
Student and Alumni Guide

How to register, login, update your profile, upload 
your resume or other documents and apply for on and 

off campus jobs

Best browsers to use: Firefox, Google Chrome

LionsLink
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Step 1:
Go to vanguard.edu/career and click on the                             button.
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Registration and 
Profile

vanguard.edu/career


Step 2:
Click ‘SIGN UP’ to begin the process of creating your account. If you already 

have an account, you may proceed by entering your username and password. 
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Step 3:
Please continue to enter all pertinent and required information to complete 

the sign up process.



NOTE: Please allow 24 hours for your submission to be approved.  If it is a weekend or 
holiday it may take longer.  Also, if there is a Career Services event taking place your 

approval may be delayed. PLEASE DO NOT CREATE MULTIPLE ACCOUNTS TO EXPEDITE THE 
PROCESS!

Step 4:
PLEASE NOTE that once you have signed up, you will be required to verify 

your email address.
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Step 5:
Once approved, you are ready to begin creating your profile by 

clicking on ‘Profile’ in the side bar.

Step 6:
Please proceed to fill in all of your relevant education and 

experience.
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Step 7:
ADD EDUCATION: Scroll over the highlighted area shown below 

and click the ‘ADD EDUCATION’ button on the right.

Step 8:
Proceed to enter your information in the provided fields and click 

‘SAVE.’
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Step 9:
ADD EXPERIENCE, PROJECTS, OR SKILLS: Simply click on 

Experience, Projects, or Skills. Proceed to fill in your information 
and click ‘SAVE.’

To provide additional Experience, Projects, or Skills, scroll over 
these respective headers and an ‘ADD’ button will appear on the 

right.
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NOTE:
Once your profile is complete, you may publish it for public 

viewing. To do so, click on the ‘Publish’ button in the upper right 
corner. Your profile is viewable by others if the button appears as 

the one shown below.
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ADD RESUME
Step 1:

Click on the ‘Add Resume’ link in the right sidebar.

Uploading Documents
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Step 2:
Next, click on ‘UPLOAD NEW’. After which you will be prompted to 
label and choose your file. If applicable, you may enter a personal 

website as well. Click ‘SAVE.’
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UPLOAD ADDITIONAL DOCUMENTS
Step 1:

Click ‘Documents’ on the sidebar and select ‘Approved’ from the 
drop down menu.
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Step 2:
Here you will view all uploaded documents. Click the ‘ADD NEW’ 

button.
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Step 3:
Name the file. Select the type of document it is. Click ‘Choose File’ 
to select the  document you would like to upload. Click ‘SUBMIT’ 

when complete.



On-Campus:
If you are seeking an on-campus position click on ‘Jobs’ in the 
sidebar. ‘On-Campus Employment’ will be in the drop down 

menu. Click on ‘On-Campus Employment’ to view job postings.

Searching for 
Employment
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Off Campus Employment

Step 1:
Click ‘Jobs’ in the sidebar and select ‘CSM Jobs’ from the               

drop down menu.
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Step 2:
Type your criteria and click ‘SEARCH.’



HELPFUL TIP:
Conduct an Advanced Search by clicking the ‘Advanced Search’ 

link shown below and proceed to enter your criteria in the     
pop-up window.
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HELPFUL TIP:
You can save your search criteria by clicking the ‘Saved Searches’ 
link shown below. Give your search a title, select if you would like 

periodic emails sent to you with this criteria, and click ‘SAVE.’
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Step 1:
Simply click on the job your are interested in applying to; then click the ‘APPLY’ 

button on the right.

Applying for a Job
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NOTE
You must have documents uploaded to your profile for the ‘APPLY’ option. 

Please refer to page 10.



Step 2:
Next, you will be prompted to select a resume and cover letter you 

would like to submit, as well as add a personal note. Once completed, 
click ‘SUBMIT.’
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HELPFUL TIP:
Follow your favorite employers to be notified when positions with those 

employers become available.

To do so, go to the employers profile and click on the star in the right, 
under ‘Actions.’

You can view a list of the employers you are following by clicking on 
‘Favorite Employers’ on the sidebar.
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Step 1:
Click on ‘Calendar’ in the sidebar and select ‘Counseling Appt’ from the 

drop down menu or click the ‘Request a Counseling Appointment’ link in 
your Shortcuts menu as shown below.
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Making an 
Appointment



Step 2:
Click the ‘REQUEST AN APPOINTMENT’ button.
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Step 3:
Enter your preferences and click ‘CHECK AVAILABILITY.’



Step 4:
Select the appointment you would prefer from the results.
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Step 5:
CONFIRM YOUR APPOINTMENT by double checking the information in 

the pop-up window, adding any helpful notes, and clicking ‘SUBMIT 
REQUEST.’ You will receive a confirmation email.


