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Getting Started 
Welcome to the Employer’s User Guide for the new CDC Student Employment web site.  We 
believe that you will find the web site and this user guide to be a helpful and easy-to-use tool to meet 
your student employment needs.  This site will enable students to utilize search criteria to find jobs, 
apply for jobs, gather useful employment resources, and receive emails regarding newly posted jobs.  
You will be able to post jobs online, accept online applications, and receive and send automated 
emails.  All supervisors will have general access. 
 
Administrators will be able to manage and e-mail users, edit the default job application, manage all 
content and site settings, approve hiring requests, define access levels, view activity logs, and 
generate a variety of useful reports. 
 
To begin using the web site, type https://seojobs.mtholyoke.edu into your Internet browser’s 
address bar. 
 
Features for Employers: 
� Build online applications 
� Hire students online 
� Manage job interviews, submit hiring requests, and process paperwork electronically 
� Save job descriptions for re-use 
� Use email tracking tools to communicate with students for interviewing and hiring 

purposes.  All emails are logged. 
� Automated email alerts: 

1. Email sent to employer when a student applies for their job 
2. Employer reminded to contact students when all positions have been filled and students have 

applied 
3. Employer notified if job is about to be automatically de-listed from Web site 

� Store lists of students interested in job postings for future use 
 
Features for students: 
� Search for jobs using different criteria.  Search options include: 

• Most Hours per Week 
• Fewest Hours per Week 
• Most Openings 
• Holiday Break Jobs 
• Recently Posted 

• Find jobs by category 
• Find jobs by keyword 
• All Active Jobs 
• Spot Jobs 
• Summer Jobs 

� Apply for jobs online using a detailed online application 
� Check work study status online 
� Receive automated emails when preferred jobs become available using the JobMail 

feature 
 
Remember that after two (2) hours your session will terminate, and you will lose any 
unfinished data that you may be entering, and you will have to log in again! 
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Student Employment Home Page 
The Home Page of the Student Employment site is primarily 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.   
 
Information for Employers… 
Provides quick access to the powerful tools available for employers.  From this page, employers 
can access the job control panel, review student resumes, view their hiring archive, and change 
their profile. 
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Requesting Permission 
Before you can begin posting jobs you will need to request permission to access and use the  
student employment site. If you are granted permission to access the site, you will receive a 
password via email. To request permission, follow the instructions listed below: 
 
STEP 1) Go to: https://seojobs.mtholyoke.edu 
 
STEP 2) Click the "Information for Employers" button on the left side of the home page.  
 
STEP 3) Enter your MHC email address and password to log in to the site: 

 
STEP 4) Click the "Request log in permission" button on the left side of the page  
 
STEP 5) Fill in your First Name, Middle 
Name, Last Name, Phone Number, Your 
Email Address, Choose a password, 
Choose the Employer (i.e. department) for 
which you work, Job Title, and enter any 
notes you might want the student 
employment office to know. (As shown to 
the right) 
 
If you administer jobs in two different 
departments, note that fact in the "Notes" 
space. If you can't find your department in 
the "Employer" list, make a note of that 
fact in the "Notes" space. If you have any 
special instructions that you wish the 
Financial Aid office to know, the "Notes" 
space is a great place to jot those thoughts 
down. 
 
After entering the information, click 
"Submit". 
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YOU ARE NOT READY TO USE THE SITE YET ...  
You must wait for the SEO Administrator to review your request for a password. Upon approval, 
you will receive a confirmation e-mail with further instructions.  
 
SSSSigning Inigning Inigning Inigning In    
In order to log in to the student employment site, you will be required to enter your email address 
and password. Once you have done that, click the "Log in" button. To log in, follow the 
instructions listed below: 
 
STEP 1) Go to: https://seojobs.mtholyoke.edu 
 
STEP 2) Click the "Information for Employers" button on the left side of the home page.  
 
STEP 3) Enter your MHC email address and password to log in to the site.  
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Update Your User Profile Update Your User Profile Update Your User Profile Update Your User Profile     
In order to update your user profile on the student employment site, you will be required to sign 
in and go to the "My Profile" page. On this page you can change your name, email address, 
phone number, and job title. 
 
