Student Portal

Onboarding & Quick Reference Guide

Powered by Symplicity CSM

This guide covers:
Section 1 — Logging In & Setting Up Your Profile
Section 2 — Managing Your CV
Section 3 — Searching & Applying for Jobs
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Section 1: Logging In & Setting Up Your Profile

Step 1 — Log In to the Platform

Open a web browser and navigate to your institution's Student Portal link. You will be prompted to sign in.

e Username: Your university email address or username
e Password: your university password

Press the Student/Alumni Sign In button to continue.

@REGENTS

What type of user are you?

Student/Alumni Employer Faculty

POWERED BY msymplicity

v e V; 247N

Step 2 — Getting started

On your first login you will be asked for some information to Get Started.

: ﬁ Welcome Molly

WEe'll help you prepare, search, and secure a great career.

(O 1 agree to my institution’s privacy policies and Symplicity's
Privacy Policy and Terms

Get Started

By using this site, you acknowledge that you may receive emailed jobs and other
opportunities. You can unsubscribe at any time from Email Preferences.

Step 3 — Set Your Interests

The platform will ask you a series of short questions to personalise your experience. Work through each screen and press Next to move forward:

1. Opportunity type (select one) — e.g. graduate role, internship, placement.

2. Preferred work locations (multiple selections allowed) — type the first few letters of a city to search.

|| | agree to my institution's privacy policies and Symplicity's
Privacy Policy and Terms

3. Industries of interest (multiple selections allowed).
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What type of jobs are you looking for?

We'll use this information to connect you to relevant opportunities. You may choose more than one.

Q search
Full Time Part Time Internship Work placement
Temporary/Seasonal Not Sure Yet

1/6

4. Job functions (optional, multiple selections allowed).

Where would you like to work?

Student Employment

We'll use this information to connect you to relevant opportunities. You may choose more than one.

Q search Locations

Dubai, United Arab Emirates X

5. Previous employer (optional) — leave blank if you have not worked before.

Once finished, press OK to reach your homepage.
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Which industries are you interested in?

We'll use this information to connect you to relevant opportunities. You may choose more than one.

Q search

Accounting Accounting Services Advertising
Advertising, Marketing, and Public Rel. Aerospace Agriculture
Apparel/Textiles/Fashion Architecture & Urban Planning Architecture/Urban Planning
Arts Arts & Design Assocations Automotive Banking
Biotech & Pharmaceuticals Business Services Chemicals Chemicals

Back 3/6

Which job functions are you interested in?

use this information to connect you to relevant opportunities. You may choose more than one.

Q search

Cybersecurity Accounting & Bookkeeping
Architecture & Urban Planning Arts/Design
Construction & Building Trades Consulting
Engineering Entertainment/Performing Arts
Fashion Design/Modeling Financial Services
Back 4/6

Advertising

Clerical/Office Ad

Customer Service

Agriculture

ministration

Education/Teaching

Environment/Natural Resources

Healthcare

Hospitality



Where have you worked?

We'll add this to your profile. It's a good idea to add details later, and you can update your profile at any time.

Q Search for or add employer name

sac s =3

You are all set!

You may update this information at any time in your account section.

Step 4 — Navigate the Homepage

The homepage has six main areas:

¢ Navigation Menu — links to all sections of the portal

e Search Box — quickly find jobs, events, and resources

e Account & Settings Menu — update your personal details

¢ Notifications — alerts about applications and approvals

e Announcements — news from your careers service

¢ Upcoming Events — workshops, fairs, and employer presentations

©@REGENTS q Jobs Events Employers Resources Appointments Jco
G

AREERS

Take Your Job Search Mobile!

Download the Symplicity Jobs and Careers app, and search for jobs from anywhere.

Download the App

o 8 = (@) &)
Book Appointments Career Explorer Pathways Public Profile Add a CV
Enter a description that will Learn about popular careers Follow our step-by-step guide Showcase your academic and Upload a resume to get
appear on the student home and leading industries. to career readiness. professional achievements. started with your job search.
page tile.

Latest Jobs
Kimley-Horn Amergis Amergis Stantec
ﬁ Gainesville, Florida, Unite... ﬁ Lower Lake, California, U... ﬁ Orlando, Florida, United S... ﬁ South Burlington, Vermo...

Senior Project Manager, Hiring now $70.00/hour Hiring now $52.00/hour Senior Project Manager,
Practice Builder - Land... Special Education Teacher... Teacher for Visually Impaire... Water/Wastewater Treatment
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Step 5 — Update Your profile Information
6. Open Account from the top-right menu.

