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CALIFORNIA STATE UNIVERSITY, FRESNO Division of Student Affairs

Campus: Home | Directory | Search

Career Services

Division of Student Affairs | Promoting Student Success

STUDENTS GRADUATE STUDENTS EMPLOYERS FACULTY/STAFF PARENTS/FAMILY ALUMHNI & COMMUNITY

Heme = Career Services

Lins
fHome Campus to Career Made Easy.. et entiog.n

About Us Employer Log-in m

Contact Us Wel;ome! Consider this we.b site your ihtroducti Alumni log.in
services and programs available to assist student:

Calendar

things career-related. While this site is filled with useful tips,
information, resources and examples, keep in mind it is just a starting
Thank you! point.

OPTIMAL
RESUME

At any stage in the college experience, students and alumni can meet

with a career counselor to clarify their career direction, ensure they are

prepared to market themselves well or to develop a personalized iob

| Bulldoglobs.com

‘pregister SRR

Regizter for a new account.

| Register: {Create New Account, OCR, Career Fairs) F

| Register: Post Jobs On Bulldoglobs (Freea)

| Post A NACElink Multi-School Job (Fee Apply) F
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Organization Mame®:

Enter a brief de=scription of your organization.

29

De=scription:

| #EC  Check Spelling

(If applicable)

Website: |

Industry*: (|Aerospace/Defense
Accounting Services

Agriculture
Arts and Entertainment

Biotech/FPharmaceuticals
Chemicals

Administrative, Technical, and Profes=sional Services —

Automotive,/Transportation Manufacturing

Ead

S

Keep These Services [#] gn-Campus Recruiting [*] Job Postings
wreas that dont apphy)

# $ %

Contact Information

Please provide as much information as possible
(mr., ms., mre., etc)

(first mi last)

[l profie [ career Fair

Full Name*: I

Title: |

Division: |

Email*: |

Phonet: |

Cell Phone: |
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Position Infermation

information in “Contact Information” fiekd

Display Contact Information To Stu

Fosition Type™  [] Part Time
I Ful Time.
[ internship cPaia)
[C1 on campus Job (Non Federal Work Study}
[J Graduate Assistant (Fresne Stats)
[ Federal work Study Job (Approved by Fresno State Financial Aidy
] co-op (Full-Time Internship-Six months or longer)
[l Schotars Service Grant (SSG)
[ community Service Scholarship Program (CSSP})
[ Feliowship
[ externship
O vemporary
] commission

[ Fan

[CDwelunteer (only Government & Non-Profit Agencies)

O Project




&56)# $ |/ 89 % 9

Title®:

Job Dezcription®:

4L Chack Spelling
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Job Funclion: Job Function:
st V] [selet] v
Spure and Recreation
Rea\Estate
Educaﬂun
D] Al Categories
Accuuminnginance
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Choose how you would like to receive student resumes for non-ocr positions.

Resume Receipt™ []g-Mail [] Accumulate Oniine [_] Other (enter below)
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Po=ting Date® | Select | |-;,'5 Clear |

(Job announcement will ke removed on this date.)

Expiration Date®: | Salact | |¢. Claar |

& 9& ;] $ (E 9 E 1/
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Pleaze enter the desired work authorization.

Work Autherization: |US Citizen -~
Fermanent Resident
F-1 Visa s’
& "8 = | 1$ < 7 <
?
Salary Range: | W

Hourly Wage/Pay: |

& )'$ 4 2?2 EQ
9 - 99 9

Location: | ) oeation

Nation Wide™
O yes @& no
City*

Enter the City

State”
Enter the State

- |

Country”
Enter the Country

4 Add Item
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Getting Started with BulldogLink

1. Go towww.csufresno.edu/careers

2. Click on theBulldogLink-Employer log-in logo on the right hand side of the website

3. Choose the registration button that describes y@asgon for registering at this time.

4. Provide information for all fields marked with adrasterisk.

5. If you miss a required field with a red asteris&uywill receive an error message for the
fields missing information.

6. Complete the registration form and click on thersitlibutton.

7. You will see a message acknowledging your registmregubmission.

8. After your registration has been approved, you keitleive an e-mail confirmation.

9. BulldogLink account requests are continuously approved thautgkach business day.

Logging into your BulldogLink Account
Once you have registered for your account (arglapproved), you can log-in as follows:
1. Go towww.csufresno.edu/careers
2. Click on theBulldogLink-Employer log-in logo on the right hand side of the website
3. Enter your Username (e-mail) & Password in thepByer log-in section.
4. You are now on yousulldogLink home page. Immediately locateanouncements
Quick Links, and theAlerts sections.

