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The Thomas University Career Center

» The Center is 100% Virtual. » Services:

All meetings with your Career - Successful Resume Development

Coach happen on Zoom. Successful Cover Letters

Appointments set through the TU

Career Center Website (powered

by GradLeaders). - Personality and Interest
Assessments

Develop Job Interviewing Skills

You must register to make
appointments and to upload your - Job Searches

resume drafts. Internship Site Searches

Dedicated to your success! Job Postings-Jobs Board

Job Leads Notifications
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Registration

» Go to your HawkLink page and
select Career Center under
Student Portal to'the left.

The site is powered by GradlLeaders,
the industry leader in college career
center software. We’ve part
with them to help you get the j
placement you want!

(Anywhere along the registration
process, there is chat function when
you have any questions.)

Registration
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Student Portal News

University. While your coursework is in Canvas, HAWKLINK contains your financial
aid, billing account, unofficial transcript, current course schedule, grades, degree
progression/audit, and local job announcements. Use the gray left-hand menu to
navigate through HAWKLINK. So much information is right here at your fingertips!

HAWKLINK is your online gateway to all aspects of your student record at Thomas

N

[ homas
UNIVERSITY,

Welcome to HawkLink!

Created on 91152009 3:59:59 FM

Tuesday, August 24, 2021




Registration
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Thomas University

This takes you to the sign-in page.

Sign in with your organizational account

Use your Thomas University User
Name and Password!
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Registration
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» First you check YES on the Terms T, e

and Conditions Page which pops-
up. Candidate Registration

In order to complate the registration, you must follow the steps listed below. Please note that each step takes anly a few minutes of your tme and the regstration process can be completed quickly.

COntact Information
pher contact information about yourself into the system. )

That takes you to the Three Step
Registration process page.
2 You must answer profile questions in order to be found in this system. Thess peofile questions are used by emplovers to find candidates that mest their specific job

Click on Step One! I L A L LA :

3 e i >
You only have to do the first two e
steps to fully register, upload
resumes, and make appointments with

your Career Center Coach.

Copyright © 2005-2021 GradLeacers, LLT. Al rights reserved. | Terms of Lise
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Registration
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» Step One Registration - “Contact A
Information”

Job Postings  Events & Workshops ~ Coaching  Communications  Activity Calendar  Configuration  Reports

Company List

Resume | Profile | Notes(D) | Actity ~ Offer | Comm Pref

First, this section requires you to check

- . * Contact Information 2 edit Action
information for accuracy and make e i m
. - © Send Text Message
changes if necessary and add info where e e B ki
missing. i N i il i
) ) ) ADDRESS LINE 2 ;h“m . B pﬂ_m%%le
Second, be sure to fill in required - - g
fields, especially those that relate to e i B s
getting text messages ““receive text ol " 4 i
messages” and related requirements. - cm—
Note: We need to be able to auto- i posadl e .
confirm your appointments via text and - - el s
donald lewis

communicate via phone/text while
working with you on your career goals!

EMAIL
donald lewisGstudent thamasu edu

» Detailed Profile
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Registration
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Click on Step Two... this an important Candidate Registration
Step to help you . the employment Inades t complee the gistaton you must folow the stps fsted bekom, Plaas motetht ebch siep akes oy 3 lew it ofour time an the regietation rccess can b compleled quickly
of your choice!

Enter Contact Infarmation
‘iow must enter contact infarmation abaut yourself into the system. )
1- 3 minutes
You must answer profi'e questions in order to be found in this system. These profile questions are used by emplayers to find candidates that meet therr specific job
pperturivies. The mor ly and campletely you fil out thess questions, the mare likely your prafile wil be found by employers laoking for yaul )
3 Build Resume/CV )
Lse the templats to creste your resume/CV in the approved farmat

15-30 minutes

Copyright @ 2005-2021 GradLeaders, LLC. All rights reserved. | Terms of Use
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Registration

» Step Two Registration - “Detailed
Profile”

In this section, you add all the
information you can that helps
employers understand why you might be
a great candidate for the job of your
dreams!

- Demographic Info - includes Veteran
status, etc.

- Additional Info - includes sports and
achievements

- Skills - includes work experiences

When you finish this section, your
Dashboard will open automatically!

