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SCHEDULING AN APPOINTMENT ON HANDSHAKE

Through Handshake you are able to schedule an appointment with any of our staff members. Please note the system will
not allow you to schedule an appointment less than 24-hours in advance.
1) Log onto Handshake:
a. Go to the Career & Professional Development website (snc.edu/careers) and click on the Handshake
information:

#k Office of Career and Professions. X 4+

< C  © sncedu/careers wr @ i

ALUMNI PARENTS LOCAL COMMUNITY STUDENTS FACULTY & STAFF  A-Z INDEX

Academics Admission Campus Life Living Norbertine Athletics

Career & Professional Development

Kim (Sawyer) Larsen *09 used her
business administration degree with
an emphasis in finance to reach her
goal of becoming manager of
culture at a cutting-edge company,
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b. Click on the blue “St. Norbert College Login” button:
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Find jobs better,
together.

Students

Discover and launch the best career for
you.

Employers

Build your best, most diverse team yet.

Career Centers

Bring more opportunities to your students.

O Type here to search

9

CAREER & PROFESSIONAL
DEVELOPMENT

. Norbert College

St. Norbert College




c. Sign in using your SNC username and password:
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2) Schedule an Appointment

a.  On your homepage find the “Career Center” tab located on the top left corner of the screen:
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Welcome to Handshake, Molly.
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b. Select “Appointments” in the drop down menu:
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Discover Careers
Welcome to Handshake, Molly.

. Make your profile visible so employers can find you
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Make P Public to Employers

Upcoming Events —

Events recommended by your career center and happening soon

SNC Fall 2019 Career & Internship Fair i Etiquette Dinner

September 19, 2019 from 4:00 pm to 6:30 pm CDT Gﬂs October 22, 209 from 5:00 pm to 8:00 pm COT
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Todd Wehr Hall, Lobby, 307 3rd Str
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c. Select “Schedule A New Appointment”:
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Appointments

edule A New Appointment

Upcoming Appointments

Appaintment Type Date Status
Appointment with Molly Muenster Career Exploration Tugsday, August 20th 2019 a1 9:20 am Cancelled
Appointment with Molly Muenster Career Exploration Tuesday, August 20th 2019 at 9:20 am Cancelled
Appointment with Molly Muenster Professional Documents: Resume/Cover Letter Review Tuesday, September 3rd 2019 at 8:30 am Cancelled

Past Appointments

Appaintment Type Date Status
Appointment with Molly Muenster Career Exploration Thursday, July 1ith 2019 &t 10:10 am Cancelled
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d. Choose your class year:

ppointment x 4 - g x
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Freshman

Sophomore
Junior
Senior

Masters

Alumni
All alumni
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e. Scroll through the appointment categories and choose the one best suited to your needs:
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Choose an Appointment Type

Career Exploration
Confused about your major? Not sure what career you
want to pursue? Thinking about changing careers? We
are here to help you explore your options and make good
decisions about your future plans. We also offer career
assessments that you and your counselor may use as
part of the career exploration process.

Job Search and Application Process
There's much more to your search than looking for jobs
online. We can teach you about the best ways to find job
opportunities, help you create your job search plan,

develop a networking strategy, and coach you in how to
connect with employers.

Internship Assistance
We can help you determine what type of internship or

other experiential learning opportunity will fit your needs,
getideas about places to look for these experiences, and
guide you through the process of applying for internships
or creating your own.

Professional Documents: Resume/Cover
Letter Review

To be effective, a resume must be targeted to the job
you're applying for. We can help you learn how to do this,
as well as figure out what to include, how to organize your
information, and how to talk about your experiences. We
can help you start from scratch, or we can review a
resume youl've already written. We can help you learn
strategies for effective cover letters, brainstorm your
content for a particular letter, or give you feedback on a
letter you've already written.

https://appjoinhandshake.com/appointments/news

936 AM
O Type here to search a

8/19/201%



f. You can select an appointment either by day or by staff member preference:
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Category Type Staff Member Appointment Medium
Sophomore Career Exploration No Preference No Preference

% Weekor-Suray AToust 25t >
Monday Tuesday Wednesday Thursday Friday
August 26th 2019 August 27th 2019 August 28th 2019 August 29th 2019 August 30th 2019
Appointments Appointments Appointments Appointments Appointments
Available Available Available Available Available

Time Zone: Central Time (US & Canada) v

Aug 28

Mary Ellen Olson - Aug 28 - Career Exploration 8:30 am CDT - 9:20 am CDT

Sheila Kronberg - Aug 28 - Career Exploration 8:30 am CDT - 9:20 am CDT

Molly Muenster - Aug 28 - Career Exploration 8:30 am CDT - 9:20 am CDT

Sheila Kronberg - Aug 28 - Career Exploration 9:20 am CDT -10:10 am CDT

Sheila Kronberg - Aug 28 - Career Exploration 10:10 am CDT - 11:00 am CDT

M
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g. All available appointments will appear for the chosen day or staff member. Select the time you prefer:
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Q Search jobs, employers, events, roles

Appointment Medium

Category Type Staff Member
Sophomore Career Exploration No Preference No Preference
€ Week of Sunday, August 25th + >
Monday Tuesday Wednesday Thursday Friday
August 26th 2019 August 27th 2019 August 28th 2019 August 29th 2019 August 30th 2019
Appoiniments Appointments Appointments Appointments Appointments
Available Available Available Available Available

Time ZoTmes~ Central Time (US & Canada) v

Aug 28

Mary Ellen Olson - Aug 28 - Career Exploration 8:30 am CDT - 9:20 amq CDT

Sheila Kronberg - Aug 28 - Career Exploration 8:30 am CDT - 9:20 am CDT

Molly Muenster - Aug 28 - Career Exploration 8:30 am CDT - 9:20 am CDT

Sheila Kronberg - Aug 28 - Career Exploration 9:20 am CDT -10:10 am GP

Sheila Kromberg - Aug 28 - Career Exploration 10:1Q DT - 11:00 am CDT
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h.  Write a brief description on what you would like help with during your appointment and select “Request™:
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Events Q&A ents Messages Career Cent

€ Back You have selected aslot. If you would like to search for a different slot you may do so here.

i Career Exploration at 10:10 am CDT, Aug 20th 2019

é Molly Muenster

Appointment Request Details

* Appointme; i In Person - Todd Wehr Hall Suite 215 (above the bookstore) v

*Wht can we help you Not sure what | can do with my QOmmunicetiOn major and Art minor

Cancel M
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i.  Congrats! You have successfully schedule an appointment:

@ Appointment with Molly Muenst: X 4 - X
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/' Appointment was successfully created.

A Approved by Molly Muenster Approved
HELP REQUESTED
s

Not sure what | can do with my Communication major and Art minor

Cancel Appointment

STAFF MEMBER
Molly Muenster Add a Comment.
molly.muenster@snc.edu

Career Counselor

STUDENT
Molly Muenster Add Comment

TYPE
Career Exploration APPROVE System automatically approved appointment
WHEN - Monday, August 19th 2019 9:37 am

Tuesday, August 20th 2019 at 10:10

am for about 1 hour

MEDIUM CREATE You requested an appointment with Molly Muenster
In Person - Todd Wehr Hall Suite 215 Molly Muenster - Monday, August 19th 2019 9:37 am

(above the bookstore)

Surveys
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