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1. Getting Started

1. Open a new web browser window and go to the following web URL: https://nus-
csm.symplicity.com/employers/

2. For new users, please register for an account by clicking on ‘Sign Up or ‘Sign Up and
Post Job'.

Employer Sign In Sign Up

Please enter your username and password. New Employer Sign Up

Username Sign Up Sign Up And Post Job

your email address

Password

Forgot Password

Sign In. you agreed that f the system is governed by the

t of rarms & conditions an, y CSM Privacy

Contact the TalentConnect team NEe if you need assistance with the porta

3. Fill up and submit your account registration form.

You will receive an acknowledgement email with email subject title: ‘NUS TalentConnect
— New Employer Registration Acknowledgment.

NUS TalentConnect 4€" New Employer Registration Acknowledgement

nustalentconnect@csm.symplicity.com <nustalentconnect@csm.symplicity.com>
To: @ Ang Yin Sher, Sharon

- external Email -

Dear Sharon Ang,

Thank you for your online registration to access the NUS TalentConnect job portal.

You will be notified of your account registration status once your request is reviewed by the Industry Relations team.
Meanwhile, have a good day ahead!

Warmest regards,

TalentConnect team
NUS Centre for Future-ready Graduates


https://nus-csm.symplicity.com/employers/
https://nus-csm.symplicity.com/employers/
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Once account registration is approved, you will receive an acknowledgement email with
email subject title: ‘NUS TalentConnect — New Employer Registration Acknowledgment.

Welcome to NUS TalentConnect Job Portal! o os o
C @csm icity.com | Y licity.com> Today at 14:34
To: @

- external Email -

Hi Sharon,

Welcome to NUS TalentConnect Job Portal!

We are pleased to inform you t r account registration has been created successfully and you can now login to the job portal to:

« Post jobs and internships
+ Retrieve and manage your!

Simply create your password
Set Your Password
Get started today by completi sting opportunities for our students and alumni.

For future logins use:
Portal Login Page: https://nus-csm)}

H

H Welcome to NUS TalentConnect Job Portal! o &
nustalentconnect@csm.symplicity.com <nustalentconnect@csm.symplicity.com> Today
To: @ Ang Yin Sher, Sharon
h - External Email -
Hi Sharan, Create your password by

Welcome to NUS TalentConnect Job Portal!

clicking on this hyperlink

We are pleased to inform you that your account registrati as been created successfully and y!

+ Post jobs and internships
+ Retrieve and manage your applicati

Simply create your
Set Your Password

word to login for the first time:

This is the login page of

Get started today by pleting your opportunities for our stu TalentConnect jOb portal

pany profile and start posti

For future logins use:
Portal Login Page: https://nus-csm.symplicity.com/employers
Your Username:
Password: <This will be the password that you ci

n your initial legin>
For steps on how to create job and internship opportunities, you can refer er guide from your account (Go to Account Management > Document Library).
We wish you the best of luck with your recruiting efforts!

If you need further assistance with the job portal, please feel free to contact us at talentconnect@nus.edu.sg. Fer enquiries on graduate recruitment/ hiring matters, kindly
contact your respective Account Managers or email us at hire@nus.edu.sg

Warmest regards,

NUS TalentConnect team, Your registered email address

Centre for Future-ready Graduates

asymplicity will be your login ID
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2. Account Login

1. Open a new web browser window and go to the following web URL: https://nus-
csm.symplicity.com/employers/

2. Enter your username (your registered email address) and password, followed by clicking
the ‘Sign In’ button.

Employer Sign In Sign Up

Please enter your username and password. New Employer Sign Up

Username Sign Up Sign Up And Post Job

your email address

Password

Forgot Password

By clicking Sign In. you agreed that § of the system is governed by the

above set of terms & conditions and Symplicity CSM Privacy Policy and Terms

Contact the TalemtConnect team Nere if you need assistance with the porta

You will be redirected to the ‘Home’ page of your TalentConnect account.


https://nus-csm.symplicity.com/employers/
https://nus-csm.symplicity.com/employers/
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3. Home Page
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Profile Management
Complete your company profile to

Home Page

showcase your organization to students

INUS

Home

»

and alumni

Announcement
/ You can view latest updates here

Announcements

&

1 Employer Profile

Jobs & Internships

[Ek

Events

£3

Experiential
Learning

B

¥y Calendar

©1 Account
Management

| NATIOMAL UNIVERSITY OF SINGAPORE HAS MADE AN ANNOUNCEMENT

Contact Us
Dear employers, welcome back to HUS TalentConnect portal!

If you have any queries in relation to your recruitment or events, please reach out to

us at the following email:

HUS Centre for Future-ready Graduates

Please direct your query to your Account Manager or hire@nus.edu.sg

ternatively, you can reach us at +65 6516 1385

You can edit your

account setting
preferences and
password here

Account Management

contact information,

ou wish to know more about us, visit our website

nus.edu.sg/ career-services

=chnical support assistance with the platform/ portal, please reach out to the

itConnect team at talentconnect@nus.edu.sg

Jobs & Internships

= You can create full-time, part-time or
internship positions here

TalentConnect Employer’s Guide 2.2

Shortcuts

Jobs & Internships

Create Job Posting
View Job Postings
View Applicants

Post a Profile

View Document Library
CV Search

NaceLink

Exp. Learning

Attend Events

F*REACH 2021 is currently active

B If you have any questions, please drop

us a message here and our team will
be intouch.

