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Correspondence Rules Still 
Apply
 Do not use current work e-mail addresses to 

contact prospective employers

 If possible, after sending an employer a copy of 
your resume/ cover letter, mail a paper copy

 Fill out all the boxes/ questions on an online 
application thoroughly, even if it is not required

 Proofread!!!!

Your EMPL ID #



•Be sure to check yes to “Receive email 
notifications” and “Include in Resume Books”

•Email Notifications update you on career 
events, new jobs and internships, and 
important career information

•Resume books allows employers to view 
your resume for potential job opportunities

Email Notifications/Resume Books



Strategy A) Pursue Advertised Vacancies

 Sources of Job Vacancies
- KCC Jobs Board or the CUNY Jobs Board.
- Campus interviews and job fairs.
- Newspaper classified ads.
- Internet Job Search Engines
- Trade or professional associations’ newsletters
- Employment services and agencies
- Company Websites

But, Advertised Vacancies are not the 
most effective strategy for finding a job!

Your email address MUST be verified 
in order for you to utilize Symplicity!

•Log in to your email and look for a message from 
the Career Center

•As directed in the email, click on the link to verify 
your email address

•Once approved, you will receive an email with a 
link to create your password; click on the link only 
once or the system will lock you out.



Tips for Responding to Advertised Vacancies

 Make sure you meet the 

qualifications

 Don’t waste time with long shots

 Use cover letter to answer every 

requirement listed

 Personalize your response as much 

as possible

 Try to directly contact manager who 



STEP 6: Getting an Offer!

 Congratulations!  You’ve 
been offered a position you 
want to accept.

 Send thank you letters to all 
the people who helped you.

 Remember to use all 6 steps 
continually in your career 
progression or when you 
make a job change.

 Follow up in C 102

To Post A Resume



To Search for Jobs



For Further Assistance

 Stop by C-102 to make an appointment 
with a Career Advisor once you have a 
draft of your resume and/or cover letter, 
or for interview preparation.


