WELCOME TO Berklee’s INTERNSHIP PROGRAM

TO GET STARTED, REGISTER ONLINE TO ACCESS OUR DATABASE:
Berklee www.berklee.edu/oel

COlngC Of USING THE
music SERVICES ON

Office of Experiential Learning

) eCampusRecruiter

CREATE YOUR ORGANIZATION’S PROFILE

GO ONLINE TO WWW.BERKLEE.EDU/OEL
ON THE LEFT SIDE OF THE PAGE, CLICK THE LINK SUBMIT AN INTERNSHIP 10B DESCRIPTION
CLICK EMPLOYER LOGIN
YOU WILL BE DIRECTED TO eCampusRecruiter
ON THE LEFT SIDE OF THE PAGE, UNDER ARE YOU NEW TO THIS SYSTEM, CLICK ON EMPLOYERS
THE DATABASE WILL ASK YOU TO RUN A SEARCH FOR YOUR ORGANIZATION
ALTHOUGH THIS MAY BE YOUR FIRST TIME ON THE DATABASE, PLEASE RUN THE SEARCH TO CONTINUE THE
REGISTRATION PROCESS:
IF YOUR COMPANY IS ALREADY REGISTERED, DETERMINE WHICH COLLEAGUE HAS ACCESS TO ADD YOU
AS A CONTACT
IF YOUR COMPANY IS NOT REGISTERED, YOU WILL NEED TO FILL OUT THE PROFILE FORM WITH YOUR
EMAIL ADDRESS AND CREATE A PASSWORD
COMPLETE THE PROFILE FORM AND PROMPTS (HINT: The more information you provide, the more attractive your
organization is to the students!)
NEXT YOU WILL NEED TO COMPLETE THE CONTACT (RECRUITER) PROFILE FORM AND PROMPTS
YOUR REGISTRATION INFORMATION WILL BE SUBMITTED TO THE OFFICE OF EXPERIENTIAL LEARNING
YOU WILL RECEIVE AN EMAIL CONFIRMING YOUR REGISTRATION AND SYSTEM ACCESS WITHIN 24-48 HOURS
AFTER YOU RECEIVE THE CONFIRMATION EMAIL, PLEASE LOG ON TO CREAT YOUR INTERNSHIP POSTING

CREATE YOUR INTERNSHIP POSTING(S)

ON THE RIGHT SIDE OF THE SCREEN, UNDER ACT/ONS, CLICK ON POST A JOB FOR THIS EMPLOYER
COMPLETE ALL SECTIONS OF THE POSTING PROFILE AND PROMPTS, BELOW ARE SOME SUGGESTIONS TO GIVE
YOUR POSTING THE HIGHEST CONSIDERATION:
FOR SECTION 1, SELECT AS MANY AREAS OF INTEREST AS POSSIBLE (HINT: When students run their
searches, it is important for your organization to appear in all applicable search criterial)
FOR SECTION 2, QUALIFY THE NATURE OF THE INTERNSHIP (HINT: Introductory Internships are
Boston-specific)
FOR SECTION 4, INDICATE IF THE INTERNSHIPS IS PAID OR UNPAID
FOR SECTION 7, CLICK ON ALWAYS ACTIVE UNLESS CLOSED OR DELETED
FOR SECTION 8, SELECT THE CONTACT (RECRUITER) THAT IS RESPONSIBLE FOR REVIEWING THE
RESUMES
IF THERE ARE MANY INTERNSHIP OPPORTUNITIES AT YOUR ORGANIZATION, CONSIDER CREATING MULTIPLE
POSTINGS
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