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Getting Started – Registration    
· Log on @ www.bryant.edu/careered.  Click on the BCC icon.

UN = Student ID number_bryant  (EX: 123456_bryant)                                                                               PW= birthdate (mm/dd/yy) 

· Create or update/edit your registration and profile.
· Complete or update each section – Personal, Academic, Career, Continued Academics and Administration (communications). Be sure the profile reflects your current data and interests. Click “save” after every section!
· Items marked with an asterisk must be filled out – please complete as many of the fields as possible – information is used to filter on who is eligible to apply for jobs. (These fields are not viewable by employers.) 

· Administrative information– fill in “YES” in response to question to receive email from Career Services (The Amica Career Center).
· Your BCC account has been set up with your Bryant e-mail address which should be used as your primary address.
· You have an option to register to receive additional email communications and access job postings, career information, etc. from the system vendor, Experience. You may unsubscribe to these communications at any time in the future by clicking on “Experience Green” at the top of the page. Note that the jobs posted by the Experience System Vendor are separate from the jobs posted directly by the Bryant Corporate Recruiting Program.
· You may change your password as desired – you cannot change your username.
Uploading Your Documents  

Once you have attended orientation or viewed the video in the Career Center, we will activate your account, enabling you to apply to opportunities. To upload your documents:
· Create your resume and cover letters in MS Word (do note use a template). Give your documents a specific and recognizable name, i.e., Resume_James.Smith_Amica.doc or Cover Letter_James.Smith.doc
· Upload your documents into the BCC System by doing the following

· Click “Documents” on the gray bar at the top of the main page. 
· Click “Upload Documents” – select and attach the file. Click “Upload”
· Your document(s) should appear in “Documents” and will show “Ready” when the system automatically converts them to PDF files.
· The system will require you to designate a “primary” resume. Give your document a specific name such as Resume_JoeSmith.doc (use your name or other identifying information).
· To make changes to uploaded documents (beyond the document name and file type), you must delete the existing document and upload the revised document – you cannot edit a PDF file.
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We recommend that you upload an unofficial copy of your transcript from Banner to your profile.
· Save the unofficial transcript as a Word Document; upload under “other documents”
· Job Applications – if requested                                                                                           

· A few organizations require that you complete an application form. As applicable, forms are available on our website under the “Students” link (scroll to the bottom of the student page to “Employment Applications”).
· Open the appropriate document; save it to your desktop
· Upload the completed application to your BCC profile under “other documents”. 
· Name your application(s) by company name so that you select the correct application when applying.                                                                                                                                                                                                                   
Searching for Deadlines, Organizations, Opportunities 
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 The BEST way to search for opportunities is to check the calendar section in BCC DAILY!
VIEW THE NEXT 7-10 DAYS ON THE CALENDAR to check for upcoming application deadlines.  By preparing 7-10 days in advance and re-visiting the calendar daily you will be able to prepare necessary materials (customized cover letters, writing samples, etc.) and ensure that you DO NOT MISS ANY DEADLINES – preparation, organization and diligence are your keys to success!                                                                                   

· Click on “Calendar” in the gray bar at the top of any page in the BCC system.
· Click on Career Center Calendar.
· Select the month of interest to view deadlines, workshops and programs.
· Review the upcoming 7-10 days; don’t miss deadlines on positions of interest!
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 OTHER WAYS TO SEARCH:                                                                                                                 Available from the main page or after clicking on “Jobs/Internships”:
                                                                                                                   Click on the “Jobs by 
Experience System Jobs:                                                                                                   When conducting a search via the main “Jobs & Internships” field or the “More Search Options” field, you are searching BOTH Bryant University Corporate Recruiting Program positions AND Experience Network jobs. While you may apply for Experience Network jobs using the application materials you have uploaded, THESE ARE NOT A PART OF OUR CORPORATE RECRUITING PROGRAM and the information provided in your orientation and below are not applicable. 

Jobs posted by Bryant are indicated by a “flag” icon --  [image: image4.png]



Review Organization and Position Details
· From your search results, view the job description by clicking on the deadline or job title.
· Closely review the opportunity and employer:

· Review the corporate profile and employer website (link).
· Review position description, desired skills sets and requirements.
· Deadlines and how to apply for the position.
· Interview date for on-campus opportunities.
· Note that off-campus selection/recruiting is coordinated directly by the employer. If selected, you will be contacted directly by the employer regarding follow-up or off-campus interview scheduling.
Applying to Bryant Corporate Recruiting Program Opportunities
· Review “How to Apply” and required application materials.
· NOTE Application timeframe – watch for deadlines!
· Click “Apply” at the end of the job description. 

· Select, preview, and submit/attach the requested documents (resume, cover letter, etc.) 

