
Posting Opportunities to the CareerLinc platform 
 

Once your request to set up an organisation profile has been approved by the team, you can access the system to 
post opportunities. Click on ‘post opportunity’ on the home page, then “Post a job” to begin the process of inputting 
the advert information.  

   
 
Input the required information on the first page ‘Advertising Details’ 
 

 
 

 
 



• Publish/closing date   
Add the dates to advertise from/to and set the closing date the same as the unpublish date. We advise to have a 
minimum two-week period for a closing date.  
 

• Application Details 
You can either direct the candidate through to your web address or a specific email address to send their 
applications in to.  Add any specific details in the text box.  
 
Once completed click the ‘next’ button to move on to the following page to upload your information about the 
role/opportunity: 
 

 
 
 



 
 

A summary of the different “Opportunity Types” are outlined below: 
 

• Graduate vacancy – ‘live/immediate’ job roles suitable for graduates 

• Graduate Scheme - structured training programme for graduates  

• Student/Graduate Internship – a short term role suitable for a student or graduate  

• Professional Practice Year/Year In Industry – a 12 month placement role for current student  

• Student Project – a project students complete to incorporate into a course 

• Part time Student role – a role for students to complete whilst still studying 

• Vacation Work – short term role for a student over the summer 

• Training/professional training – a training opportunity for students or graduates  

• Competition – select if you are offering a competition-based activity for students and/or graduates 

• Volunteering – to confirm voluntary or unpaid opportunities it is necessary to complete the unpaid form 
here. 
 

• Opportunity description 
Add text about the role, job specification, benefits and your requirements.  Include information outlining to explain 
the daily activities, projects they may be working on to provide an understanding to candidates on what the role will 
entail.   Information to outline what you are looking for in candidates, for example, specific degree disciplines, 
particular skills or experience.  Further guidance is available via our Employer Recruitment Toolkit.  
 

Select up to 5 categories for Job sector using the drop down list.  
 

• Salary details & location 
Include specific salary helps with candidate attraction to adverts.  Please identify the location of your organisation 
from the list.   If you are based in the Greater Lincolnshire area please select this option as opposed to East 
Midlands.  
 

 

https://uolcareers.co.uk/employers/employment-and-internships/
https://uolcareers.co.uk/employers/advice-guidance/


 
 

• Application details 
Include number of positions, interview dates if know and tick relevant option for start dates. There is also a text box 
to add information if required.  
 

 



• Other details 
 
This section captures all other relevant details.  
 

• You can upload an application form if required/applicable 

• If you are an Equal Opportunities Employer, select “yes” otherwise select “unknown” 

• If your opportunity is ONLY open to individuals as listed please select “yes” for Diversity & inclusion Only 
option 

• Select “yes” if you offer a guaranteed interview scheme.  

• You can also read our policy Terms & Conditions from the link provided.  
 

 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

 
Your post is now ready to upload. You can preview the job advert to see how it looks before publishing.  
 
When you are ready click ‘add opportunity’ and the advert will go live for all our students and graduates to see once 
approved by the careers team.  
 
We may come back to you to ask for more information, if required, before publishing. 