7. Update profile.
8. Edit the relevant fields and press Save to confirm.

®REGENTS o Jobs Events Employers Resources Appointments @

T ARECERS

Notifications @

Update Profile

My Documents

Take Your Job Search Mobile! My Account

Download the Symplicity Jobs and Careers app, and search for jobs from anywhere. Help & Feedback >

Sign out
Download the App

o 8 A @ &)
Book Appointments Career Explorer Pathways Public Profile AddaCV
Enter a description that will Learn about popular careers Follow our step-by-step guide Showcase your academic and Upload a resume to get
appear on the student home and leading industries. to career readiness. professional achievements started with your job search.
page tile.

Latest Jobs
Kimley-Horn Amergis Amergis Stantec

lﬂ Gainesville, Florida, Unite... ﬁ Lower Lake, California, U... ﬁ Orlando, Florida, United S... IE South Burlington, Vermo...
Senior Project Manager, Hiring now $70.00/hour Hiring now $52.00/hour Senior Project Manager,
Practice Builder - Land... Special Education Teacher... Teacher for Visually Impaire... Water/Wastewater Treatment

. Tip: You can always come back and change your interests later via Account > Personal Information.

Step 6 — Build Your Public Profile

Your Public Profile is visible to recruiters and employers. Select Public Profile from the right-hand navigation menu to start adding your education,
experience, skills, and more.

SYMPLICITY

Csm _ Jobs Events Employers Resources Career Advising @

Home / Public Profile

M  Abby G Andrews 4

~ Bachelors - Marine Biology - Aug 2026
‘ . Symplicity UK University Share Profile Unpublish Profile
Personal Statement Vi
~ ~

My first initial interest in Communication studies happened when | entered college. English had always interested me and

I did quite well in my English courses. However | wanted to take a major that would challenge my social skills and ability

to communicate with others. | needed to be in a major that would improve my communication skills in all aspects of my

life. —

nr_ - - - _— =1
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Section 2: Managing Your CV
Your CV is central to every job application on the platform. Every CV you add — regardless of how you create it — must be reviewed and
approved by a Career Advisor before it can be used.

There are three ways to add a CV:

e Upload an existing document
e Generate a CV from your profile
e Build a new CV from scratch using the CV Builder

Option 1 — Upload an Existing CV

9. Click My Documents in the navigation menu.

@REGENTS Q Jobs Events Employers Resources Appointments @

UNIVERSITY LONDON

Notifications

Update Profile

My Documents

Take Your Job Search Mobile! My Account

Download the Symplicity Jobs and Careers app, and search for jobs from anywhere. Help & Feedback >

Sign out

Download the App

& i) A @ (8]
Book Appointments Career Explorer Pathways Public Profile Add a CV
Enter a description that will Learn about popular careers Follow our step-by-step guide Showcase your academic Upload a resume to get
appear on the student home and leading industries. to career readiness. and professional started with your job search
page tile achievements.
Latest Jobs

10. Click the Add New button.

Jobs Events Employers Resources Counseling

Home / Documents / My Documents

Documents
My Documents Resume Builder Opt-In Resume Book Portfolio Related Resources
(® Mock Interviews
p results 15 default_doc v
Help & Support
cv $> Send a Question or Comment

ov

11. Complete the form: Label (display name) and Document Type (keep as "CV").
12. Click Choose File to select a file from your device.

Student Document

Label - e.g., "CV - Full Name (Major)" *

CV-My Full Name (My Major)

Document Type

@ cv

O Cover Letter

O Unofficial Transcript
O Writing Sample

O Other Documents

13. Optionally add a note to the Career Advisor, then click Submit.
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Maximum file size: 64 MB

File *

Please select your document to upload.

Choose File | No file chosen

The platform converts your file to PDF automatically. Your document will appear in the list with a Pending tag until a Career Advisor reviews it.

. Tip: You can also upload a CV from your Profile page. Under the Résumé area on the right, click Upload Resume.

Student Notes

Add any notes (if needed) you wish to share with the Career Advisor

Option 2 — Generate a CV from Your Profile
14. Click Profile in the navigation menu.
15. In the Résumé area on the right, click Generate Resume.

P ~

Converting...

Please wait

D

File uploads can take several minutes to
complete. Please don't close your
browser until the processing completes.

16. The CV Builder tool will open, pre-populated with your profile information.
Note: If you already have a CV set as default, hover over the document name in the Résumé area until you see the pen icon, then click it to

reveal the Upload Resume and Generate Resume options.

