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HOW TO PARTICIPATE IN AN
ON-CAMPUS RECRUITMENT

(With Interview Date Information)

Document Description
e This document will give you a step by step
procedure on how to post positions for graduating
students and schedule interviews when the
interview date is known

myFuture

Document written by: Sanghamitra Dutt



Requesting an Interview Date

» From your Quick Link on your homepage click on Request a New OCR Interview Date

Schedules to set up an OCR campaign
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* IMPORTANT UPDATE: POST-
GRADUATION WORK PERMIT
PROGRAM
Citizenship and Immigration Canads
has announced changes to the Post-
Graduation Work Permit Program.
Effective immedistely, and for the first
time, international students who have
completed s degree programs st certsin
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would be sble to obtain an Open Work
Permit under the Post-Graduation Work
Permit Program, with no restrictions
on the of empl nt and no
requirement for a job offer. In addition,
the duration of the work permit has
been extended to three years across
the country. Previously, the program
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~ Post a profile
# Request a New OCR Interview Date SChedule
# View OCR Interview Date Schedules

# View OCR Interviews

# View OCR Applicants

# View OCR Wait-List

# Create a new Job Posting

# View Job Postings

~ View Job Applicants

# Request New Information Session
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# View Career Resources
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o Go to the On-Campus Recruiting (OCR) section
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= Click on the “Request A Schedule” button under the Interview Date
Schedule tab

[ Home | Account | Calendar | Profile | Jobs | On-Camfius Recruiting (OCR) | Events | MeGill Internship Program |
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Interview Date Schedule ‘{ Positions Y Interview;/(ﬁ\pplicants .(Wa'rt—LiS't .( Publication Requests\@ Help
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'3' How to participate in On-Campus P.ecruyg/with MO Interview Date Information - click here

Howv to participate in On-Campus F‘%ﬂing with Interview Date Information - click here

/

'3 ~ Instructions:Click the dajé of an existing schedule, or click the "Request a New Schedule" button to create a new Schedule.
and edit rooms and timéslots .

Schedules /

H_!} No records fl:y/

» To post a job opportunity for an OCR campaign you will be required to request a
schedule

o Request an Interview date
= Select the current term as the Recruiting Session
» Select appropriate OCR model (ex. preselect to alternate)
= Fill in all the required fields

o Click Submit when done. You will receive an email from the career centre staff

when your schedule has been assigned.

OCR Model Descriptions

Preselect - Resumes of qualfied students hat have bdicated mserest 1 the pestion are made avalabie You seiect the “pre-selectod” students you want 1o interview  Only Bese students will be nvied 2 schedule an nderview
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Schedule by ciciing [Usgrace Schedule] Agproved Schedules Bt 0noe you have an interview date. Upen ciciing Upgrade Schedeie. you wil be requirnd 20 select 3 new OCR mooed sets s mierview length, eic

| Submit P| | ¥ Cancel ||$ Reset Form

Hew Intendew Schedule Request
IMESTRUCTICMNS: Please enter the details of this schedule request and hit the submit button when finished.
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OCR Model*
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Posting the OCR Position(s)

» Once the Career Services have assigned your schedule you will be able to attach a
position to schedule

o NOTE: If you have already posted the position you do not need to repost.
o Click on Attach Position.
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J Instructions:Click the date of an existing schedule, or click the "Request N{ew Schedule" button to create a new Schedule. After clicking a schedule, you
can add/attach positions, modify schedule details, and edit rooms and timeshs .

Schedules

Batch Options: | Generate Interview Packet

Showing |20 ™| at a time: tems 1-4 of 4

EHE | Date~ D~ Timespan OCR Model Positions OM / Approved
0 nia 122 Resume Collect %
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» Click on either copy/create a new position or link a position from another schedule
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Tasks Create/attach Position Schedule Details

b Review Schedule -
Eeit Schedule Detai J Important instuctions: i 141
b EelloEheddle Uelals You may crestefa new position, copy an existing position from all of your jobs and maoddify it, Date August 25, 2008
Attach Positions for or link & positionf that iz active on ancther schedule. QOCR Preselect
Recruitment * Linked podtions share applicants. Maclel
* Any changes made to linked position information will be reflected acrozs all relsted Time 8:00 am - 5:00 pm
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Multiple
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Interviews

{ Reouest & Schedule Whiould you like to Iinian existing position or copylcreate a new position to this schedule?

no

x cancel

» Fill in all of the required fields for the position. You can repost an old position by
selecting it from the Copy Position drop-down menu.

» Should you wish to receive all of the applications as a bundle at the end of the deadline
date, click Accumulate Online in the “How would you like candidates to apply?” field
followed by clicking “YES” to Automatic Application Package Generation

» Click Save & Finish when done or Save & Attach Another if you want to post another
position with this schedule i.e. attach all the positions you are going to interview for on
the selected interview date.
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» You will receive an email from the Career Centre staff once your job posting has been
approved
» Click on Done to see the list of Schedules that you have posted
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[ schedules ‘{ Positions ‘( Interviews ‘ Applicants ‘Wa'rt-List ‘ Publication Requests \@ Help

‘: )' Instructions:Click the date of an existing schedule, or click the "Request a Hew Schedule™ button to create a new Schedule. After clicking a schedule, you can
add/attach positions, modify schedule details, and edit rooms and timeslots |

Schedules

Batch Options: | Generate Interview Packet
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Request A Schedule | Showing | 20 [:] at atime: kems 1-2 of 2




Selecting students for the interview

» To select the students you want to invite for interviews click on On-Campus

Recruiting (OCR) on your homepage and then the Applicants tab. Click on the
Applicants button next to the schedule.
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) Ingtructions:Click the date of an existing schedule, or click the "Request a Hew Schedule” button to create a new Sched

le. After clicking a schedule, you can
add’attach positions, modify schedule details, and edit rooms and timeslots .
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Batch Options: | Generate Interview Packet
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» You can invite students for the interview by choosing invite from the drop-down
menu in the status column next to the name of the student.
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‘? Hote: “You must select a "position” and click [Lpply Search] before batch inviting.
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Search Filters:
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not invited




» To view the list of students who have signed up for the interview click on the

Interviews tab
» Select the Position you are interviewing for and click the Apply Search button.
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J To view POF files, y% may need Adobe Actobst Reader. To viewr Excel files, you may need Excel Yiewer 2003,

Search Filters: ‘
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Batch Options: | Sawe As Excel | | Generate Book
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