TU Career Center Website: Facts and Registration
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Career Center

Company List  Job Postings ~ Events & Workshops ~ Coaching  Communications  Activity Calendar ~ Configuration  Reports
* Detailed Profile 2 edit
* Education
STUDENT 1D (el 1] DEGREE SEEXING OR ATTAINED (211
ANO0003319 Master's

CLASSIFICATION (et GRADUATION DATE {el7)

Graduae August 2001

MAJCRIS) (1) GPA [adit)

(Clirical Mental Hea'th & Clinical Rehab Counseling 4

CREDIT HOURS (=cit] ACHIEVEMENTS (pclit)

(3] Outetanding Student 20-21 Clinical Mental Health and Cinical Rahabiftation
Counseling

CAREER GOAL {97 OTHER INFORMATION (21)

Carger Coungelng and Adminitration * Have a previous Masters degree. Master of Fine Arts, Creative Wiiting/Ergisn,
Urivarsity of bowa's Waiters Warkshop
*Yale, History Major, American History

+ Demographic Information

DATE OF BIRTH [5:1) GENDER jei)

93072021 Ml

ETHNICITY (2] 1.5, WORK ELGIBRLITY (o]

Caucasian Eligible to work WITHOLT visa sponsorship




Your Dashboard!
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» When you’re finished registering, cater e
your DaShboard WI ” autOmatlcaI Iy B bt Welcome to the Career Center Please review before first
My Profie ~ Workspace meeting!
open. . o |
Job Search Our Career Coaches are happy to assist you w!m all ﬁhermapng an appointment, please [egdj sign, m
: your career re lated nieeds All you need to do is and email the Informed Cansent and Confidentiality

“Make an appointment”, on the left column of your Agreement to your Career Coach. Their email address

Whenever you log on in the future, i o S i oo

- - ’ [ 3 ’ ’ ::;;::;;:Msummmmﬁinglm
this page will appear. vem—m— S |

Please review Policies and Procedures prioe to first

In the future, job openings relating to m |
your major will appear under the ——

heading “New Job Listings.” New Job Listings

Repart Employment

Most Recent  USHegion  (lobal Region
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Your Dashboard!
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€ 2 € @& docsgooglecom/document/d/1TEISCNIF GOoPdzKlcavToEFFrPWILT2300K- ekELK edit

On your Dashboard, there is a medCorvnt Gty 4  © o
information box at the top/left that e
says “Please Review Before Your Theimss .

Career Center

F i r St M e eti N g i 77 Informed Consent and Confidentiality

for Career Counseling
Thomasville University Career Center

Request edit access A [1-

1. Career counseling is a collaborative process intendad to assist you with
addressing curent career concems, refining skills for develoging your own
career, making decisions about your college major and other related services.

2 Time Parameters: To be determined.

» Open the link to the Informed Oy

am bound by the ethical standard of corfidentiality and informed consent in
ml:mwi[hllw laws and codes of the state where you reside. All

Consent and Confidentiality Lo e oy s it o

disclosed to any outside person(s) or agency without your writlen permission,
except when such disclosure is necaesary to “protect you or someonrs slza from

Agreement. You will need to print, e S et o e
sign, and email to your Career B

Coach before your first Zoom e T
meeting! e o oaron o Tdrd i el A e

in training, we are leaming through the hands-on experience that internship
placament provides and go not profess io be experts in the fisld,

4, Experience: As Clinical Mental Health and Clinical Rehabiliation Counseling
graduate student intems training in the TU Career Canter, we have demonstrated
mastery of career development, occupational analysis, and job placement and
are fraining under supervision in the { providing career services
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Your Dashboard!
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Themas University Career Center Client Poficies and Procedures reoe et ERGE m o
File Edd View Tools Help Lastedtwasmade? days ago by Philip Parker

i . NN
» From the same information box, be Thomds
.. Career Center ¢
sure to read the Policies and
Procedures document before your
first meeting with your Career e e e A
Coach! 1 Wearea g center. Al apx ane conducted via Toom.

Themas University Career Center Client Policies and Procedures

2. You may reach out to make appoi i irg, the center st
garzerenter@homass.edy or through this website which & found on the Hawklink
menu of your student portal.

3. Al Zoom appai ane ically scheduled for 50 minutes unless otherwise
nged or by mutual decision b you and your Carear Coach.

dn

. Cur Career Coaches are intems from the counsefing program at Thamas University and
are trained in helping you achieve your career objactives but are not livensed or centified
coumselors at this time,

w

1f you fail to make two |2) schedulad appointments without letting your coach know &t
Jeast two howrs in advance, you may be terminated as a client of the career center. \

-,

You mest exsrute the Career Centar Informed Corsent and Confidentiality Agrasment
before beginning work with a career coach,

. Youneed to fill out the Career Center Infake Farm either before your first ppeintment
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Schedule an Appointment

» To begin making your appointment
with your Coach at the Career
Center, look to the left navigation
menu and click on:

: DAL
“Make an Appointment” =D Lg 400
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¥s inbo s x| off Mail-C x | [E Google x | G Google x | b Shareit x | fff Fan20c x | ) Login- x| () Postar x | @ Suder x| €3 01Ge x | ghlewisi x b Dant x4 e - 0 X

& 9 © @ candidabegradieaders.comyThomas/Candidates/Authenticatod Diashboard asp
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Career Center
&5 Dashboard
Welcome to the Career Center
My Profile ) workspace
— Qur Career Coaches are happy to assist you w?th all
your career related needs. All you need o do s
“"Make an appointment’, on the left column of your
4 Fuents ¥ screen. ’
!
Companies
Actiity Calendar
1 Dooument Library
New Job Listings
| Report Employment

MestRecent  USRegion  Global Region

Please review before first
meeting!

