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How to find and apply to positions in 
CareerHUB

1 Navigate to https://www.csum.edu/career-center/students/job-board.html

2 Click "Job Search"

https://scribehow.com
https://csum-csm.symplicity.com/students/app/home
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3 You can search and filter for opportunities using the fields across the top menu.

4 Just note the system is an AND search capability. It is best to start your with your
search parameters being broad. As you add more filters the system may return
fewer results as the results to have meet all the criteria points you selected.
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5 Click Apply button for any and all filter fields you select. Search by "Position Type"

6 Search by "Industry"
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7 Search by "Job Function"

8 Search by "Remote/On-Site"
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9 To see more filters available click on more filters.

10 You can create a customized job alert based on your search criteria. After you
have selected and applied your criteria and the system has returned results. Click
on "Create Job Alert" button. From there you can edit the frequency of the job
alert.
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11 Click here.

12 Change frequency with the drop down menu options.
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13 To exit out of job search alerts click on the X on the upper right hand corner.

14 Click "Test Position" title to see more information about the posting.
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15 To apply click on the "Apply" button.

16 Select your resume or upload a new version of your resume.
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17 If the position requires additional documents, select from the drop down menu or
upload a new copy of the document.

18 Insert the name of the new file you are uploading.
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19 Type "Cover Letter"

20 Find the document on your computer.
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21 Click "Save"

22 Then click "Submit" after you have made your document selections.
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23 To exit out of your application submission alert click on the X on the upper
right-hand corner.