BulldogLink Homepage

Here is a list of what sections you can find onnulldogLink home page:

Announcement: Check here for important announcements from CéeBeerices.
Quick Links: Find direct links to the pages you will probabkeuthe most.

Alerts: Time-sensitive reminders critical to your succebksge ofBulldogLink .
Calendar: View your scheduled activities including intervigvevents, etc.
Feedback:Contacting Career Services or e-mail us at: caegeices@csufresno.edu.

arwnE

BulldogLink Menu Choices
These are the choices that you will find on thertapigational bar of your BulldogLink home
page. These choices will remain on top no mattetwection of BulldogLink you are
exploring.

1. Account: Check or update your personal profile.

2. Calendar: View your scheduled events, deadlines, appointsyett. here.

3. Profile: Please provide as much information about yourruegdion as possible. There

is also a place for your logo.

4. Jobs: This is for NON On-Campus Recruiting jobs.

5. Resume BooksNot available.

6. On-Campus Recruiting (OCR). Access interview schedules, jobs, applicant,lists.

7. Events: Click here to register for Career Fairs. UnderAlets section, you will also
see a direct link for Career Fair registration witeg open.

8. MENU tabs: You do not currently have access to the tabs tieatat bold. If you would

like to activate any of these tabs, please contaceerservices@csufresno.edu




On Campus Recruiting (OCR}

1. Once you log-in toBulldogLink , select the OCR tab at the top of your home page o
utilize the quick-link menu choices to get to the GR section you need.

2. To create a new schedule (to first step required toreate your OCR posting).click
on theRequest A Scheduleutton on the OCR home page. Refer to the “Request a New
Schedule” section on page 14 for detailed instomstion how to create a new schedule.

3. On the OCR home pageyou immediately see the list of your schedules yoa have
already set-up. Below your existing schedules, s@iyour Pending Schedule Requests
(still waiting to be approved). Click on the dafeyour schedule to see all of the
information for that particular schedule in onegala

4. The OCR home page includes sub-tabs for furtheiildein your OCRschedules,
positions, interviews, applicants, wait-list, and pblication requests Information on
these sub-tabs is provided below.

Schedules Tab

Shows you all of the relevant information and d&bes/our existing schedules and helps
you to create new schedules as well. Click orf'fRezjuest A Schedule” button to create
a new interview schedule or click on an existinigestule date to see all of the relevant
information for that schedule. Once you click onexisting schedule date, you can see
the following menu choices in the tasks menu orlgftdhand side of the page.

a) Review Schedule:This is the default page that comes up when yak cli
on an existing schedule. It allows you to reviéhoathe details
pertaining to the schedule you selected.

b) Edit Schedule Details button:Allows you to edit certain information
about your schedule depending on where the scheduiehe OCR
process. You will not be able to change the ineenlength after
students have begun signing up. Contaceerservices@csufresno.eflu
you need to make a change not allowed by the system

c) Attach Positions for Interviews: Click here to attach another position to
your existing schedule.

d) View Interview Schedule: Click here to review the timeslots you have
selected for your interviews.

e) View Another Schedule:This takes you back to the list of your schedules
found when you clicked on the Schedules tab. Youatiak on a
different schedule date to view all the detailsdnother schedule.

f) Request A ScheduleClick this link to request additional schedules.




Positions Tab (Jobs)
Shows your current jobs, the schedules they aaelst to, interview date(s), number of
rooms, number of applications, and number of inéswnslots.

a) Important Information: Remember that, in order to post a new job, you
must first request a schedule for the job you vamtost (or attach the
new job to an existing schedule). Under this “Rosg” tab, you can view
a list of all your OCR jobs currently in the systamd see to what
schedule they are attached. Click on the titldhefjob to see the full
position information. To return to the list of jqlést the return button at
the bottom of the page or the return link at thefar right of your screen.
To edit a job, click on the job name. After you raglour changes, click
on the Submit button. If you want to erase youtsdiick the Reset
button.

Interviews Tab (Jobs)

Allows you to see which of the invited studentséngigned up and their interview
timeslot.

a) Important Information: Here you can view your scheduled interviews
for your upcoming OCR visit. Choose which job yoanwto view from
the Position drop down menu and click on the Agpdarch button. If no
students have signed up yet, you will g&t@arecords found message.
Once students begin signing up, you will see tinedule, the position,
student name, room, time, and student documeg{sjilon this page.