Feedback
You can share your
feedback with us here
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4. Account Management

TalentConnect Employer’s Guide 2.2

The account management is the section where you can edit your contact details, change your
password and update your account setting preferences, such as notification emails from

system.
21 Account ~
Management

Contact Info & Privacy
Settings

Change Passwaord

Document Library

Contact Info & Privacy Setting

Here, you can do the following:

Your Account Details

Title / Salutation
(hr, Mrs, his, Dr, exc

Picture

Choose Image

Full Mame *

Sharon_TestComtactB [DO MOT DELETE]

First Name *

Sharon_TestContactB

Last Name (Sumame) *

DO NOT DELETE

Job Title/ Designation *

Manager

Emnail *

nus alentconnectigmail.com

Update contact details such as:

O O O O O 0O O O O

Title/ Salutation
Full Name

First Name

Last Name
Designation
Work Phone
Mobile Phone
Fax

Office Address

Note: If you need to update your email address,
kindly email your account manager.
Alternatively, you can also contact the
TalentConnect team at
talentconnect@nus.edu.sg for assistance



mailto:talentconnect@nus.edu.sg
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Terms & Conditions
By signing up for an account, | acknowledged that | have read and agreed to this Terms

£ Conditions on the usage of this portal

If you have any questions or reguire further information about the above terms and

conditions, please contact the Centre for Futureready Graduates team at 637161385 or
hire@nus.edu.sg.

MUS reserves the right 1o amend these terms and conditions at any time. Amendments
take effect immediately upon MUS posting it on the WUS TALEMTCOMMECT partal. It is
your responsibility to check for any amendments before using the MUS
TALEWMTCOMMECT. By continuing to access or use the MUS TALENTCOMMECT, you are
deemed 10 have agreed 1o be bound by the terms and conditions as amendad.

Block Alert & Notification Emails

', you will not receive alert or notification emails such as "Job Posting Approval”.
) ¥Yes @ No

Block Campaign & Newsletter Emails

IT "yes', you will not receive alert or notification emails from CFG such as “Invitation to
MIUS Career Fair.

O Yes @ No

Hide Contact Information on Job Form *
IT "ves', yvour contact information will not be v

® No

sible to students on job form

0 Yes

&

&

&

TalentConnect Employer’s Guide 2.2

Click on the ‘Terms &
Conditions’ hyperlink to view
the T&C agreement that you
have acknowledged before
you started to use the portal.

If you choose ‘Yes’ to block any
alert and notification emails
triggered from system, this means
that you will not be able to
receive any alert or system-
generated email notification such
as ‘Job Posting Approval’.

If you choose ‘Yes’ to block any
campaign and newsletter
emails triggered from system,
this means that you will not be
able to receiveany alert or
system-generated email
notification such as NUS Career
Fair invitation from Centre for
Future-readv Graduates (CFG)

If you choose ‘Yes’ to hide
contact information on job
form, this means that your
contact information will not be
made visible on the job form.
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Change Password

4+ Home .
Submit Cancel
81 Employer Profile
* indicates a required field
27 Jobs & Internships
=] Events 0ld Password
Plezse enter your current password.
fl  Experientia
Learning
B Surveys
Password
Calendar
= Assign Password: Enter a new password here.
£ Account
Management

Contact Info & Privacy
# At least 6 total characters

Settings

* Strength Weal
Change Password
Document Library Verify Password

Werify Assigned Password: Be-enter the password ta verify, then click SA4VE or SUBMIT
when done.

Document Library

This is the document repository where you can view/download all the available e-online
documents such as user guides uploaded.

{+ Home . . ) )
[BIZ] Employer Policy Guidelines for Internship
£ Employer Profile 3n Aug 10, 2021
= Jobs & Internships Emplayer Policy Guidelines for Internship
=] Events
8 Experiential
Learning
[BIZ] NUS BIZ Events Calendar AY 2020/2021
Surveys
Y on Aug 10, 2021
) Calendar NUS BIZ Events Calendar AY 2020/2021
@ Account
Management

Contact Info & Privacy
Settings i i i
[BIZ] Bl Module Guidelines for Recruiters

Change Password on Aug 10, 2021
Document Library Bl Module Guidelines for Recruiters
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The employer profile is the section where you can share a brief overview of your organization.

B & &

=]
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Home

Employer Profile
Jobs & Internships
Events

Experiential
Learning

Surveys
Calendar

Account
Management

Home / Employer Profile

Profile Information Contacts

* indicates a required field
Basics

Company Name

ur Account Manager to request for ch f

/updates to the name of

Sharon Test Company [DO NOT DELETE]
Company Overview *
Describe your organization, including your purpose, values and culiure.

Sharon Test Company Description

10
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6. Jobs and Non-Credit Bearing Internships Opportunities

The jobs and internships management is the section where you can create full-time and part-
time employment opportunities to NUS students and alumnus.

