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Overview of Remaining Career Labs
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• Job Search 
Correspondenc
e: cover letters, 
networking 
emails, thank 
you notes

• Connecting 
with employers

• Online 
applications

• CMC Connect 
OCR

• Interviewing 
continued

• Conclusion
• Plan for the 

break

• Bring a copy of 
a recent cover 
letter, 
networking 
email, and 
thank you to 
class

• Draft five STAR 
responses to 
select core 
competencies: 
leadership, 
analytical skills, 
failure
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Key Terms
Internship applications and interviewing

OCR
On-Campus Recruiting: used to describe employer related 
activities that take place on campus including presentations, 
office hours, and interviews. 

OCR Postings Job postings for on-campus interviews; apply and manage 
interview schedules through CMC Connect 

Non-OCR 
Non-On-Campus Recruiting: Used to describe employer 
related activities that take place off-campus including 
conferences and interviews. 

Job Postings
Positions posted through CMC Connect that collect 
applications online or direct to the company website, but do 
not have on-campus interview schedules attached

Resume Drop Submitting your resume (and cover letter) to an OCR Posting
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Interview Selection Status

Invited
You have been selected to interview; 
you are guaranteed a slot if you sign up 
during the pre-select window, but are 
not guaranteed a specific time

Alternate
You have been selected as an alternate 
to interview; if any remaining slots are 
available, you can sign up during the 
alternate sign up window

Not invited You have not been selected for an on-
campus interview
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General Application Notes
Terms Notes

Documents and Naming
Conventions

You can upload different versions of your resume and 
cover letter in CMC Connect, save documents as PDFs 
when submitting for a position, and use a standard 
naming convention: Last Name, First Name – Resume –
Position

Default Resume
A copy of your resume that is set in the system to be used 
for all resume books and resume referrals – this should be 
your most basic and inclusive resume

Cover Letter Cover letters: you can upload multiple versions of cover 
letters

Application Instructions 
Read carefully for specific instructions; for example some 
employers will ask you to submit an application online, 
upload a transcript, or provide writing sample
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Resume Books

Make it easy for employers to find YOU

Class Resume Book: a default resume book that 
includes all students actively seeking an internship

Opt-in Resume Books: these are separate books by 
function and industry. You must “opt in” by 
uploading your resume to as many of these as are 
relevant to your interests. Employers and the CMC 
use these books for specific employer requests and 
resume referrals
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Interview Days

• Take note of the interview location: interview 
locations are frequently in McColl on the 2nd

floor, the 2200 offices across from Admissions, 
or in McColl in the CMC Lower Level (aka 
basement) interviewing suite 

• Interviewer contact information: interview 
schedules and interviewer business cards are 
kept in a binder at the CMC front desk
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Applying for Jobs in CMC Connect & 
On Campus Recruiting (OCR)
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Where are jobs located?
Jobs or Search for Jobs options
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Job Listings
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OCR vs. non-OCR

Interviews I qualify for = OCR (on-campus recruiting)
Jobs I qualify for = postings (off-campus recruiting)
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Do I qualify?
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Creating a Job Search Agent

Creating a Search Agent:
1. Go to Advanced Search 

under the Jobs tab
2. Customize your search and 

submit
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Scheduling a Job Search Agent

After you submit and yield results, to save search:
1. Go to Saved Searches
2. Title, select timeframe for notifications, “Save”
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OCR Opportunities

Schedule Details 
and Trigger Dates 
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OCR: Schedule Details and Trigger Dates 
This is the date the employer will 
be on-campus to conduct 
interviews.

All interviews are 100% employer 
selection.

Students can begin uploading and 
dropping their resumes and 
application materials on this date.
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Students have up until the 
resume submission/ resume drop 
deadline to drop, change, or 
withdraw resumes and 
application materials. At the drop 
deadline, employers are 
automatically sent packets with  
all submitted materials. Resumes 
and application materials can not 
be added or revised after the 
deadline. 

Resume drops are typically 
Tuesdays and Thursdays only.

OCR: Schedule Details and Trigger Dates 
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All students are able to view their 
status at this time. Students who 
have been preselected as 
“Invited” are able to view their 
status and sign-up for their 
interview slot. These students will 
have a 24 hour window prior to 
alternate sign-up, to secure their 
interview time.

There are enough interview slots 
for all preselected students.  

Preselect sign-up will typically 
open on Mondays at 12:30 pm.

OCR: Schedule Details and Trigger Dates 
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Students who have been selected 
as “Alternate” are able to sign-up 
for any available interview slots at 
this time. Alternate sign-up opens 
24 hours following Preselect sign-
up. 

An interview slot is not 
guaranteed. 

Alternate sign-up will typically 
open on Tuesday at 12:30 pm 
following Preselect sign-up.