Applicants Tab

Shows you the list of all the students who youtedito interview or who you placed on
the alternate list.

a) Important Information: From this page you can search by position
(using the Position drop down menu) for all studemho were invited to
interview or made the alternate list. You can alsarch by student name
if you need to specifically look up certain stude@tudents may decline
an interview invitation online. You can see which students (if any)
declined an interview from this page.

Wait-List Tab

Shows you the students that you have placed ontdista You utilize this function

when your schedule is full, but you want to holdootine applicant in case you have more
openings in your schedule.

If you have requested a resume packet from Cameicgs, the document will be in this
queue.




On Campus Recruiting Request a New Schedule

Steps:Log into theBulldogLink system using your email address and passw(d.if you are
already logged in, click HOME on the top navigatibbar). Click on Create On Campus
Recruiting (OCR) Schedule Request under the Quicksmenu (or click on the OCR menu
choice, then click on the Request A Schedule tadn Click on the Add New button). Complete
the fields under New Interview Schedule Requestguie information provided below. Note:
The system will automatically refresh after somgair choices are made.

1. Recruiting Session:Select the semester and year during which you teish
interview

2. OCR Model: Chose ONE from the options below. (We can chdhigeater if
necessary.)

Room Only - You are making any/all schedule arrangementsoahdneed a
room from us.

Pre-Select to Alternate to Open Invited students will be able to sign up on
the schedule first. Several days later, Alternatéibe given the chance. If
any interview slots remain open, several days padhe interview date,
students on your wait-list will be able to sign up.

Open- Any student who matches the employers' qualifbcast may sign up
for an interview. Employers do NOT get to reviewumes prior to the
student signing up on the schedule.

Resume Collect You are only collecting resumes for this job jpogiat this
time, but may choose to convert this to an intemsehedule in the future.

3. Interview Date: Select the specific date you would like to comé&tesno State
to conduct interviews.

4. Time Slot The full day option will automatically set yowrteedule to begin at
8:30am, end at 4:30pm, and give you a 90 minutehldrom 11:45am to 1:15pm.
If you just need a morning or afternoon schedube, gan select that option as
well. If you will need additional breaks duringetday, you will need to set those
when you are making your schedule details undeRtimam/Timeslot Availability
screen.

5. Number of Rooms Refers to the number of separate interview sdesthooms
you will need. (You can only have one schedulerpem, but you can have more
than one job attached to a schedule). One 30-msuliedule allows for 11
interviews beginning at 8:30am and ending at 4:30pm

6. Location: You can indicate your preferred location here,ymutr interview
location will not be officially assigned to you ulrdfter your schedule is
approved. Interviews are held primarily in the 8amp Alumni House or
University Business Center.




7. Interview Length: You have a choice of 20 minutes, 30 minutes, 45.te8) or
60 minutes. If you need a different set up, pledmmose "Other" and include
details in the Notes box at the bottom of the stree

8. Allow Multiple Student Interviews: Choosing "yes" will allow students to sign
up for multiple interview times. This is useful ehyou have multiple jobs
attached to one interview schedule as it allowdestts to interview for multiple
positions.

9. Notes Please include any additional scheduling inforamayou would like us to
know here, including different time/length for lunetc. Click on Submit. You
will receive an email confirmation when we have r@ped your schedule. If you
do not receive an email confirmation within thressiness days, please contact
Career Services at 559-278-2381. If you need ni@e dbne schedule, you can
submit additional schedules by following the praged listed above.

10. Positions Recruited:This step is necessary for every OCR Model excepiniR
Only. Click on 'Add Position' button to create fiasition for which you are
interviewing during that schedule.

11.Copy Position Choose from a list of existing job postings thaii would like to
attach to this schedule.

12.Position Type: You may choose more than one position type if yau a
interviewing for multiple positions on this scheel@l.e. Full-Time, Part-Time, or
Internship types).

13.Title: Enter the name of the job.

14.Job Function: Choose a general category that this job wouldritd.

15. Description: Enter your job description. Please enter as muichnmation as
possible so students will be able to tell if theyuhd be a good match for your

position.

16. Display Contact Information to Students Check this box and edit any
additional information besides your name that yawh like students to see.