6.1 Creating and Submitting Jobs/Non-Credit Bearing Internships

1. At the left menu, click ‘Jobs & Internships’
2. Click ‘Postings’
3. Click ‘Create A Job/Internship’ button.

If this is your first time posting an opportunity on the portal, you will see the ‘No Records Found’
message.

{3+ Home

£ Employer Profile

o

&) Jobs & Internships
Postings
Student CVs &
Applicants
Job Shadow (Not in
use)
Archived/ Rejected
Postings
Career Fair
Opportunities (Not in
use)

No Records Found

Publication Requests
{Hotinse) Create A Job/ Intemship
(=] Events

11
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4. Fill up the mandatory field(s) on the job form and click ‘Submit’ button

There are different position types on the job form.

O Full time Job o

For Job opportunities (Open to
ALL Faculties)

O Contract Full-time Job @

O Vacation Internships - Local (Open to all Faculties)

For semester-long (LOA) Non-
Credit Bearing internship
opportunities

rinrl

O Internships - College of Design and Engineering (En.g}ng

O Internships - College of Design and Engineering (Architg

For Internship opportunities
open to ALL Faculties

O Internships - Faculty of Arts & Social Sciences
O Internships - Faculty of Law

O Internships - Faculty of Science

O Internships - School of Business @
O Internships - School of Computing
O Internships - Lee Kuan Yew School of Public Policy
O Internships - NUS-ISS (launching soon)

O Law Practice Training Contract

O NUS Law Pro Bono Programme

For Credit-Bearing internship
opportunities applicable only
to students from NUS Business
School

Note: If you selected this
position type, please choose
the ‘Yes’ option at the Restrict
Applications/ Activate
Screening field, so that the
BlZCareers team from NUS
Business School will know that
you would like to target your
postings to their relevant
students.

Restrict Applications/ Activate Screening *
Mote:

YES O No

Please refer to Page 13, 14 and 15 for a detailed posting guide.

12
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TalentConnect — Job/Internship Posting Guide (Targeting Business/Accountancy/Real Estate UG Students)

Section Field in TalentConnect | Recruiters’ Most Recruiters’ Internship postings can only be
Popular Choice for Maost Popular viewed by students from NUS
Job Posting Choice foar Business School only
Internship
Pasting
Job Internship Internship Internship
{e.g. FTE, MA, open as either | open as open as
Graduate Program) MNon-Credit Hon-Credit Credit-Bearing Only
Bearing (LOA) | Bearing (LOA)
or Crecdit- Only
Bearing
Jobilntermnship Position Type Full Time Job Contract Full- Contract Full-Time | Intermnship — School of Business
Posting Details Time
Restrict Applications / Yes
Activate Screening
Experiential Leaming Bl 3704 (min. 8-10 weeks)
Placement Type M.A. Bl 3708 (min.16 weeks)
{Multi-Select) Bl 3712 (min. 24 weeks)
Bl 3003 (Non-BIZ or Real Estate
related work scope)
Work Term Choose the intemship period (Summer or Semester)
Internship Geography N.A. [ Local
Jab/internship/Project As per the JD (customizable input)
Title
MNumber of Openings As per the JD (customizable input)
Estimated Start Date of | NLA. As per the JD (custonizable input)
Internship
Estimated End Date of MN_A. As per the JD (customizable input)
Internship
Job/internship Function As per the JD (customizable input)
Jobiinternship As per the JD As per the JD As per the JD As per the JD (customizable inpuf)
Description (customizable input) (customizable (customizable
input) input) {Optional to state for clarity)
This intermship is open to only students
(Opticnal to (Opticnal to state applying as credit-bearing.
state for clarity) | for clarity)
This internship | This intermship is
iz open to all open to only
students as shudents applying
gither non- as non-cradit
credit bearing bearing (LOA).
(LOA) or credit-
bearing.
Job Location As per the JD | select opiion)
Monthly Salary/Stipend As per the JD (select option)
Range
Job/intemship Posting As per the JD (customizable input)
Start Date
Jobiinternship Posting As per the JD (custormizable input)
End Date
Annually Recurring MNo
Posting
Application CV Submigsion Method As per your preference
Processing Details Automatic Application As per your preference
Packet Generation
Internship Location of Attachment, M.A. As per the JD (customizable inpuf)
Programme/Project Mame & Designation of
Proposed By Reporting Manager, etc.

Screening Criteria

Academic Programme or
Course /
Desired Academic

Bachelor of Business Admin (BIZ)

Bachelor of Science (BIZ) — Real Estate (Hens), if applicable

Programme{s) / Major(s) ML.A.
Degree Level Bachelor

Vear of Study 3844

Applicant Type Current Student & Current Student

Recent Graduate

13
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TalentConnect — Job/Internship Posting Guide (Targeting Business Master Students/Graduates only)

Section

Field in TalentConnect

Most Popular Choice

for Job Posting

Job (eg. FTE, MA,
Graduate Program)

Internship
Open as Non-
Credit Bearing
(LOA)

