SWEP Job Application Instructions

Step 1: Sign in to MyCareer using your Queen'’s NetID
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Step 2: Navigate to the Summer Work Experience Program postings section
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Welcome to Queen's MyCareer

Queen's Career Services is here to support and empower you in your career
journey. Queen's Career Services offers:

« One-on-one appointments with Career Coaches (30 minutes; in person or
online) to help you explore your skills and talents, further education, and
career options.

- One-on-one appointments with Peer Resume Coaches (30 minutes; in
person or onling) to help you refine your job applications (resumes, CVs, and
cover letters)

« Drop-in advising (15 minutes; no appointment required) with Career
Coaches from Mondays to Thursdays.

« Opportunities to meet employers through job fairs and networking events

+ Experiential learing opportunities, including volunteer, community

ngagement and research opportunities as well as on- and off-campus jobs

e access 10 thousands of job postings

ip opportunities that complement your education

=/ and in-person workshops to help you develop your job search and job

application skills
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Step 3: Navigate to the Search Postings and enter respective position number
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You can now go into the job you are interested in and at the botiom of the posting you will see "apply for this job". When you select this, a drop down menu of your
packages will display and you can select the appropriate one

Applications will be accepted until the end of February 13, 2024, 11:59pm

Late applications will not be accepted. THERE WILL BE NO EXCEPTIONS.

Difficuties

If you run into technical difficulties, please email the coordinator at swep@queensu.ca before the deadline.
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Enter the job ID you are searching for

Step 4: After reviewing eligibility and posting information, click on Apply
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Eligibility

To be eligible for SWEP, students must be currently registered in a full-time Queen’s undergraduate degree program AND be returning to a full-time Queen's undergraduate
degree program in the fall (not graduating this year). Please note that concurrent B. Ed (Bachelor of Education) students are eligible.

Application Details:

« Applications will only be accepted electronically through myCareer.

« Upload your resume, cover letter and any additional requested documents in PDF format to your profile.

« Once your files have been uploaded, proceed to making packages (based on what the job requests). Title your package with the job number.

« You can now go into the job you are interested in and at the bottom of the posting you will see "apply for this job". When you select this, a drop down menu of your
packages will display and you can select the appropriate one.

« Applications will be accepted until the end of February 13, 2024 11:59pm

« Late applications will not be accepted. THERE WILL BE NO EXCEPTIONS.

Make a copy of the job posting in the event you are selected for an interview so you have it handy.
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Step 5: Use an existing (or create a new) application package, that includes a
current resume and cover letter
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Step 6: Submit your application! Good luck!
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