Welcome to the 

Illinois Legislative Staff Internship On-Line Application

 How to Complete Profile Information

1. Go to https://illinois-springfield-csm.symplicity.com/students/ and login using the username and password you received via email.
2. Click on Profile in the menu across the top of your screen. 

[image: image1.png]| ta NACERlink
l (CAREER SERVICES MANAGER MODULAR EDITION
=ty sy

[ Home  Profile My Documents/Resources Search for Openings  Employers/Contacts | On-Campus Interviews Professional Network  Surveys/Requests | Events My Calendar  ® D @ 5
Kristen L. ChenowethTest | Monday, July 20, 2009 | 1:36 pm [ELog Out
1 home NACEEIK 1

/% announcements

There are no announcements at this time.
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3. You will be taken to your Personal Information tab. Complete the online form. Please note any field with a red * next to it is required for submission.. When finished with this screen, click the Save Changes and Continue button at the bottom of the screen to be taken to the next screen. 

a. Please note, ILSIP applicants are required to provide:

i. Name
ii. Alumnus(a) Status
iii. Current Address
4. Your next screen is your Academic Information tab. Again, complete the online form. Please note any field with a red * is required for submission. Please note students applying for the ILSIP Legislative Research Unit (LRU) positions must provide their GPA. When finished with this screen, click the Save Changes and Continue button at the bottom of the screen to be taken to the next screen

5. You will now set your Privacy settings. When finished with this screen, click the Save Changes and Continue button at the bottom of the screen to be taken to the next screen.

a. If you choose not to receive email notifications, you will not receive general announcements concerning CareerConnect. You will still receive emails directed only to you regarding resume submission, interview signup, etc.

b. If you choose not to be included in resume books, employers searching for qualified candidates for their positions will not be able to view your resume. However, when you apply for an internship, like the ILSIP internships, the associated employer, i.e. the partisan staff liaisons and the Legislative Research Unit director will be able to view your resume and so on.  

6. Once you complete the Privacy settings, you will automatically be taken to the My Documents/Resumes section of the site. From here you can begin uploading your resume and other documents. 
7. If you wish to change your password for CareerConnect, click on Profile at the top of screen, and then click on the Password/Preferences tab. 

8. To begin the process of up loading your application, resume and other documents follow the Uploading Documents for ILSIP Application. These instructions can be found at the ILSIP web site and also inside of the job description.
9. If you have any questions during this process please consult with the other instructions or contact Barbara Van Dyke-Brown by email at bvand1@uis.edu or by phone at (217) 206-6579.