Most Popular Choice for Internship Posting

Internship open as Credit Bearing Only

Job/Internship
Posting

Position Type Full Time Job Internships — School of Business
Restrict Applications / Yes NA
Activate Screening o
BIZ - CCM5003 BIZ — Modular Credit BMH5301 (min. 12 weeks) — MSc HCMA
Experiential Learning Placement (min. 8 weeks) BIZ — Modular Credit BMK5300A (min. 12 weeks) — MSc MAI
Type N.A. —All MSc BIZ — Modular Credit BMT5301A (min. 12 weeks) — MSc ACC
(Multi-Selection) students BIZ — Modular Credit BMF5391A (min. 8 weeks) — MSc FIN
(Summer Only) BIZ — Modular Credit BMF5393A (min. 8 weeks) — MSc FIN
BIZ — Modular Credit CCM5003 (min. 8 weeks) — All MSc
students
Work Term N.A. Choose the desired internship period (Summer or Semester)
Internship Geography N.A. Choose Local or Overseas
Job/Internship/Project Title As per the JD (Customised input)
Number of Openings
Estimated Start Date of Internship N.A.
Estimated End Date of Internship N.A. As per requirement (Customised input)

Job/Internship Function

As per the JD (Customised input)

Job/Internship Description

As per the D
(Customised input)

As per the D
(customizable

As per the JD (customizable input)

Recent Graduate

Details input) i .
(Optional to state for clarity)
(Optional to This internship is open to only students applying as credit-
state for clarity) bearing.
This internship
is open to all
students as
either non-
credit bearing
(LOA) or credit-
bearing.
Job Location As per JD (Select Option)
Remote Work (Select option)
Monthly Salary/Stipend Range As per requirement (Customised input)
Job/Internship Posting Start Date As per requirement (Customised input)
Job/Internship Posting Expiration As per requirement (Customised input)
Date
Internship Programme / Project Select “All students”
special requirement
Annually Recurring Posting (Select option)
Resume Submission Method As per your preference
Automatic Application Packet As per your preference
Application Generation
Processing Location of Attachment, Name & N.A. As per requirement (Customised input)
Details Designation of Reporting
Manager, etc.
Academic Programme or Course / Master of Science (Accounting)
Desired Academic Programme(s) / Master of Science (BZA)
Major(s) Master of Science (Finance)
Master of Science (Mgt)
Master of Science (SDE) Real Estate
MSc (Sus. and Green Finance)
MSc Human Capital Mgmt &Analytics N.A.
MSc Mkting Analytics & Insights
StrategicAnalysis & Innovation
Screening
Criteria (Do not select All Academic Programmes)
Degree Level Master N.A.
Year of Study N.A.
Applicant Type Current Student Current Student

14
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TalentConnect — Job/Internship Posting Guide (Targeting Business MBA Students)

Section

Joblinternship
Posting Details

Recruiters’ Most Popular Choice for Job Posting | Recruiters’ Most Popular Choice for Internship Posting
Field in TalentConnect
Job Intemship -
(e.g. FTE, MA, Graduate Program) Targeting Business school students only
Position Type Full Time Job Internship — School of Business
Restrict Applications / Activate Yes NA.
Screening
Experiential Learning Placement BIZ - Modular Credit BMA 5903 (min. 16 weeks for
Type MBAs Only)
N.A. - - -
Choose the preferred internship period (Summer /
Work Term Semester)
Internship Geography NA. Local or Overseas
As per the JD (customizable input)
Job/Internship/Project Title s Please add —" (MBA)" to the job title
Job Level As per the JD (select option)
Number of Openings As per the JD {customizable input)
Estlmallr?;dersnt?hr}p[}me i N.A. As per the JD (customizable input)
Estimated End Date of Internship N.A. As per the JD (customizable input)
Job/Internship Function As per the JD (customizable input)

Job/Internship Description

As per the JD (customizable input)

As per the JD (customizable input) (Optional to state if necessary)

This internship is open to enly students applying as
credit-bearing.

Job Location As per JD (customizable input)
Remote Work (select option)
Monthly Salary/Stipend Range As per the JD (select option)

Job/Internship Posting Start Date

As perthe JD (customizable input)

Job/Internship Posting Expiration
Date

As per the JD {customizable input)

Internship Programme / Project
special requirement

Select “All students”

Annually Recurring Posting

No

Resume Submission Method

As per your preference

Application
Processing Details

Automatic Application Packet
Generation

As per your preference.
Clicking Yes will allow you to receive an applicant packet at the end of the application deadline

Location of Attachment, Name &
Designation of Reporting
Manager, etc.

NA. Optional to complete

Internship

Academic Programme or Course

Master of Business Admin
NUS-Yale Master of Business Admin

Programme/Project Desired :.1 demi NUS-PKU Master of Business Admin
Proposed By Prog?::nrﬁ‘le{scﬁ’ I"?'Ir::}g:r{s} NUS-HEC Master of Business Admin
(Do not select All Academic Programmes)
Degree Level MBA
Screening Criteria Year of Study Please leave it blank N.A
Applicant Type Current Student & Recent Graduate Current Student only

15
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5. Submit your job/internship posting for review and approval. Once successful, the
posting status will be reflected as ‘Pending Approval’.

Intern - Human Resources

Faculty Internships - Business Applicants
D: 000000

Posted On Sep 16, 2021 Expiring on Oct 16, 2021

@ Withdraw

At the same time, you will also receive an acknowledgement email with email subject
title: ‘NUS TalentConnect — Job/ Internship Posting Pending Approval’.

