time, counselor, and then hit the Check Availability link 
at the bottom. You do not need to complete all of these sections; the minimum needed is the type of the 
appointment and date range. You will see a list of available appointment times by date, time, and counselor. 
Select the appointment you are interested in by clicking on counselor's name. You will then be asked to confirm 
the appointment; you will need to enter your phone number (in the event that we need to reschedule your 
appointment for some reason). Then hit Submit Request and you have scheduled an appointment. 

Utilizing the Resources in Job Connect 

In Job Connect, many helpful documents and resources await you! A sampling of the resources and documents 
include the following: Career Explorer – the U.S. Department of Labor’s O*Net Online: www.onetonline.org, 
Career Finder – a helpful tool that can assist you with finding out what your interests are and how they relate 
to the world of work, as well as the Document Library. Items found in the Document Library include but are 
not limited to handouts on cover letters, resumes, and the job search. In addition, the Career Guide, the NACE 
Salary Calculator, plus additional documents, can be found within the Document Library.  

There are two ways that you can access these resources and documents. One way to access these resources and 
documents is through the Resources tab. Once you have selected the Resources tab, four drop down menu 
choices will appear; Career Explorer, Career Finder, Document Library, and Career Advice. Directly 
below you will see some visual examples outline all four.    

 
 
 



 
 

 
 



 
 
The second way to access these resources and documents is through the Shortcuts tab located on the right side 
of your screen. Look down the list of Shortcuts and select the link that is entitled Document Library.  
 

 
After you click on the Document Library link, you will be brought to a new screen where you will find the tabs 
for Career Explorer, Career Finder, Career Advice and the documents within Document Library. Refer to 
the four visuals above.  
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