After making an appointment, please read, sign, date,
and emal the Informed Consent and Confidentiality
Agreement to your Career Coach. Their email address
is included in the appointment confirmation email
that you received subsequent o making the
appointment.

Pleasa review Policies and Procedures prior to first
contact.

OO o I

.'."'o & Donald -



Schedule an Appointment

» Click on the Drop-down:

“Coaching Signups”

B nko x| @M X | [5G0 X |5 oo X | @shen x| @R x| D bogi x| @ X [ @ x| G0CK i x Bk | Bk x| @hex| 4 e - O
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Cllr;;rm' 4

B8 Dashboard
Wy Profile
loa Search
Events

[B] Wake an Aposintent v

vaching Signups
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Companies
5 Activity Calendar
Document Library

Repart Employment

Welcome to the Career Center
Workspace

Cur Cateer Cosches are haopy to assist you with &l
your career refeted needs. All you need todo is
“Make an appointment’, on the left column of your
soreen.
» L ) " 8 L
2 ¢ T L)
F e N

New Job Listings

Most Recent  USRegion  Global Region

Please review before first
meeting!

After making an appointment, please read, sign, date,
and email the Informed Consent and Confidentidity
Agreement to your Career Coach, Their email address
isinchuded in the appointmant confirmation emall
that you received subsequent to making the
agpointment.

Pleage review Policies and Procedures prior to first
contact.

Ex 0
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Schedule an Appointment

Wmbe X [ Ml x| B Gooo x| G oGos x| @b stan x| Rz x| O ologrx | @ x| @ x| Pocx Moo x B x| Biverx | @me x| + (Y 0 Ha ko
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» Above the headline “Coaching e

Appointments” click on: o

MyPoie Coaching Appointments

. Click "+Add Appointment” ABOVE to begin!

Student coaching appointments are listed below. To make any changes or cancel an appointment, dlick the binoculars and diick “remove signup.”

“Add Appointment”

T e
Make an Appointment . SortBy Reverse Chronolog v 88

Signups (7)
Coaching Signups
Comparies © Coaching on Aug 16 2021 3:30 PM i
S5 Activity Calendar Zoom Meeting
Advisor: Status:
Document Library Kelly Royal ‘iyn:dl.b 3000
Repart Employment
Coaching on Aug 06 2021 9:40 AM i
Zoom Meeting
Advisor: Status:
Kelly Rayal
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Schedule an Appointment
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Find Available Appointments

» In the pop-up, select:

Appointment Type: *

“Zoom Meeting”
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Schedule an Appointment
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» If you know who your Career Coach L
is, click on his or her name in the
drop-down menu.

% Back

+ Coaching Availability Calendar

- - . Appointment Type: :
If not, make an appointment with any 1 s s .
coach with only “All Coaches™ selected. B s o i
- - . Coaching Signups Q) p
When making appointments via our s Tty 0
- - - - - SUN MON TUE WED THU Rl SAT
website after this first meeting you will e 1 : : ,1 : : :

select your coach’s name only.

Doument Library

Regot Engioyment

You and your coach may decide to simply
make a next appointment for a future
time during a meeting or communicate
via email about appointments in the
future.
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Schedule an Appointment

a x
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» Select a day and time for = 208 e
an appointment. Be sure — =

) © SEP 2021
that you can make this R T T
appointment! ., EAEEETE T

Companies

SUN MON TUE WED THU FRI SAT

== Adtivity Calandar
Repart Employment » 2 1 ] 15 ] 1 18
£ & - . - w 3l

Track Activities for_pcfl ~ ~ Gradlzacers-ump. pof Shon x
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Schedule an Appointment
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» Select a time_on that date
with a coach who
available at that time!

P - v
Thomas ~ studens g & T
Career Center

Dashbeard « Back

My Profile

Coach: Roam:
Dilworth, Marlon Virhaal
Events Pick Time:
40 P
Make an Appointment
Coaching Sigrups
! Companies v 53’9? 2021
= Adivly Calender Coach: Room:
Lewis, Donald \irbual
Document Library Pick Time:
400 P
Report Employment
Sep 07 2021
R Track activities forpet A T TackActiitiestorpdl & | T} Gdledesdumppdf
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Appointment Confirmation

» You’ll receive an email and text
message confirming the time and
your coach for your appointment!

The email will include the Zoom link for
your meeting with your coach!

The email will also include a link to the
Informed Consent and Confidentiality
Agreement. You must sign this and email
back to your coach.

Your coach’s email will be included in
the confirmation email for one-on-one
communications thereafter.
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