· Remember… to apply, your documents must be uploaded in the “Documents” section of BCC. Always be sure that your objective and cover letter are relevant to the position(s).
· After materials submission, you will be taken to “Your Applications” and view a “Confirmation”. 
To Remove Your Resume from an Employer’s Virtual Mailbox:

· Withdrawing Your Resume/Application:

· If you decide you do not want to be considered for an interview with a particular company you should remove your resume.  To do so, click on the “Applications” tab in the gray navigation bar at the top of the main page, and click on the “My Active Applications” tab.
· You will see a list of the positions/employers to which you have applied.  Find the position for which you wish to remove your materials from consideration and click on the “Details” hyperlink to the right of the position and employer name.
· View the status of your application on the “Application Details” page.

· If the Employer Decision is still “Undecided”, you may click on “Withdraw” and then confirm.
Note:

· You can only remove your application materials from an employer’s virtual mailbox during the application date range (before the applications have been forwarded to the employer).
· Once the application deadline date has passed and/or the employer has rendered a decision, you will have to participate in the on-campus interview if you are selected by the organization or decline the interview (see below).
· THERE ARE NO EXCEPTIONS TO THIS POLICY! 
Signing Up for Interviews – You MUST Respond!
You will be notified by email that you are “accepted,” an “alternate” or “declined” for each interview for which you have applied. 
· Accepted for Interview:

· Click on the hyperlink in your message, log into the BCC system and select an interview slot 
OR
· Log-in to your BCC account and click on the “Applications” tab in the gray bar on the main page; click on the “My Active Applications” tab. 
· View a list of all of your applications. A red exclamation mark will appear next to newly rendered decisions from employers (interviews you have recently been selected for).
· To sign up for an interview slot, click on “Details” to the right of the job title and employer name. Click on “Sign Up for an Interview” below the Employer Decision Accept - text.
· Decline an Interview: 
· Click on the “Decline Invitation to Interview” from the Application details page. 

· To Change (or Withdraw from) an Interview:

· To change an interview that you have signed up for, click on the “Applications” at the top of the main page, and click on “My Active Applications”. 
· To change your interview slot, click on “Details” to the right of the job title and employer name, then click on “Choose a Different Interview Slot” (below the Employer Decision Accept text). Select a new interview slot (from the available slots) and click “save”.
· To withdraw from an interview, click on the “Details” button to the right of the job title and

employer name, then click on “Withdraw from this Interview.” Confirm your decision to withdraw on the next page.


Track Your Applications, Interviews and Events
· Check current Applications                                                                                                                
· Click on the “Applications” at the top of the main page, and click on the “My Current Applications.”   This menu provides a detailed list of positions/employers to which you have applied and important dates (the date you applied, the date you received your decision from the employer and the employer’s decision). You can sort this table by any of these headers.
· Check your Upcoming Interviews 
· Click on Calendar; Events Calendar; Your Upcoming Events; view a list of your interviews.
· Check important Employer Events related to your interviews.
· Click on “Applications” in the gray bar on main page; click on the “My Current Applications”.
· Click on “Details” to the right of each job title/employer name to which you have applied.
· Click on the “Employer Name” and “Events”.
· Make note of all upcoming events – Open Houses, Information Sessions, etc.  Dates, times, and locations will be provided.  

If you need assistance with utilizing the BCC system, please stop by the Amica Center for Career Education and we will be happy to assist you.  Good Luck!
BRYANT UNIVERSITY

Amica Center for Career Education
www.bryant.edu/career  ▪ 401.232.6090[image: image5.png]



“1-Click” Search Options:


	


Application Deadline = chronological list of all Bryant job (& internship) listings by deadline.





Interview Schedule = chronological list of all Bryant jobs by interview date (deadline is earlier!).





Newest Jobs = latest jobs from all sources (includes positions posted by Experience); filter results by Bryant postings and other criteria.





More Search Options:





Senior Job Search and other options to search by keyword, job function, location, etc. Note that using multiple criteria will yield fewer results. You can also search by Employer by clicking on “Employers”.








Hint: to get the widest range of opportunities, search by broad parameters and review descriptions and requirements. Don’t limit your search to your concentration or one job function. While some jobs require certain majors, most are open to many majors. 





Important Application Deadline Note:                                                                                                                                   All BCC deadlines are 11:59pm EST 


You MUST submit your application materials by 11:59pm on the designated Application Deadline date to be considered by an employer; the system will not accept your application after this time. 


Plan ahead to avoid any unanticipated system problems!








Important Interview Sign-up Note:





     You must take one of these two actions when selected for an interview – 


You Must Either Sign-Up For an Interview Slot OR Decline the Interview.  





 *Failure to Take Action will Result in Suspension of Corporate Recruiting Program Privileges *








NOTE: 


You may only change or withdraw from an interview schedule up to 2 business days/48 hours – whichever is greater – prior to a scheduled interview date.


 


If you withdraw from an interview slot, this is the same as declining an interview and you will not be able to reapply or be re-considered for this opportunity – consider before withdrawing!








IMPORTANT – Attendance at Company Information Sessions!


Many employers hold an information session the evening previous to the interview day. 





You are expected to attend the corporate information session unless you have a class or mandatory commitment. Learning about the company and its recruitment program will help you to have a successful interview. Failure to attend can put you at a disadvantage.