- CV-Demo Student (Accounting)
535 e

AOTAAYYY gl Yo Al Jes Al

CV Review & Approval

All newly submitted CVs go through a review process. To view your CVs and their status, click My Documents.
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Jobs Events Employers Resources Counseling “#D

My Documents Resume Builder Opt-In Resume Book Portfolio

o Outlines 2 Customize Sections 3 Contentand Style 4 Save

Select a template for your CV sections.

You may customize your sections after making a choice. Choose the template that best matches your status as a candidate or the profession you are pursuing.

Cancel

e Pending — CV submitted, awaiting review by a Career Advisor.
e Approved — CV is available to attach to job applications.
¢ Not Approved — Career Advisor has left feedback. Click the CV title to read the comment, make edits, and resubmit.

. Tip: Visit the Document Library (Resources > Document Library) for additional CV guides, articles, and video tutorials.
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Section 3: Searching & Applying for Jobs

Searching for Jobs
17. Click Jobs in the top navigation menu.
18. Click All Jobs.

Events Employers Resources Counseling 1A

& Q @ B
Experiential Learning Mock Interview Career Finder Public Profile Add a Resume
Gain experience with co-ops Practice interviewing and Take our quiz and get career Showcase your academic and Upload a resume to get
or internships. receive helpful feedback. suggestions. professional achievements. started with your job search.
Announcements

19. Use the Filtering Options on the left to narrow results by industry, location, job type, and more.
20. Click any job listing on the left to view the full details on the right.

Search Saved My Job Applications

Keywords Location 25km ~ l Search ‘

Show Me v Position Type v Industry v Job Function v More Filters v All Jobs
[ty
\

Because you favorited Senior Backend Developer at Aspire Software

Aspire Software Aspire Software Aspire Software Aspire Software
!
AMPR . Beirut, Lebanon AMPR Beinut, Lebanon AN Beirut, Lebanon AR Beint, Lebanon
Senior Software Developer Senior Full Stack Developer Senior .NET Developer Software Technical Writer
Full Time Full Time Full Time Full Time
Apply by Sep 22 Apply by Sep 22 Apply by Sep 22 Apply by Sep 25
< < < <

Applying for a Job
21. Open the job you want to apply for and click Apply.

Home / Jobs / Search

Filtecing Search Saved My Job Applications
Optics

Keywords Location 25km ~ ‘ Search ‘
All Jobs &Interviews v PositionType ¥ Industy ¥ JobFunction ¥ More Filters Create Job Alert | &
mﬂ:&. 1-20 of 46 jobs 1= Date Posted v Customer Service Consultant ‘ Save
AASPIRE  Aspire Software ]
Full Time
Customer Service Consultant w
Aspire Software - Beirut, Lebanon -
- Job Description
Full Time 1d
Aspire Software is looking for a Customer Service Consultant to join the team in Lebanon !
PN Here is a little window into our company: Aspire Software, the operational arm of Valsoft Corp,

System Administrator
Aspire Software - Beirut, Lebanon

operates and manages Valsoft's global portfolio of wholly owned software companies, providing
mission-critical solutions across multiple verticals. By implementing industry best practices, Aspire
Full Time d delivers a time sensitive integration process, and the operation of a decentralized model has
allowed it to become a hub for creating rapid growth by reinvesting in its portfolio.

. . e Octave company is a software retail POS business that provides cloud-based solutions to its
Graphic Designer
clients. We are seeking an experienced Customer Service Consultant with an advanced French
Aspire Software - Beirut, Lebanon language having the below requirements:
Full Time 24

Raison d'étre

22. Select the CV you want to attach. Only approved CVs will be available.
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Apply to New Horizons Learning Centers

Submit Your Application
Resume *
My CV

or add a new resume

23. If you do not yet have an approved CV, click Add a New Resume. You can submit the application once your CV has been approved.
24. Complete any additional fields and submit your application.

Home / Jobs

Search Saved My Job

Applications

My Job Applications
R APD dalio

Non-OCR Job Applications

Exp. Learning Offer Status

1 resuit

D Intern DB Administrator
Demo New Horizons

Application submitted Mar 07, 2022, 1:54 PM

View Resume

POWEREDBY msymplicity

Tracking Your Applications
To view all your submitted applications, click My Job Applications in the Jobs menu. From here you can monitor the status of each application.

Need Help?

Contact your Careers Service team or visit the Help section for further guidance.
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