NUS TalentConnect - Job/ Internship Posting Pending Approval LR A 4
nustalentconnect@csm.symplicity.com <nustalentconnect@csm.symplicity.com> Today at 16:44
To: @ Ang Yin Sher, Sharon

I- External Email -

Dear Sharon:
Thank you for submitting your new "Test Job XYZ" job/ internship posting request.

Your request has been received, and is currently being reviewed by your account manager. A confirmation email will be sent to you when this
posting request is approved. Until the request is approved, you may review your request and make changes as necessary.

You have elected to receive resumes via: online.

If you have any guestions about your job posting or need further assistance with the job portal, please feel free to contact us
at talentconnect@nus.edu.sg.

For assistance on other graduate recruitment matters, kindly contact your respective Account Managers or email us at hire@nus.edu.sqg.
Thank you for your interest in recruiting our students!

Warmest regards,
Centre for Future-ready Graduates

msymplicity

16
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When your job/ internship posting is approved, you will receive an approved email with
email subject title: ‘“NUS TalentConnect - Job/ Internship Posting Approved’

NUS TalentConnect - Job/ Internship Posting Approved LT e
O nustalentconnect@csm.symplicity.com <nustalentconnect@csm.symplicity.com> Today at 16:49
To: @ Ang Yin Sher, Sharon

I- External Email -

Dear Sharon Ang:

The following position has been approved:
Test Job XYZ

If students are interested in applying for this position, they will submit their applications to you directly, unless you selected to have
applications accumulated en-line in your NUS TalentConnect account.

If you have any guestions about your job posting or need further assistance with the job portal, please feel free to contact us at
talentconnect@nus.edu.sg.

For assistance on other graduate recruitment matters, kindly contact your respective Account Managers or email us at hire@nus.edu.sg.
For MUS BIZCareers, kindly contact us at bizcareers@nus.edu.sg.
Thank you for your interest in recruiting our students!

Warmest regards,
Centre for Future-ready Graduates

POWERED BY msymplicity

When your job/ internship posting is rejected, you will receive a rejected email with
email subject title: ‘“NUS TalentConnect - Job/ Internship Posting Rejected’

NUS TalentConnect - Job/ Internship Posting Rejected LR 2 T
O nustalentconnect@csm.symplicity.com <nustalentconnect@csm.symplicity.com> Today at 16:53
To: @ Ang Yin Sher, Sharon

I- External Email -

Dear Sharon Ang:

Thank you for listing your opportunity with us. Unfortunately, your position titled: Test Job ABC, has been rejected by your account manager.
Kindly login to your NUS TalentConnect account to view the rejection reason.

« Step 1: Login to your NUS TalentConnect account

« Step 2: At the left menu, click 'Jobs & Internships', followed by 'Archived/ Rejected Postings'

* Step 3: Click into your job posting to view the rejection reason.
If you have any questions about your job posting, kindly contact your respective Account Manager.

Thank you very much!

Warmest regards,
Centre for Future-ready Graduates

FOWEREDEBY msymplicity

17
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6.2 Reviewing Applicants/Generating Job Applicants Packet

1. At the left menu, go to ‘Jobs & Internships’ > ‘Postings’
2. Click on the Green button indicating the total number of applicants

{+ Home
i Employer Profile

5y Jobs & Internships

Finance and Accounting Intern
Part-time Job
D:

Applicants

Postings Posted On Aug 25, 2027 Expiring on Sep 24, 2021
Student CVs & @ Withdraw
Applicants
Job Shadow (Mot in
use) Finance and Accounting Intern
Archived/ Rejected SINGAPORE, Singapore - Part-time Job
Postings D:
Career Fair Posted On Aug 25, 2027 Expiring on Sep 24, 2021
Opportunities (Not in )
. ® Withdraw
use)
Publication Requests o
(Notin use) POWERED BY msymplicity

Applicants

Privacy Policy | Terms of Use

3. You can either view/download student’s CV individually or by batch.

Batch Options 9 selected

STUDENT 1

Submitted on Sep 23, 2021

Rank: Select v

» + Resume

' STUDENT 2

Submitted on Sep 09, 2021

Rank:| Select v

+ Resume

= Rank v

Mail to Checked
Save As Excel
Generate Book

Set Status...
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4. If you have chosen to download by batch, in the Publication Request window, select the
documents type to be included.

Publication Reouest

3 ammies sebacied

@ Selecting the ‘submit request’ button below will queus 3 request 1o generate & publication

Enter an optional name for this publicaton

Job Applicants Packet - Biz Analyst
o

hri@company. com

CC thes packet, use Comima 1o Separate email addresses

‘Which document types to nclude in the packet?

® CV ¥ Cover Letter Unofficial Transcript Other Documents

To decrease POF generation tme, please select one of the following Teble of Comtents options:

® Include in fromt of publication (without page numbers) Include in back of publicanon (withour page numbers) ' Separate PDF (with page numkbers)

To avoid overly large files pubbcancns are split after cartain number of pages. You may modify that number here

100

w canceL

Job Postings

You will recemve natification wa émail at recruitersymi@gmail comwhen the generated book is ready for download

| (@ Your request has bean submitted

The generated packet can be retrieved from Publication Requests.

