Searching for potential candidates in the Resume Book

“Resume Books” enable employers to review student resumes that have been included in the resume
book. Resumes can be filtered by the resume book’s available filtering criteria.

How to View Resume Books
1. Loginto your Mavlobs account at https://mnsu-csm.symplicity.com/employers/

2. View Resume Books by clicking on the Search mavjobs.com resumes in the top navigation bar on
your home page.
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3. View the resume book by clicking on the Resume Books tab, and then clicking on a resume book
link in the Name column.
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4. Refine the resume list by using the Keywords, Resume Text Search, Major, Class Level, and/or
Applicant Type search filters.
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} To view POF fes, you may need Adoba Acrobal Reader. To view Excel Nles. you may need Excel Viewer 2003
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5. View a resume by clicking on the document icon in the Resume column.

6. You can choose to view resumes individually, and contact students directly (their resumes have
their phone numbers and/or email addresses on them), and/or you can select students from the list
and send them all an email by choosing “Mail to Checked
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7. If you choose to do a “group” mailing, you will be sent to the Mail Wizard to compose the email.
You have the option of making the emails personalized by adding “available fields” such as first name,
full name, etc., throughout the message. Be sure to use the [ ] format as shown in the “available
fields” section. You can also attach a file if, for example, you wanted to include a copy of your position

description or information about your organization!
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8. We have developed a “template” email that you can use, or change as needed, to send to students
you are interested in meeting at the Expo. We find that when students are invited or encouraged by
an employer, they are more motivated to attend an event such as Expo! This is also a GREAT way to

get students to view, and apply for, positions you have posted on Mavlobs! You can certainly also

mention if you have an Info Session scheduled or if you will be interviewing on campus




While reviewing resumes on Mavlobs, your resume caught our organization’s attention! (Your

Dear [fname]:

organization name) will be attending the Minnesota State Mankato Career & Internship Expo on
October 30, 2012, and we would like it if you were to stop by our table and meet with our
representative(s).

At this time we are recruiting for (job/internship title(s)) and our position(s) are posted on MavJobs
now! We encourage you to apply, and would be happy to answer questions you may have about the
position(s) at the Expo! We hope to see you on October 30th!

Sincerely,

We hope that these instructions will simplify the resume search process for your organization!



