M3 Careers

Volunteer Centre

LSE CareerHub guide
Step by step guide on how to register and upload opportunities

Step 1: Visit LSE CareerHub, click on ‘Register on CareerHub’ and select Non-profit Organisation.

CareerHub
% Register on CareerHub X Employer Registration
X Log in to CareerHub - Step 1: Employer Type

Vacancy terms and

Employers Home For regi busi or¢ isations that recruit or ¢
ESY CENEC SN for paid employment.

conditions
B o i For registered charities, non-profit organisations, volunteering organisations
Event terms and conditions DS ICIRICERER I or industry associations.
Contact us
B i i= L For recruitment agencies and similar that recruit on benalf of other
Search Agent for Employer organisations.
Events
Presentations on campus parents or students offering home based jobs like tutoring or gardening).

Off campus events

Step 2: Fill in the name of the organisation and tick the Terms and Conditions statement box.

. CareerHub

Register on CareerHub Employer Registration
Log in to CareerHub - Step 2: Organisation Name
Employers Home - SRl T Acronym (if commonly used)
test test

Vacancy terms and

conditions @ * 1 have read and agree to the CareerHub Terms and Conditions

Event terms and conditions

Search

Step 3: Fill in the organisation details. Fill in your charity number under ‘business number’ if you're
a UK-registered charity.

Employer Registration

- Step 3: Organisation Details

* Organisation Name

ardytesting |
Acronym (if commonly used) Division (if applicable)

[ I )
* Country Business Number

[United Kingdom ] ]

* Describe your organisation

* QOrganisation type * Number Of Employees * Scope of operations

[Direct employer I ] v
* Phone Fax

[ I J
* Email Website

* Postal address

* Town / city Region

( I v]
Country * Postcode

[United Kingdom Il ]

|| Select if your postal address is different to your street address

Organisation Industries

* Select the industry/industries in which your organisation operates:
(] Accounting
[ Accounting and Auditing
O Actuarial
() Actuarial, Insurance and Pensions
() Administration
[ Advertising


https://careers.lse.ac.uk/employers/
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Step 4: Make sure you do not tick this box. Otherwise students cannot find youropportunities.

@ Students can view a listing of organisations organised by Industry categories. This listing does not contain
contact details but does list your jobs and events. If you do NOT want to appear in this list click the
checkbox below.

(JJ Hide from organisation listing in student interface

Step 5: Fill in the contact details of the primary contact. You can register other contacts|later.

Employer Registration

-z Step 4: Register Primary Contact

Title * First Name * Last Name
[ ] JI J
Position Title (if relevant)

Email Settings

Contact Details

* Please fill in at least one of the fields: Phone, Mobile

Phone Mobile
[ I J
* Email

|| My address is different to my organisation

Login Details

* Usemame

* Password Confirm Password

[ * This contact is authorised to enter into this agreement on behalf of the organisation

Step 6: Click the link in the email to activate your account and confirm your email address.

DRTIR S 2 Confirm your email address - Message (HTML)
Message
@y lgnore x a | m (5}, Meeting (2] VACANCY CROS... (3 To Manager 3 () Rules ~ ;»-DA] § » [iJ Y
- @Pm- (34 Team E-mail « Done ! Q¥ oneNote = QN
~ Delete Reply Reply Forward 5 Move Assign Mark Categorize Follow
& Junk o Renk B More~ | | Reply &Delete 7 Create New =) | M B acions~ | poligre uniead
Delete Respond Quick Steps & Move Tags

© If there are problems with how this message is displayed, click here to view it in a web browser.
From: LSE Careers <careers@lse.ac.uk>

Subject: Confirm your email address

Hello

Please use the following link to confirm your email address with
London School of Economics CareerHub.

https://careers Ise ac uk/employers/email/confirm/contact/442400?
emailld=33120&code=-| d1eJZdPGwH3P0csvmbw2

If your email client does not support HTML formatted email you may
need to confirm your email address manually. To do this enter the
confirmation code below on

https://careers Ise ac uk/employers/email/confirm/contact/442400?
emailld=33120

Confirmation Code: -j_d1eJZdPGwH3P0csvmbw2

c 0 ‘ @ Secure | https://careers.se.ac.uk/employers/email/confirm/contact/4424007emailld=331208icode=-j_d1lelZdPGwH3POcsvmbw2 pxg

Apps % Adminlogin % CHemployers % Employer Enquiries | Going global W Minimum wagesby - [ LSE Online Store Services for employe [ Term dates - Term o »

Email Confirmed

Thank you for confirming your email address.

CareerHub Home
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Step 7: Your account is now awaiting approval but you can already add your opportunities.

|_SE CareerHub

Logged in as ardyardy
Log out

Details

Summary
Organisation details
My details

Staff contacts

Add a staff contact

Form submissions

Opportunities
Add opportunity
Drafts
Prelisted
Current

Inactive

A Your organisation's registration is currently awaiting approval

You can now continue to add opportunities and contacts, however details will not be visible to
your registration and each submission has been approved by an Administrator.

You will be notified by email when your registration has been processed.

Welcome to LSE CareerHub

LSE CareerHub is your online platform for working with LSE Careers and engaging with LSE
alumni.

You can advertise your opportunities to our students and recent graduates using our free vacancy |
submit a targeted email or online advertising request.