OCR: Schedule Details and Trigger Dates 
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Following sign-up, students are able to cancel their 
interview or request an interview time change with a 
classmate.

Students can not cancel their interviews /request interview time 
exchanges after  8:00am on the Cancellation End Date. 

All schedules will typically be set to close 3 business days prior 
to a scheduled interview date.

OCR: Schedule Details and Trigger Dates 
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Applying for jobs and uploading 
documents

To add a new 
document…
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Apply to the “Test” OCR job now 

22



Career Lab 2015 | MBA Career Management Center

Was I selected to interview?
On-campus Interview Status:
Be sure to make note of the “Sign-up Start Date” so you can keep track of your interview 
status. You will log-in to the system at 12:30 pm on the day of preselect sign-up to find out 
your interview status.
• Invited: The company has selected you as a candidate they would like to interview – you 

will receive notification when the schedule opens for sign-up. 
• Confirm your interview invitation within 24 hours by selecting the time that you 

would like to interview
• Note the alternate sign-up date and be sure to select your interview time prior to 

this date; alternates are able to claim any open time slots once their sign-up opens.
• Not-invited: The company has not selected you to interview – you will not receive an 

automated email from the system with your status, but will be viewable in CMC Connect.  
• Alternate: The company has selected you to fill any open interview slots if invited 

candidates decline their invitation to interview.  
• Take note of the “Alternate Sign-up Start Date” and monitor schedule for any open 

slots until the schedule is finalized. (Alternate Sign-up will typically open on Tuesday 
at 12:30 pm following Preselect Sign-up).    

REMEMBER:  Interview sign-up is conducted on a FIRST-COME, FIRST-SERVED basis.
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Was I selected to interview?
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How to sign up for an interview if selected
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How to reschedule/swap interview times…
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What happens if…
I miss an interview sign-up deadline? If spots are still available, we may be able to manually 
add you to the schedule.  If no slots are available, please contact the recruiter directly if you 
were an “Invited” candidate.   

I make a mistake in my application materials? If the position is still open, you may withdraw 
your application and reapply.  Please note, applications are “live” to recruiters, so as soon as 
you have uploaded materials they have the option to review them on a real-time basis.  

I want to contact a company representative? Always search CMC Connect for contact 
information before reaching out to the CMC.    

I need to cancel an interview? If the schedule is still open you may cancel your interview in 
the system. If the schedule is closed you may only come off the schedule you have accepted 
another offer or there is a true medical/family emergency.

I miss a resume deadline? Email the recruiting contact listed in CMC Connect with your 
application materials, an explanation and a request to be considered for the position.  If 
contact information is not available, please email CMC.  
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CMC Connect resources and videos in Canvas

28



Career Lab 2015 | MBA Career Management Center

Questions?
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Carolina Offer Zone

30
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First Year Student Sign Up
November 2015
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COZ Details

• Rankings, rankings, rankings
• Update-able by you 24/7
• Use system to negotiate offers and conduct research
• System to report all offers received and

offer accepted
• Data is subject to audit by MBA Career 

Services & Employer Alliance and/or 
Financial Times

• 2015 employment outcome report is 
forthcoming 
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Login/Access to COZ
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Access via Kenan-Flagler intranet
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Click on MBA tab in top menu
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Click MBA Career Management Center in side menu
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Click “Tell us about your offer” box
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First Time Login / 
System Registration
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Verify Kenan-Flagler email and accept 
terms
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Add a few details to profile to get 
started
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Update Profile
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Provide more details to your profile
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Begin by entering background data in 3 
areas
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Background information – for internal use only

Years of experience are categorized in these areas:  less than 1; 1 but less than 3; 3 but less than 5; 5 or more years.  
Work authorization:  permanent work authorization or non-permanent work authorization.  
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Your desired areas help us market to 
employers
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Current school information – internal 
use only

Concentration is unofficial – based on your input.  We do not get information from the Program Office.  
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Undergrad data – reporting and internal use 
only

Undergraduate education categorized in three areas:  technical, business, or other.
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Before Kenan-Flagler
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Tell us what you did before Kenan-
Flagler
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Add pre-MBA opportunities
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Very Important:  Employer and 
Compensation

Pre-MBA data – use annual data; US Dollar only.  Okay to leave blank.  Generally used in ROI calculations by 
ranking publications.  
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Job Search Intentions
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Tell us if you are NOT SEEKING an 
INTERNSHIP
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…And why you are NOT SEEKING
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Provide specifics on why you are NOT 
SEEKING
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Tell us if you are NOT SEEKING POST 
MBA
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…And why you are NOT SEEKING 



Career Lab 2015 | MBA Career Management Center

Provide specifics on why you are NOT 
SEEKING
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Questions?
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