Job Shadow (Not in
use)

Archived/ Rejected
Postings

Career Fair
Opportunities (Not in
use)

Publication Requests
(Not in use) POWE

.-[-m.symlzlitity

Auto Generated for XXX Pte Ltd.: Finance and Accounting Intern

Resume Packet
Expiring on Oct 16, 2021

w Table of Contents & Delete

Privacy Policy | Terms
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7. Experiential Learning

Experiential Learning (EL) is where students engage employers in a work environment and learn
on the job. An employer can publicize a credit bearing internship where students will be
awarded units.

For detail information, please refer to our internship guidelines uploaded in Document Library
for Employers.

A complete process of Experiential Learning involves the following parties:

e Contact (a representative from the company)

e Students (to apply for the EL)

e Career Services Manager (to approve the job scope)

e Faculty Member (to approve the EL)

e Workplace Supervisor (to fill out an Intern Performance Review form)
e NUS Supervisor (an adviser to the student and grade reports)

7.1 Creating and Submitting Credit Bearing Internship

1. At the left menu, click ‘Jobs & Internships’
2. Click ‘Postings’
3. Click ‘Create A Job/Internship’ button.

{xr Home

fst Employer Profile

» /= Jobs & Internships

Postings

Student CVs &

Applicants

Job Shadow (Not in

Career Fair
Opportunities (Mot in
use)
No Records Found
Publication Requests v
(Mutinse) Create A Job/ Internship
[=] Events
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4. Fill up the mandatory field(s) on the job form.

e Under Position Type, choose ‘Internships — School of Business’

O Full time Job

O Contract Full-ime Job For Credit-Bearing Internship

O Vacation Internships - Local (Open to all Faculties) opportunities applicable only

; ’ . . : ; to students from NUS Business

O Internships - College of Design and Engineering (Engineering) school

O Internships - College of Design and Engineering (Architecture, PF)
P g g 9 9 ( i Note: If you selected this

O Internships - Faculty of Arts & Social Sciences position type, please choose

the ‘Yes’ option at the Restrict

Applications/ Activate
O Internships - Faculty of Science Screening field, so that the

O Internships - Faculty of Law

O Internships - School of Business ° Internship team from NUS
Business School will know that
O Internships - School of Computing you would like to target your

posting to their relevant

O Internships - Lee Kuan Yew School of Public Policy
students.

O Internships - NUS-ISS (launching soon)

O Law Practice Training Contract

O NUS Law Pro Bono Programme

O Office of Student Affairs - Seeds of Good Programme (SOGP)
O Office of Student Affairs - Teach Singapore (TeachSG)

Restrict Applications/ Activate Screening *
Mote:
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e Under CV Submission Method:
APPLICATION PROCESSING DETAILS

CV Submission Method *
How would you like to receive students” application materials? Please select one or
more of the options below.

E-mail: Each time a student submits an application, you will receive an email with the
application materials as an attachment.

Accumulate Online: Students application materials will be depositad in your NUS
TalentConnect account. You may log in to review all submitted applications at any point

Check ‘Email’ to
receive CV via
email once a
student applies

n time.

Other: Once sslectad, enter instructions in the "How to Apoly” figld. If "Other” is the only
method selected, students will not have the option to apply through this system.

Mote: If you ars selecting ‘Email or 'O

ol

k]
i
=
[ E]
o

]
]
=]
L]
-
i
1]
L]

5.

‘Aoccumulate Onling’ as well. This iz to ensurs that the sysis
student applications
g Email  ~ Accumulate Online  — Other (enter below)

TalentConnect Employer’s Guide 2.2

Check
‘Accumulate
Online’ to view
CVs uploaded by
applicants on
the portal
anytime and to
receive all CVsin
a packet after
the application
deadline

Submit your posting for review and approval. Once successful, the posting status will be

reflected as ‘Pending Approval’.

Intern - Human Resources

Faculty Internships - Business

D: 000000
Posted On Sep 16, 2021 Expiring on Oct 16, 2021

® Withdraw
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At the same time, you will also receive an acknowledgement email with email subject
title: ‘NUS TalentConnect — Job/ Internship Posting Pending Approval’.

NUS TalentConnect - Job/ Internship Posting Pending Approval LR A 4
O nustalentconnect@csm.symplicity.com <nustalentconnect@csm.symplicity.com> Today at 16:44
To: @ Ang Yin Sher, Sharan

I- External Email -

Dear Sharon:
Thank you for submitting your new "Test Job XYZ" job/ internship posting request.

Your request has been received, and is currently being reviewed by your account manager. A confirmation email will be sent to you when this
posting request is approved. Until the request is approved, you may review your request and make changes as necessary.

You have elected to receive resumes via: online.

If you have any guestions about your job posting or need further assistance with the job portal, please feel free to contact us
at talentconnect@nus.edu.sg.

For assistance on other graduate recruitment matters, kindly contact your respective Account Managers or email us at hire@nus.edu.sg.
Thank you for your interest in recruiting our students!