17.Work Authorization: It is useful to indicate if you can or cannot hstadents
with particular VISA statuses. Please select #8A/and Residency Statuses that
you can hire. Do not select any choices if you haveesidency requirements.
18.Desired Major(s): Select multiple majors by holding down the CTRL key

19. Additional Documents: Click any additional documents you would like to
request. This does NOT require students to pravidse documents in order to

)



apply. If you would like to receive these requesteduments as part of the
application process, please indicate this in thecibnments Required” boxes that
will pop up.

20. Salary: You can provide a salary range for the position.

21.Location: Provide location information for your position blyc&ing on '‘Add
ltem’.

22.Add Item: Click here to add another job posting to your wiew schedule.
When finished with this position, click the 'Subhbititton.

23.Tasks Menu: After you finish filling out your request, you witle on the
Schedule screen. On the left of your screen, ydiisee the tasks menu. This is
where you can edit your information and see otipéioas pertaining to your
schedules.

On Campus Recruiting ManageResumes Submitted and Invite Applicants
1. From your home page, click on the OCR Applicantec®uink to view students who
applied for OCR jobs. (Or click on the OCR menuwastrthe top of your screen, then
click on the Applicants tab.)

2. View the list of applicants.You can see their name, the position applied Fairt
submitted documents, and their status as an applica

3. Last Name:Notice the last name is a link. Click this to gahie Applicant Status page.
If you have more than one schedule/day and wachdose which schedule/day this
particular applicant can sign up on, you can mala¢ decision here.

4. Documents:To view the resume in PDF format click on the papen with the
'R'on it.

5. Status: This is where you will make your interview decisifam each applicant. If you
see the 'Select has not begun yet' message inahes 8olumn, that means the students
are still able to apply. After their apply deadli@eluring the employer decision dates,
the status with read ‘pending’ meaning employelisyawv be able to record their
decisions. Checkmark multiple students and clickhenChange Status To dropdown
menu to mark a batch of students as Not Invitedidd, etc.

6. Inviting/Not Inviting Students:

a) Once youchangethe status for eadpplicant from Pending to Invited, Not
Invited, etc., you are finished. You do not need to sava&ibmit your changes
because the system automatically saves your chavigasan make changes
until the Student Sign Up Period begins. After thia¢ status choices will no
longer be available. *Note: The students see “Regidis their status until their




sign up period begins regardless of what you haamged their status to be and
when you changed it.

b) Students left marked as Pending will be automagicddanged to Not Invited at
the end of the Employer Select period.

c) If an invited student declines the interview, yoill see that on the right of the
status in the Status column.

d) Once an invited student signs aip your schedule, they will no longer appear on
the Applicants page, but instead will appear onltierview page.

7. View Schedule:Once a student signs up for an interview, the weer details appear
under the Interviews tab. You can also view younesitile(s) in the interview schedule
format by clicking on the Schedules tab and thetherView Interview Schedule link on
the left.

Posting a Non OCR Job orBulldogJobs
1. Non On-Campus-Recruitingjobs are those which will not need an intervieWwestule
because interviews are not being held at Fresrte.Sta

a) Log into your Fresno StateulldoglLink account.

b) From your home page click on the Quick Link - Cegldbn-OCR Job Posting or
click on the Jobs menu across the top, then clicthe 'Add New' button.

c) Complete the New Job form. These fields includeDebcription, Resume
Submission, Start Date, Expiration Date, and Woukharization.

2. Position Type: Choose the type of position for which you are wéorg (i.e. full-time,
part-time, internship, etc.).

3. Job Description: Please provide as much information as possible.

4. Resume SubmissionYou can choose how you want to receive submittedmes:
a) Email: resumes will be emailed to you as they are subtitt
b) Accumulate Online: you will log into your Fresno State BulldogLinkcazint,
click on the Jobs menu, then click on the StudesguRes tab to see applicant
names and resumes.
c) Other: provide written instructions for how you woulddilapplicants to apply.

5. Start Date: Choose the date you would like your job postmbdécome available.

6. Expiration Date: Choose the date your posting will no longer ba&ilabale to potential
applicants.

7. Work Authorization: Select work authorization(s) your organizatioaliswed to
consider. (Hold the CTRL key down as you click fioultiple selections).




8. Press the 'Submit' button when your posting isyead

9. Quick Note: Your job will be PENDING until we approve it. Whérhas been
approved, you will see a green check in the Appdasxa@umn. You will also get an email
confirmation.




