
Navigating 
HireLOYOLA 

http://www.loyola.experience.com/


What is HireLOYOLA? 
 Web-based 

recruiting system with 
access to: 
 On-campus interviews 
 Job & internship 

listings 
 Employer contacts 
 Alumni Career 

Network 
 Resume books 

 One-stop shop for 
online resources: 
 Goinglobal* 
 Uniworld* 
 CareerSearch 
 Internships.com 
 InternMatch 
 CareerSpots 
 Out for Work 

Resource Library 
 Salary.com 

*Only accessible through HireLOYOLA 
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Accessing HireLOYOLA 
 Username: LCMD+ID# (last 7 digits of Loyola ID)  

(e.g., LCMD1234567) 
 Password: Birthdate (e.g., 01/02/03) 
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Documents 

 
 

 Upload 
documents 

 
 Publish a 

resume 
 
 View 

resumes, 
cover letters, 
writing 
samples, 
and other 
documents 

 
  Tips: 

 Save your resume as a PDF BEFORE uploading & review BEFORE 
submitting 

 Save multiple resumes with different names 

 

Updated resume should be primary resume 
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Publish a resume 

 *Resume books are purged 
annually – re-publish your 

resume each year * 

• Over 50 resume books 
• Employers can search 

for resumes (keyword, 
interest area or skill set) 

http://www.loyola.experience.com/


Applications 
 Review active and past applications 
 View employer decisions 
 Chance to withdraw an application 
 

Undecided can also 
mean employers don’t 

make decisions on 
HireLOYOLA 
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Calendar 

 View application deadlines, employer 
interviews & presentations, Career Center  
events 

 View upcoming events for which you have 
registered 
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Alumni Career  
Network (ACN) 

  Mentors provide: 
 Career advice 
 Industry/employer & 

graduate school 
information 

 Hiring contact 
 Resume reviews 
 Practice interviews 
 Job/internship leads 
 

                    
 

                    
 

  Focus mentor 
search on 
guidance desired 

 Give mentors 2 
weeks to respond, 
then contact TCC 
for assistance 

 Break 
connections after 
3 months 
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ACN: Advanced Search 
  Conduct broad and specific 

searches 
 Mentorship Info Section= 

Loyola education (majors, 
minors, activities) 

 Academic Info Section = 
non-Loyola 
 

 Mentors limit # of mentees 
 Cannot receive additional 

connection requests once 
reach mentee limit  

 Remain searchable 
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ACN: Mentor profiles 

Guidance provided 
to students/alumni 

Volunteer with The 
Career Center 
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ACN: Mentor profiles, cont. 
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ACN: Sending Connection 
Requests 

 No limit to # of  connections 
or requests 

 CUSTOMIZE your request 
(use tips provided) 

 It’s not about a job, it’s 
about information! 

 Remain professional in your 
communication 
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Job/Internship Search 

 Conduct broad & specific searches 
 All Available Sources = The Experience Network, CareerBuilder 
 Saved “Favorite Jobs” 

http://www.loyola.experience.com/


Search results 

 Narrow results by applying filters 
 Mouse over job for description preview 
 Organize by application deadline, date posted, or interview date 

 

Apply by 
11:59 pm 
on 
deadline 
date 
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Job/Internship Postings 
Leads to employer 
search section 

** Thoroughly  
read posting 
for important 
application 
details & 
instructions ** 
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On-Campus Recruitment Program 
 Pre-requisites: 

 Complete 3 required 
workshops (Effective 
Resumes, Interviewing I & 
II) BEFORE 1st interview 

 Update profile on 
HireLOYOLA 

 Upload resume (critiqued 
by Career Advisor) 
 Companies may require 

other documents 

 Apply to positions 
through HireLOYOLA 

 Interviews held in The 
Career Center (TCC) 

 No Show Policy 
 Must personally provide 24 

hrs advance notice of 
cancellation 

 No show =  blocked from 
future interviews, meet 
with Director & send 
written letter of apology to 
company & TCC Director 

 Snow Cancellation Policy 
 University closed = 

interviews cancelled & will  
be rescheduled 

 Classes delayed = contact 
TCC regarding interviews 
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On-Campus Interviews 

Link to job  Link to interview  Link to employer 
posting  schedule  profile 

Open interview - any student who meets the 
requirements listed is invited to select an interview 
time 
Pre-Select interview- employer reviews the 
resumes and select candidates to interview (then 
interview time slots will be released) 
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Pre-Select Interview Schedule 

Links to posting details 

Will be released for 
accepted 
candidates only 

Pre-select sign-
ups generally 
occur a week 
before the 
interview. 
Applicants 
receive 
acceptance 
via email 
notification. 
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Open Interview Schedule 

After you’ve applied, 
select your resume 
from the drop-down 
box that will appear 
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Employer Search 
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Employer Profiles 

Review each 
contact for 
employment, 
contact & alumni 
information 
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More questions? 
 
Contact The Career Center 
thecareercenter@loyola.edu  
410-617-2232 

mailto:thecareercenter@loyola.edu
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