Warmest regards,
Centre for Future-ready Graduates

POWEREDBY msymplicity

When your job/ internship posting is approved, you will receive an approved email with
email subject title: ‘“NUS TalentConnect - Job/ Internship Posting Approved

NUS TalentConnect - Job/ Internship Posting Approved o~ &K o
O nustalentconnect@csm.symplicity.com <nustalentconnect@csm.symplicity.com> Today at 16:49
To: @ Ang Yin Sher, Sharon

I- External Email -

Dear Sharon Ang:

The following position has been approved:
Test Job XYZ

If students are interested in applying for this position, they will submit their applications to you directly, unless you selected to have
applications accumulated on-line in your NUS TalentConnect account.

If you have any questions about your job posting or need further assistance with the job portal, please feel free to contact us at
talentconnect@nus.edu.sg.

For assistance on other graduate recruitment matters, kindly contact your respective Account Managers or email us at hire@nus.edu.sg.
For NUS BIZCareers, kindly contact us at bizcareers@nus.edu.sg.
Thank you for your interest in recruiting our students!

Warmest regards,
Centre for Future-ready Graduates

poweErReD BY msymplicity
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7.2 Updating Student Application Status and Making an Offer to Student

1. At the left menu, go to ‘Jobs & Internships’ > ‘Postings’
2. Click on the posting title/ name.

& Home action is taken against any person(s) or organisation where necessary.

& Employer Profile

Jobs & Ints hi
£ Jobs & Internships Job Postings Student CVs Job Shadow (Not in use) Archived Jobs Career Fair Opportunities
Postings

Student CVs &

Keywords
Applicants

(searches job title, 10, description, and organization name: min. 3 characters).
Job Shadow (Not in
use)

Archived/ Rejected
Postings Contact Name
Career Fair

Opportunities (Not in
use)

Publication Requests

| Search | Clear More Filters
(Mot in use) S—

Events

& cv Baok Create A Job/ Internship 1 result

f4 Experiential
Learning

Test Job XYZ
8 Surveys Full time Job
4 Calendar ID; 131562
& Account Posted On Feb 08, 2022 Expiring on Mar 09, 2022
Management ® Withdraw

3. Atthe posting page, click on ‘Student Resumes’

Test Job XYZ Student Resumes Preview
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4. Update student application status accordingly.

Status

Description

Reviewed Student CV

You have reviewed this student application.

Not suitable for this role

Student is not qualified for this position.

Shortlisted for Interview

You have reviewed this student application and would like
to shortlist him/ her for interview.

Made Job Offer to
Student

You have made a job offer to the student offline
TalentConnect portal.

Student accepted Job
Offer

Student has accepted your job offer offline TalentConnect
portal

& e 0O  Bate

53 Employer Profile
£ Jobs & Internships
Postings

Student CVs &
Applicants

ok Shariow (Notin @ Profile £ Resume
use)

Archived/ Rejected O TestStudent 42 §
Postings

Submitted on Feb 07,

Career Fair
Opportunities (Mot in
use)

L) TestStudent #1 Sharon
Submitted on Feb 07, 2022

Rank.| Select v

Rank'| Select v~

Reviewad Student CV
Student is not sultable for this rola
Shortlisted Student for Interview
Made Job Offer to Student
Student accaptad Job Offer

Publication Requests @ profile & Resun Reviewed Student C\!

fEttEn Student is not suitable for this role
Bl Ferms L) TestStudent #3 § Shortlisted Student for Interview o
CV Book Submitted on Feb 07,

9 Experiential
Learning

& Surveys X Resume
) Calendar

83 Account
Management

Go To Applicant List

Rank.| Select v

Made Job Offer to Student

Student accepted Job Offer

[show all]
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5. Important Note: To complete the process of making an internship offer, rank and
make an offer to student.

a. At the ‘Rank’ dropdown list, select the ranking of the student.

By indicating the students’ rank will allow the system to auto extend your
internship offer to the next ranked student if any offers are declined. You will be
notified of any auto extend

b. Click the ‘Offer Position’ button

Clicking ‘Offer Position’ will offer this internship opportunity to the student. You
should only click the ‘Offer Position’ at the student whom you would like to make
an offer or have ranked 1st. Should the 1st student declines/ rejects the offer, the
system will extend your internship offer automatically to the next ranked student.
Hence you do not need to click the ‘Offer Position’ at the student you have ranked
2nd.

C. Atthe right side, make sure ‘Made Job Offer to Student’ is selected from the dropdown
list.

0 TestStudent #1 Sharon
Submitted an Feb 07, 2022

Made Job Offer to Student

Student Availability: Yes

Exp. Learning Job Offer

Offer Position Step 5a Step 5¢

—

Rank:| 1 ~

@ Profile % Resume

Step 5b

Clicking "Cffer Position” will offer this job to this student.
Should the student decline the offer, or if a Manager rejects this offer, or if the system auto expires the offer, an offer will be extended to the next ranked student.
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6. Once student accepts the offer, the contact will receive email notification. Student’s
status under ‘Student CVs and Applicants’ will also reflect ‘Accepted’

7. Contact may follow up with student directly via email.

7.3 Workplace Supervisor to submit Intern Performance Review

At the end of the internship, the Workplace Supervisor will receive an email to fill out an Intern
Performance Review form via a link. Please click the link, complete and submit the form within
1 week.
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8. CV Books

CV Books are publications of students’ resumes made available to employers.

