
WELCOME TO Berklee’s INTERNSHIP PROGRAM 
 
TO GET STARTED, REGISTER ONLINE TO ACCESS OUR DATABASE: 
       

 
    

 
 
CREATE YOUR ORGANIZATION’S  PROFILE 

 
 GO ONLINE TO WWW.BERKLEE.EDU/OEL 
 ON THE L EFT SIDE OF THE PAGE,  CL ICK THE L INK SUBMIT AN INTERNSHIP JOB DESCRIPTI ON 
 CL ICK EMPL OYER LOGIN 
 YOU WILL  BE DIRECTED TO eCampusRecru i t er  
 ON THE L EFT SIDE OF THE PAGE,  U NDER ARE YOU NEW TO THIS SYSTEM ,  CL ICK ON EMPLOYERS  
 THE DATABASE WILL  ASK YOU TO RUN A SEARCH FOR YOUR ORGANI ZATI ON 
 ALTHOUGH THI S MAY BE YOUR FIRST TI ME ON THE DATABASE,  PLEASE RU N THE SEARCH TO CONTINUE THE 

REGI STRATI ON PROCESS:  
 I F  YOU R COMP ANY I S ALREADY REGI STERED, DETERMINE WHICH COLL EAGU E HAS ACCESS TO ADD YOU 

AS A CONTACT 
 I F  YOU R COMP ANY I S NOT REGISTERED, YOU WILL  NEED TO FILL  OUT THE PROFIL E FORM WITH YOU R 

EMAIL  ADDRESS AND CREATE A PASSWORD 
 COMPL ETE THE P ROFILE FORM AND PROMPTS (HINT :  The more i nf ormat ion you p rov ide,  t he more a ttr act ive your 

organiz at ion i s to the s tudents! ) 
 NEXT YOU WILL  NEED TO COMPL ETE THE CONTACT (RECRUITER) P ROFILE FORM AND PROMPTS 
 YOU R REGI STRATION INFORMATI ON WILL  BE SUBMITTED TO THE OFFICE OF EXPERIENTIAL L EARNING 
 YOU WILL  RECEIVE AN EMAIL  CONFIRMING YOU R REGISTRAT ION AND SYSTEM ACCESS WITHI N 24-48 HOU RS 
 AFTER YOU RECEIVE THE CONFI RMATI ON EMAIL ,  PL EASE L OG ON TO CREAT YOU R INTERNSHIP P OSTING  

 
CREATE YOUR INTERNSHIP POSTING(S) 

 
 ON THE RIGHT SI DE OF THE SCREEN, UNDER ACTI ONS ,  CL ICK ON P OST A JOB FOR THI S EMPL OYER 
 COMPL ETE ALL SECTIONS OF THE P OSTING P ROFILE AND P ROMP TS,  BEL OW ARE SOME SUGGESTI ONS TO G IVE   

YOU R POSTING THE HIGHEST CONSI DERATION:  
 FOR SECTI ON 1 ,  SEL ECT AS MANY AREAS OF INTEREST AS P OSSI BL E (HI NT:   When s tudents run the i r  

sea rches,  i t  i s important fo r  your o rgan iza t ion to appear i n a l l  app l ic ab le sear ch cr i ter ia ! ) 
 FOR SECTI ON 2 ,  QU ALIFY THE NATU RE OF THE INTERNSHIP (HINT:  I nt roduc tory I nternsh ip s ar e 

Boston-spec i f ic ) 
 FOR SECTI ON 4 ,  INDICATE I F THE INTERNSHIP S IS P AI D OR UNPAI D 
 FOR SECTI ON 7 ,  CL ICK ON ALWAYS ACTIVE UNL ESS CLOSED OR DEL ETED   
 FOR SECTI ON 8 ,  SEL ECT THE CONTACT (RECRUITER) THAT I S RESP ONSIBL E FOR REVI EWING THE 

RESU MES 
 I F  THERE ARE MANY INTERNSHIP OPPORTU NITIES AT YOU R ORGANI ZATI ON,  CONSI DER CREATING MULTIPL E 

POSTINGS 

 

Off ice of  Experiential Learning                    experientialle arning@berk lee.edu ¥ (617)) 747.2180 
1140 Boyls ton Street 

M S 899-EXPL 
Boston, M A  02215  

USING  THE  
SERVICES ON  

w w w .berk lee.edu/oel  

Off ice of  Experiential  Learning 


