JUSTICE

Helping Lawyers Help Community

2010 Equal Justice Works Conference and Career Fair
Employer JusticeWork Registration Guide

Friday and Saturday, Oct. 22 and 23
Bethesda North Marriott Hotel and Conference Center
Bethesda, MD (Washington, DC)

(800) 859-8003 - Reservations

Book your guest room by clicking here (group code: EQJEQJA). You may also call the Marriott
Reservation Line at (800) 859-8003 or (301) 822-9200 and ask for the "Equal Justice Works" room block.
| The group rate is $149.00 plus tax per night. Reservations must be made by Friday, October 8, 2010.

Equal Justice Works is using a new system to manage our Conference and Career Fair registrations.
JusticeWork will allow employers to receive student résumés online and manage the interview process

electronically.

This document will outline the following:

= Creating a JusticeWOrk account ........cecceveeveenernieneeniienceneeseeienneen page 1
= Navigating the HOme Page ......cccoeevvievienierieeescceseee e page 2
= Registering to attend the Career Fair ......ccoocevveevevceenerceenieeieneennen page 3
B POStING @ POSITION..cueiiiiiiiiiiiiteeiietee et page 4
= Setting your Interview Schedule........coccoveevineenineeiienceesceieen page 4

If you have any questions that are not covered in this document, please contact us at
careerfair@equaljusticeworks.org. See you in October!

Creating a JusticeWork Account

To begin your registration, go to https://www.myinterfase.com/equaljusticeworks/employer/ and click
on Click here to register under the Login button.

Note: Be sure to disable pop-ups
on your web browser to ensure
system functionality. For
instructions on how to disable
your pop-up blocker, click here:
http://tinyurl.com/disableblocker

)
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http://www.marriott.com/hotels/travel/wasbn-bethesda-north-marriott-hotel-and-conference-center/?toDate=10/24/10&groupCode=EQJEQJA&fromDate=10/20/10&app=resvlink
http://www.marriott.com/hotels/travel/wasbn-bethesda-north-marriott-hotel-and-conference-center/?toDate=10/24/10&groupCode=EQJEQJA&fromDate=10/20/10&app=resvlink
http://www.marriott.com/hotels/travel/wasbn-bethesda-north-marriott-hotel-and-conference-center/?toDate=10/24/10&groupCode=EQJEQJA&fromDate=10/20/10&app=resvlink
https://www.myinterfase.com/equaljusticeworks/employer/
http://tinyurl.com/disableblocker
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The next screen will lead you through the process of registering your organization and yourself in the

JusticeWork system. Type in the first few words of the name of your organization to make sure that it

does not already exist in the system. If your organization is found, click on it to continue with registering

yourself. If not, click on Can’t Find Your Organization? and complete the form. This information will

appear on your organization’'s online profile as

Find Your Organization:

Equal J|

Records found: 0 Can't Find our Organization?

There are ne results that match "Equal 1"...

L ractics frems Be sure to complete the Practice Areas section to help students find your

~[ affordable Housing . . .
click on the Add/Remove button and the + sign next to Practice Areas to

display all categories. Check as many practice areas as applicable. To check
them all, check off the box next to Practice Areas.

-] Age Discrimination

[ aptitnyet & Trade 2o

Navigating the Home Page

Once you are logged in, your home page will display with important information to help you manage
your Equal Justice Works Conference and Career Fair registration.

1-Menu Bar [

2 - Left Menu

Task List ~

4 —Task List

1. The Menu Bar will help you easily navigate the JusticeWork system.

2. The Left Menu includes a Resource Library, which has important information about the Conference
and Career Fair. On each page, the Left Menu will always includet he page’ s options,
editing items.

3. The Announcements section will feature important information from Equal Justice Works

4. Tasks appearing in your Task List require action, such as viewing student resumes, and selecting
students to interview

organization more easily. To add in your organization’ s mai n p, acti ce

S|

uc
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Registering to Attend

I Home | My Profile My Jobs | My Interview sd@ules & Requests | Regjhter to Attend Events | Sign Out I

To register to attend the Conference and Career Fair, click on Register to Attend Events from the top
Menu Bar. Click Search to view all available events.

Click on Register to begin your registration.

Career Event Name Event Type Start Date/Time End Date/Time Location Category Students Action Activity|
W - W -

2010 Conference and Career/Job Fair 10/22/2010 7:00 1042372010 5:00 Bethesda 0 Register

Career Fair AM PM MNorth

Marriott
Hotel and
Conference
Center

Make sure your profile information is accurate. If your organization has a logo, you may upload it into
the system by clicking the Browse button.

Choose the applicable fee for your organization:

Type of Organization One Day Fee Two Day Fee
Host Organization: S0 S0
Nonprofit/Government: | $225 $300

Law Firm: $500 $650

Additional tables are $75 each

Click Continue to move to the next page.

Fill out the name(s) of the people attending.