STEP 1) Go to: https://seojobs.mtholyoke.edu click the "Information for Employers button on 
the left side of the home page.  
 
STEP 2) Click on "My Control Panel." From the control panel, you can access the "My Profile" 
page in order to change your profile information. 

 
 
My Control PanelMy Control PanelMy Control PanelMy Control Panel    
Once you have logged in, you can access the "My Control Panel" page. On this page you can 
perform nearly all tasks related to your jobs.  
 
At the top of the page you are presented with the options to filter the rest of the page. If you are 
assigned to more than one employer you have the ability to select which employer you would 
like to see jobs for. If you are assigned to only one employer, you will simply see the name of the 
employer for which you are assigned. Next you can select whether to view only "my jobs" or all 
jobs within your assigned employer. "My Jobs" only display jobs for which you are the primary 
contact. Otherwise you can select to have all jobs for your assigned employer shown. 
 
If you would like to add a new job and are assigned to more than one employer, you must first 
select the employer from the "Filter Employer" pull-down menu and then click on the " Add a 
new job for [Employer Name]" link. If you are assigned to only one employer this link will 
present for you without needing to select an employer. 
 
Beneath these options you have three sections to choose from. They are "Currently Listed Jobs", 
"Review Mode Jobs" and "Jobs in Storage." Please refer to the "See Also" articles for more 
details on Job Status Types. 
 
Within each section jobs are separated by employer and you have the ability to perform several 
actions on each job. For jobs in Listed or Review Mode you have the ability to "Manage Job",  
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"View Applicants" or "Hire a Student." For jobs in "Storage Mode" you only have the ability to 
"Manage Job." For more information on each of these actions, please refer to the "See Also" 
articles.  
 
To access your control panel, follow the instructions listed below: 
 
STEP 1) From the Student Employment home page, click the "Information for Employers" 
button on the left side of the page. 
 
STEP 2) Click on the "My Control Panel" button on the navigation bar. (Note: If you are not 
already logged in, you will be prompted to do so when trying to access this page. )  
 
Your Control Panel looks similar to this: 
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Posting a JobPosting a JobPosting a JobPosting a Job    
Posting a new Job is a three-step process. First you create the job description.  A default 
application will appear at the end of the description.  You will not be able to alter this default 
application, but you will be able to tailor it to your needs at the bottom of the application.  Then 
create the job's application if desired, and finally list the job or send it for approval. On Step 1 
you will fill out the job's information. When you have completely filled out the job profile form, 
proceed to Step 2 by clicking the "Submit" button. Since your job will collect online 
applications, you will then have to create the job's application form.  Finally, in Step 3 you 
choose the job's status options. You must choose when the job will go live on the site. If your 
security level requires approval before listing a new job, the job will then go  
into a pending approval status. If the job is approved it will then follow the listing instruction you 
gave unless the approving administrator overrides them.  
 
Until you complete Step 3 you may return to any of the other steps to alter any info you have  
already entered. To return to another step click the step you wish to return to at the top of the 
page.  
 
To post a job, follow the instructions listed below:  
 
STEP 1) From the student employment home page; click the "Information for Employers" 
button on the left side of the page.  
 
STEP 2) Click on the "My Control Panel" button on the navigation bar.  
 
STEP 3) Click the "Add a New Job" link The Job Description form will open for you.  
 
STEP 4) Complete the Job Description 
form.  Examples of the form and 
descriptions of the form fields are provided 
below. 
 
Category: Please pick a category that best describes 
the type of job you are posting.  
Students search for jobs by their category.  
 
Job Title: Please give your job a very specific job 
title.  
 
Describe the Job: Use this space to describe the job 
and set proper expectations for the work you intend 
for your student.  
 
Requirements for the Job: Use this space to list any 
skills that you would like your  
student to have. If you need a student that can type at 
least 30 words a minute make a note of that fact in 
this space.  
 
Number of Available Openings: Use this  
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Step 4) continued… 
 
space to submit the number of openings you 
have for your job. Are you looking for one 
student or five? 
 