If you're not sure if you already have an account, our system will let you know, so start registering ¢
prompted if you have an existing account.

If you have any questions then please contact a member of the Employer Engagement Team.
Not an employer? Please log into LSE CareerHub for students and alumni or visit the LSE Careers
What's coming up on LSE CareerHub?

Bookings are open for Michaelmas careers fairs;

Some nights are nearly at capacity, so book now to avoid disappointment!

Adding opportunities to LSE CareerHub

Step 1: Fill in the details for your opportunity. Please note that we only advertise unpaid
voluntary roles for UK registered charities.

Please note:

e Fillin a short and descriptive title in small case letters (e.g. Business development
intern, not intern).
e Fillin 'voluntary’ under salary/wage. Write in brackets lunch and/or travel expenses if these

are covered.

e Fillin a short summary about the role rather than organisation. This is what students will see
first so make sure it's clear and engaging. Please also copy the summary to the job details

section.

e Inthe details section, give an overview of what the role entails, what you're looking for in a
volunteer and what the student will gain in terms of skills and experience.

e If you already published a similar opportunity before, you can duplicate the opportunity
in ‘Opportunities, Inactive’.
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New Opportunity

@ For your opportunity to be approved, it must be well written and comply with our terms and conditions.

Before typing your job ad, please ensure that your existing staff contacts are appropriate for this Job, or
add a new contact first

* Opportunity title

* Administrative contact Contact to display to students
[ v | [Do not display contact v

General Details

Your job application no. or reference code

* Application closing date * Expected opportunity commencement date
23-Aug2017 | \
* Number of positions available (estimated) * Salary / wage

[ v | |
* Contract type * Contract hours.

| vl v
Locations

City Region * Country

[ || Greater London | | United Kingdom v

Descriptive Details

@ You can create bullets in the job details and application procedures sections by putting a * at the
beginning of the line.

* Summary for display in search results

Qrganisation details ;:.A Inactive Opportunities

My details

Staff contacts @ mslse opportunities have been published but are inactive and are no longer available for students to
Add a staff contact Clicking 're-publish’ creates a copy of the previous opportunity which you can edit and publish.

Form submissions
You have no inactive opportunities
Opportunities

Add opportunity
Drafts

Prelisted
Current

Inactive

Step 9: Select 'volunteering’ if the opportunity takes place in the UK and select ‘volunteer
overseas' if it doesn't. If the opportunity is a voluntary internship please tick the ‘internship’ box as
well.

< Publish Opportunity

-~ Step 2 of 5: Types Of Work

@ select the types of work which best describes your opportunity.

* Types Of Work
[_J Working while studying
[ Internship
[[] Graduate employment
|_J] Experienced hire (2+ years)
[CJ Volunteering
(] Volunteer overseas
[ZJ Entrepreneurship
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Step 10: Select maximum 5 occupations which best describe your opportunity. NGOs and
charities should always be selected.

" Publish Opportunity

- Step 3 of 5: Occupations

@ select the occupations from which you most want to attract applicants.

Your selection(s) will highlight the ad for these Students, but will not restrict others from viewing the
details or applying.

* Occupations
| All occupations
| Accounting
| Actuarial
] Administration
| Advertising
| Agriculture, farming and animal care
| Asset management
| Auditing
] Construction, civil engineering and building services
] Consultancy
[ Creative arts, design and crafts
1] Customer service
[J Defence and public protection
_] Economics.
7] Education and teaching
] Energy and natural resources
| Engineering
] Environment
| Fast moving consumer goods
| Financial sales and trading
| Healthcare and wellbeing
| Hedge funds
_| Hospitality and event management
~J Human resources
_l Information and digital technology
] Insurance and brokerage
[ International development
1 International organisations
CJ Investment banking
-] Journalism
7] Language and translation
J Law and legal services
| Leisure, sports and tourism
| Libraries, museums and heritage
| Logistics and supply chain
| Manufacturing and processing

Step 11: Select ‘All Departments’.

Publish Opportunity

» Step 4 of 5: Departments

@ select the Campus from which you most want to attract applicants, remembering
that study location is not related to where Students live.

Your selection(s) will highlight the ad for Students from the specified Campus, but will not restrict others
from viewing the details or applying

* Departments

O Al

LI All Departments

[J Accounting

[CJ Anthropology

(&) Economics

) Economic History

) European Institute

[J Finance

[J Gender Institute

] Geography & Environment

[C) Government

[ Institute of Public Affairs

[ International Development

[ International History

[J International Relations

[J Language Centre

{J Language Studies

O Law

[J Management

£ Mathematics

[J Media & Communications

[J Methodology

(] Methodology Institute

J Philosophy, Logic and Scientific Method
[ Social Policy

] Social Psychology

L] Sociology

[ Statistics

[CJ Summer School Short Courses

[J Undefined Department

[CJ Teaching and Leaming Centre

) Information Systems and Innovation Group

_| Managerial Economics and Strategy Group
[ Employment Relations and Organisational Behaviour
[CJ Management Science Group

Step 12: Your opportunity is now under review. You will receive an email once it is published. If you
have any questions beforehand please send an email to volunteer@lse.ac.uk.



mailto:volunteer@lse.ac.uk

