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Getting Started 
Welcome to the Student Employment Web site.  We believe that you will find this Web site to be a 
helpful and easy-to-use tool to meet your student employment needs.  This site will enable you to 
utilize different search criteria to find jobs, apply for jobs, gather useful employment resources, and 
receive e-mails regarding newly posted jobs. 
 
To begin using the Web site, type https://seojobs.mtholyoke.edu into your Internet browser’s 
address bar. 
 

Student Employment Home Page 
The Home Page of the Student Employment site is designed for students.  Features accessible 
from the home page include: 
 
Find a job…   
Provides quick access to search tools that enable students to browse all available job offerings. 
 
Signup for JobMail…  
A system that automatically e-mails students when new jobs are posted on the site that meet their criteria.   
 
Recently Posted Jobs…  
Lists the three jobs most recently posted on the system.  Students can access job descriptions by clicking 
on the title.   
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Signup for JobMail 
 
STEP 1) Go to: https://seojobs.mtholyoke.edu 
 
STEP 2) Click the “Signup for JobMail” button on the left side, or in the middle, of the page.  
 
 
STEP 3) To subscribe to JobMail, enter the requested information on the first page, and then 
click the "Next" button.  
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STEP 4) Select criteria to customize the types of job postings that automatically trigger e-mails 
to you. You can choose criteria by selecting any items you wish to add from the left side (or 
unselected) list box and clicking the "Add" button to move it over to the right side (or selected) 
list box. After you have selected all the items you wish to include in your JobMail subscription, 
click the "Finish" button to subscribe.    
 
You will receive an automated e-mail confirming your subscription to JobMail.  The e-mail will 
contain a link so that you can update your profile or subscription at any time. 
 

 
 
Congratulations! You’ve successfully signed up for JobMail!!!    
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Finding a Job 
 
STEP 1) Go to: https://seojobs.mtholyoke.edu 
 
STEP 2) Click the “Find a Job” button on the left side, or in the middle, of the page. 
 
STEP 3) Find a Job by searching and browsing through available jobs.  Utilize the Quick Job, 
Easy Job, and Advanced Job searches provided on the page to find the jobs most interesting to you.   
 
Quick Job Searches 

• Most Hours per Week  
• Fewest Hours per Week  

• Most Openings 
• Holiday Break Jobs  

• Recently Posted 

 
Easy Job Searches 

• Find jobs by category 
 

• Find jobs by keyword 

Advanced Job Searches 
Pick one or combine the criteria below for a refined job search. 

• Job Categories • Department or Employer • Time Frame 
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STEP 4) Click on the Job Title link for the job you wish to review.  The Job Details page for that 
job will open for you so that you can determine if you would like to apply for this job.   
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STEP 5) If you would like to apply for the job, click on the link provided underneath the job 
title.  The Job Application form will open for you.  Complete the form and then click on the 
“Submit Application” button when you are finished.  The employer who listed the position will 
receive an automated e-mail informing them of your application for their job.   

 
 

Congratulations! You’ve successfully used the Find a Job feature!!!    



 

 

Student’s User Guide for the Student Employment Web Site – https://seojobs.mtholyoke.edu 

Author: Denis L. Davydov Page 8 of 8 Date: 14-Jun-04

 
Using the Job Planner 
 
STEP 1) Click the “Job Planner” button on the left side of the page. 
 
STEP 2) The Job Planner page lists jobs that have historically been offered by various 
departments.  This can give you ideas for jobs that may become available in the future.  You can 
browse for different departments or types of jobs that might intereste you. 
 

 
 

Congratulations! You’ve successfully used the Job Planner feature!!! 
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