View student’s resume in CV Book

1. Goto ‘CV Book’ > ‘CV Book’
2. Select a CV Book by clicking on the title

3  Employer Profile CV BOOK

& Jobs & Internships

[¥] Events Resume Book Publication Requests (Not in use)
{z] CV Book
CV Book 12 results

Publication Requests

(Mot in use) . . .
Business & Accountancy Graduates (Dec 19 & May '20)
i3 Experiential Expiring on Dec 31,2021  Created on May 24, 2019
Learning
Opt-In: Yes
oo
=) surveys [UG-CVB4] Bachelor of Business Administration, Bachelor of Business Administration (Honours), Bachelor of
[ Calendar

{2t Account
Management

Business & Accountancy Graduates (Dec 20 & May '21)

Expiring on Dec 31,2022  Created on Jul 02, 202

3. To view a student’s resume from the list, click “View Resume”

gtone a h Opt \ |= GradDatev Show 20
3 Employer Profile
5 Jobs & Internships 0 STUDENT 1
) Events BBA (Hons)
{i] cvBook Resume Modified: Sep 24, 2020, 12:05 PM
CV Book a) View Resume
Publication Requests
(Not in use)
O STUDENT 2
[ Experiential
Learning BBA (Hons)
@ Surveys Resume Modified: Sep 21, 2020, 8
(Y Calendar @® Profile [ View Resume
£ Account
Management O STUDENT 3
BBA (Hons)
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Search or filter for CVs in a CV Book

o Under “Resume Text Search”: Enter a keyword and CVs containing the keyword will be
displayed
o Under “More Filters”, you can also filter by Class Level, Applicant type and Degree Level

Download a CV Book

1. Select the resumes you wish to download by checking the box next to the student’s
names. You may also use the ‘Select All’ to check all the students in the list by clicking on
the box next to the ‘Batch options’ button.

Batch Options 17 selected |= GradDate ~ Show 20~

STUDENT 1
BBA (Hons)

Resume Modified: Sep 24, 2020, 12:05 PM

STUDENT 2

BBA (Hons)

STUDENT 3
BBA (Hons)

Resume Modified: Sep 18, 2020, 8:38

2. Click on Batch Options > Generate Book

£ Home Batch Options v lected 20
&3 Employer Profile

Batch Options ~ 1 selected
CTIINENT 1

Mail to Checked

Save As Exce Dt

Generate Book
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3. You will be directed to the “Publication Request” page.

Resume Book Advanced CV Search Saved Searches Generate Book

Publication Request
Rename your

requested CV

1 entries selected.

© Selecting the ‘submit request button below will queue a request to generate a public.  BOOK Publication

(optional)
Enter an optional name for this publication:
Opt-In CV Book: Business & Accountancy Graduates (Dec "21 & May 22)
CC this packet, use comma to separate email addresses: Send this CV
Book to an

alternative email
account (if any)

Which document types to include in the packet?

Ensure ‘Resume’

Resume
is checked

To cecrease PDF generation time, please select one of the following Table of Contents

options:
To have all CVs @ Include in front of publication (without page numbers) Table of
compiled into a O Include in back of publication (without page numbers) Content
single PDF, O separate PDF (with page numbers) includes
.. ,
indicate a To avoid overly large flles publications are split after certain number of pages. You may student’s name,
number larger modify that numbsr here: major and their
than the 100 graduation date
number of CVs
selected

Submit Request Cancel

4. Click on Submit Request and you will see the confirmation notification below (your
email address will be displayed).

Resume Book

Advanced CV Search

Saved Searches Generate Book

& Your request has been submitted.
You will receive notification via email at symtestacc@gmail.comwhen the generated book is ready for download.
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5. Once the CV Book has been generated, you will receive an email notification with a link

to download the document.

NUS TalentConnect - CV Book inbex x

nustalentconnect@csm.symplicity.com
tome *

Dear Test Symplicity,
The CV Book you have requested is ready for download.
To retrieve, please click on the attachment or alternatively, login to TalentConnect portal and access CV Books > Publication Requests:

https://nus-csm.symplicity.com/employers/

Thanksl
Regards,

TalentConnect Team
CFG

Powered By Symplicity

Attachments: Opt-InCVBook_Business_AccountancyGraduates_Dec_21_May_22__ optin_rezbook_2021-09-28_pdf: hitps //nus-csm.symplicity. com/u/gOHjkcmu

Click to download CV Book

6. You may also find the generated CV Book in TalentConnect. To retrieve it, go to CV
Books > Publication Request > Click on ‘Table of Contents’ and save the document.

Home Home / CV Book

Employer Profile CV BOOk
Jobs & Internships

Events Resume Book Advanced CV Search Saved Searches

1] CV Book

CV Book
© To save a document, right-click the PDF icon and select Save Target As... Or Save Link As... To view PDF files, you may need Adobe
Publication Requests Acrobat Reader.

(Not in use)
Experiential
) 1 result

Learning

surveys

a— Opt-In CV Book: Business & Accountancy Graduates (Dec ‘21 & May '22) ElDad

Opt-In CV Book
Account

Fxnirina on Oct 18 2071
Management

ot Table of Contents Delete
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