Recruiter Name Recruiter Phone Recruiter Email Action

Wada El-Eryan 202-466-3686 neleryan@equaljusticeworks.ord ey [Remove]

Add New Recruiter

*Recruiter Name: Recruiter Phone: Recruiter Email:

Type in the name of each person attending the Career Fair and click Add. Repeat this process until you

have added the names of each recruiter attending. You may add as many names as you need, but keep

in mind that each table can only accommodate 2 recruiters at the sametime.| f you don’'t know
name(s) of the people attending at this time, you can go back in and make changes later. Once you

finish, click Continue to proceed to posting open positions.
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Posting a Position

The next screen is where you will be posting position(s) that you will interview for at the 2010
Conference and Career Fair.

) ) Link Jobs: Select existing job{s) below or clici([Add New Job]
Click [Add New JOb] to begm. Job ID Job Title Contact Name PostDate Expiratid

No records to display.

Profile Information
Fill out the relevant information about the posting. The contact information will be preloaded from your
profile. If this job position requires a different contact, you may edit this information.

Posting Information
Fill in the location of the position. If it is multiple locations, please list them in the space provided.

Last Name: | Eryan
Address Line 1: 2150 L St,, NW, Ste. 450

Fill in the proper position type and class year for

Addross Line 2: this position. Here is a guide to help you choose the
City: washington
state: [pC S correct types:
Zip: 20037
Phone: 202-456-3686 Type of Position Class years to interview
*Email: |nel I k: " N
ooy e R ES 01 Full-time Entry Level: 3Ls, Alumni, LLM
Posting Information Full-time Experienced: Alumni, LLM
*Job Location (City, State): [Washingtan, DC Internship: 2Ls
*Position Type: KIS RAET] . i
Fuil-time Experienced Part-time: 2Ls, 3Ls, Alumni, LLMs
Internship

Part-time
*“Class Year:

Note:NALP guidelines prohibit interviewing 1Ls
until November 1.

Practice Area: [EITIE R

o How would you like to receive your job
Show Comac i 522 applications? You have the option of receiving
et | applications as they come in, all at once, or online
%’f{%@ﬁﬁﬁm‘ only. Make your selection and click Continue to
finish.

Repeat this process for each position until you have posted all positions. Click Continue to proceed with
setting your interview schedule.

Setting your Interview Schedule

Home My Profile My Jobs My Interview Schedules & Requests ] Register to Attend Events Sign Out

Home Sch

, New Schedule Request

Click New Interview Schedule Request from the My Interview Schedules & Requests drop-down menu
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Posting Information

Check off the
check box at the
top to select all
positions

*Organization Name: Equal Justice Works
Link Jobs: Select existing job{s) below or click [Add New Job]

Job ID Job Title

11 Human Rights Attorney

[¥] 12

Contact Name

Wada El-Eryan

Ciwil Rights Attorney Hada El-Eryan

Document Categories

Document Categories Allow Selection Document Categories Require Selection

Choose which
documents you
would like to have
submitted

Cover Letters
Resumes

Cover Letters
Resumes

Unafficial Transcripts

Wiriting Samples

O unefficial Transeripts
[ writing samples

Interview Request Preferences

*Requested Schedule Type: preselection (Prescresn Students for Signup) & Table Talk v

*Days Attending @

Choose which
day(s) you are
attending and the
length of
interviews

*Interview Duration @ ;| 20 minutes ¥

“No of Tables @ : 1
Additional Requests:

Choose all position(s) you would like to interview for at the Conference and Career Fair by checking off
the box next to the Job ID.

Check off which documents you would like students to submit from the following options: Cover Letters,
Unofficial Transcripts and Writing Samples. Resumes will always be required. If you also require any
other documents to be submitted, be sure to check them off under the Require section on the right.

Choose what type of schedule you will have:
e Preselect and Table Talk - if you are interviewing during the Career Fair
e Table Talk Only —if you will not have any preselected interviews during the Career Fair

Fill out the day(s) you will be attending the Conference and Career Fair. If you are attending both days,
hold down the Ctrl key on your keyboard and click on the date to make multiple selections.

Pick your interview duration: either 20 minute interviews or 30 minute interviews. Please note each

d asychedule:

Date Friday, October 22 Saturday, October 23

Interview Duration | 20 min. interviews 30min. interviews 20 min. interviews 30min. interviews
Interviews 8a.m.—10a.m. 8a.m.—10a.m. 8a.m.—10a.m. 8a.m.—10a.m.
Morning Break 10a.m.—10:20a.m. | 10a.m.-10:30a.m. 10a.m.—10:20a.m. | 10a.m.—10:30a.m.
Interviews 10:20a.m.—12 p.m. | 10:30a.m.—12 p.m. | 10:20a.m.—1 p.m. 10:30a.m.—1p.m.
Lunch 12 p.m.—1p.m. 12p.m.—1p.m. - -
Interviews 1p.m.—2:30 p.m. 1p.m.—2:30 p.m. - -

Table Talk (required) | 2:30 p.m. —4 p.m. 2:30 p.m. —4 p.m. - -
Interviews 4 p.m.—5:30 p.m. 4 p.m.—5:30 p.m. - -

Congratulations, you have completed registering for the 2010 Conference and Career Fair! You will

receive an email with a confirmation of your registration soon.




