
 

Search and Apply for Jobs or Internships 

Now that your resume has been reviewed and uploaded to your account, your ePortfolio is published and 
viewable and your practice interview is complete, it’s time to start searching for positions in your CareerLink 
account. 
 
Set Up Your Job Search 

To start your job search, you will first click the Jobs tab and select an option below. 

 
 
To select the right option for you, review the following definitions: 

All Jobs: Includes all local job postings, including part-time and full-time jobs, internships, work study 
positions and on-campus student jobs.   

My Job Applications: A listing of all the jobs you’ve applied for within your account. 

My OCR Applications: Lists all of the jobs you’ve applied for during an on-campus interviewing 
event.  You must be given access to On-Campus Recruiting in order to see this tab. 

NACElink Network: A national job board offered by the software provider, NACElink. 

Full-time: A listing of all full-time jobs available in the area.  This listing is geared towards graduating 
seniors and alumni, and the options include positions that require a degree and do not require a 
degree. 

Part-time: A listing of part-time jobs, or jobs posted for less than 32 hours per week.  The majority of 
part-time jobs will not require a degree, and are targeted towards current students. 

Internships: Features paid and unpaid internship opportunities available in the metro Louisville area. 

Work Study: A listing of jobs available on and off-campus for students who have received a work 
study award from the financial aid office. 

 

 



 

Once you have selected a job search option and you’ve clicked the corresponding tab under the Jobs tab, you 
can review the results by scrolling down the page. 

 
To change the sort and scroll options, click the arrow buttons on the right-hand side of your search screen.   
You can sort the results by Job Title, Employer, Date Posted and Deadline.  You can show up to 250 results 
per page, and you can click the page numbers to continue through the list of available job postings.  

 
 

To narrow down your search, use the keyword search bar or click on the down arrow next to Advanced 
Search for an additional set of search options. 

 
 
 



 

Create a Job Search Agent 

Once you have selected a particular search option using either the keyword search bar or the Advanced 
Search option, you can create a Job Search Agent in your account by clicking the down arrow next to Saved 
Searches.   

 

Start by titling your search to indicate the type of jobs you are seeking, then indicate whether you want to 
receive email notifications, by clicking on either never, daily, every other day, weekly, monthly or quarterly.  If 
you decide you want to receive email notifications, then indicate whether you want to receive only new results 
or all results by clicking Yes or No under the New Results Only option.  Click Save to set up your agent.   

Once you save your Job Search Agent in your account, you 
always have the option to click the corresponding Title 
under Saved Searches to view the results.  You can also set 
up as many Job Search Agents as you would like in your 
personal account. 

 

 
Applying for Jobs 

Once you have selected a job or internship of interest, click on the job title to view the job posting. 

 
 



 

If you would like to Apply upon viewing the posting, you can click the Apply button or you can click the star 
next to the job title to Favorite the job for later. 

By adding the job to your Favorites, you can 
save the posting for later viewing.  The job 
posting can be found by clicking the Jobs tab, 
and then My Favorites.  Your Favorites are also 
available on your Home page. 
 
Once you are ready to apply, click the job 
posting and then the Apply button. 

 

 
 
The Apply box will open up and you can select an approved resume to submit, and a cover letter.  If you do not 
have an Approved cover letter, you can click the Add New button to create a cover letter on the fly.  Please 
Note: Required documents will be marked with an asterisk.  
 
You may also enter your cover letter information in the Notes box.  The information provided in the Notes box 
will be included in the body of the email sent to the employer contact once you click the Submit button.  
 
Once your resume has been submitted, you can view your completed application information by clicking the 
My Job Applications tab under the Jobs tab. 
 
 


