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How t o register your organisation  

 

1.  Follow this link to MyCareer:   

https://mycareer.soton.ac.uk/home.html   

 

2.  Click on ôOrganisation login and registrationõ on the MyCareer 

homepage : 

 

 

 

3.  Click on ôRegisterõ: 
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4.  Complete the details in the ôOrganisation registrationõ form and then 

click on ôRegisterõ: 

 

 

 

5.  The following screen will appear:  
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6.  Your organisation application has now been submitted for approval 

and will be reviewed by the Careers and Employability team.  If yo ur 

details comply with our approval policy  we will approve your 

registration and you will receive a registration email with your login 

details.  

 

7.  You can post job opportunities whilst your organisation registration is 

pending approval should you wish.  Once submitted, these will remain 

pending until your organisation has been approved.   

 

¶ To post a vacancy  to the Jobs Board , click on ôPost opportunityõ and  

then follow the  steps in the ôHow to post a n opportunity to the Jobs 

Boardõ section.    

¶ To post an opportunity to our Volunteering Bank , click on the ôPost 

Career Development Opportunityõ button in the Volunteering Bank 

section and then follow the steps in the ôHow to post an 

opportunity to the Volunteering Bankõ section.  
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¶  To post a UoS Internship, click on  the ôPost Career Development 

Opportunityõ button in the UoS Internships section and then follow 

the steps in the ôHow to post a UoS Internship opportunityõ section.  
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How to add an addition al organisation user  

 

1.  Follow this link to MyCareer:  

https://mycareer.soton.ac.uk/home.html   

 

2.  Login with your organisation details in the ôOrganisation login and 

registrationõ section: 

 

 

 

3.  Click on ôProfileõ and ôUpdate my o rganisation profile õ:  
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4.  Click on the ôContacts and Usersõ tab then ôAdd new contactõ: 
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The following screen will appear:   

 

 

 

5.  Complete the details of the new user and click ôAdd userõ.  Their 

details will be shown in the contacts list:  
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6.  Click on ôSave changesõ and the following screen will appear 

confirming the organisation details have been updated.   The new 

user will receive an email with their password details and will now 

be able to log in to the organisation profile.  
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How to register for a stand at a Careers Fair  

 

1.  Follow this link to MyCareer:  

https://mycareer.soton.ac.uk/home.html  

 

2.  Login with your organisation details in the ôOrganisation login and 

registrationõ section: 
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3.  Click on ôEventsõ and ôSearch eventsõ on the top toolbar: 

 

 

 

4.  The following page will appear.  Select ôCareers Fairsõ in the event 

ôTypeõ box and then click on ôSearchõ.   
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