Hours per Week Low End/ High End:  
Use this space to let the student know how many 
hours per week you expect them to work. If you 
are flexible, fill in the number of hours you need 
help. 
 
Start Date/ End Date/ Timeframe: Use this 
space to let the students know when you need 
help. The timeframe option is most valuable if 
you are posting a job that is only a few hours. 
The "temporary" option can be used to designate 
a job as just a few hours.  
 
Contact Person: Select yourself as the  
contact person unless you are posting the job for 
someone else.  
 
Secondary Contact People: If there are  
other people in your department who the 
students may contact if they have questions 
about the job, make a note of that here by 
selecting the other department members' names.  
 
Phone Number: Enter your phone number here 
if you would like students to have it available to them. 
 
Fax Number: Enter your fax number if you 
wish for students to have your fax number.  
 
Work Location: Enter the location where the 
work will take place.  
 
Do you wish to collect online applications for 
this job? This system is designed to receive 
online applications. If  
you choose to not receive online applications, 
you will miss out on many of the helpful features 
for hiring students. 
 
STEP 5) Click the "Submit" button 
when you have finished entering all of 
the job information. 
 
YOU ARE DONE POSTING YOUR 
JOB! You will get a notice telling you 
whether the job  
went live to the site or if it is waiting for 
approval.  
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Viewing Applicants 
Now that you have posted a job for your department, you will receive an email every time a 
student applies for your job letting you know that there is a new application for your review. To 
view those applications, you can click the link in the email or you can log onto the web site and 
go to your Control Panel. 
 
STEP 1) From your Control Panel, click on the "View Listed Jobs" button to see all of your jobs. 
Next, click on "View Applicants" for the job that you are interested in. 
 

 
 
STEP 2) Click "View" next to the student's name to review their application. 
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Contacting Students 
After you have viewed an application for your job, you can respond to the student from your  
Control Panel. If you would like to interview the student, click the "Greeting" button at the top of 
your applicant list. Place a check mark next to the names of the students you want to  
interview. A default message is provided for you, however you can choose to change the 
greeting message that will be seen in the body of the email sent to the student(s). 
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Editing a Job 
If you would like to make changes to your job, log onto your Control Panel and click "Edit Job"  
next to the job order that you wish to change. This will take you back to your original job order . 
After you have made the necessary changes, click "Submit".  Your job will go through the 
approval process again (if applicable) and then go live. 
 

 
 
Managing a Job 
 
From your Control Panel, you have the ability to manage your job order. You can print a copy  
of your job, modify the student job application, change the number of days, modify the listing, 
place your job in review mode or in storage. 
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Hiring a Student 
After you have completed all of the interviewing for your position( s) and you have hired a 
student(s), it is important that you record your hires in the system.  
 
STEP 1) To record your hires, log onto your Control Panel and click the "Hire a Student" link 
next to the appropriate job title 
 

 
 

STEP 2) On this page, you will see a list of all of the applicants for your position. Place a check 
mark next to the name(s) of the student(s) that you have hired and click the "Go to step 2" 
button. 
 

 
 
STEP 3) Continued on the next page… 
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Hiring a Student (cont.) 
STEP 3) This will direct you to the page where you can request to hire the student. After you 
submit the hire request, the SEO Administrator will check the student's eligibility and email an 
approval or rejection of your hire request. 
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Closing Your .Job  
Now that you have hired a student, you can close your job order. You have two choices in 
closing your order. The first choice is to put the job in review mode. Review mode allows you to 
take the job off of the web site, but you will still have all of the applicant information.  
 
You also have the option to place the job in storage. Storage will take your job off of the web 
site, but you will lose all of the applicant information. Both options will leave your job order 
intact should you choose to list it again in the future.  
 
STEP 1) To close your position, log onto your Control Panel and click the "Manage Job" link 
next to the appropriate job title. In the "Change Job Status" select either the "Review Mode" or 
"Storage" option. 
 

 
 

STEP 2) Click on the "Close Job" button to finish closing the job.  
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