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1.  Set up the office account.  You only register your office account once. 
a. Go to www.sage.edu/career 

 
  

b.  Look on the right side of this page and click on EMPLOYER.  That link will bring you to this 
page where you will click the SAGELink Employers button. 

 

c. The next page you will see is the Registration page: 
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d.  Begin the registration process by clicking Register (see above). 

e. Only items that are starred * are required information. 

 

f. First choose the “Industry”.   “Education” is certainly appropriate.  This is not critical. 

g. Next to Organization Name, type in your office name and campus location (Troy or Albany).   
(For example, “Career Center, Troy”) 

h. Below you can include a description of your office and your website.  

i. Finish the registration process by filling in the following information: 

·  Check boxes of the services you want to use.  You definitely want to check Job Postings, 
but the rest of the options are usually not needed for work study positions. 
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j.  Last but not least, if all of the information is set, press SUBMIT.  

 

Do not panic if something is incorrect because you can always edit this later.   

k. Within 24 hours after you register, you will receive an e-mail acknowledging your registration and 
giving you a password that you would then use to get into your homepage to list your jobs. 
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2. SO YOU ARE NOW READY TO LIST YOUR WORK STUDY POSITI ON(S) 
a. Return to www.sage.edu/career, click on employer, and log on using your username and password 

that you received in the e-mail. 

 

b.  You will arrive at your office homepage. 

 

c.  Now click on the 5th option down- Create Job Posting.   
d. The next window you see will be the job posting form.  
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e.  Please note the Submit, Save and Finish Later, Delete, and Cancel buttons.  You will press 
submit at the end of this page after you have filled in the necessary blanks.  Remember that the 
only blanks that need to be filled in are those with a * by them.  Also note that you will not lose 
anything you type in the blanks if you have to leave in the middle, as long as you press Save and 
Finish Later. 

f. Note that the first box is a drop down menu of all the jobs you have already posted, so if you just 
need to edit one or if you are posting the same job with changes or no changes, you can click on it 
and save a lot of time inputting data. 

 
 

g.  Next to Position Type, click on type of job you are posting, likely On-Campus Work Study.  
h. At Blind Posting, click “no”.  This will allow students to see your office name. 
i. Next, list the Title  of the position.  In Career Services, the title of our position is “Student 

Assistant, Troy”.  Your title should include the campus or campuses. (Troy, Albany, Both) 
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j.  Within Job Description, provide a brief overview of the job, including: 
i. Number of positions open 

ii. Brief job description 
iii.  Specific hours (e.g. lunch coverage) 
iv. GPA requirement 
v. Other specific skills 

k. Job Function does not really apply to work study, so you can ignore this field. 
 

 
 
l. Please specify if you would like applicants to provide you with a resume, cover letter, or other 

documents. 
 

 
 

1.  Check this box so that 
students can see your contact 
information. 

2. Posting date and Expiration 
date are required.  Please have 
your position posted no later 
than August 1. If you want the 
job to appear now, use today’s 
date.   

3. Do not post anything in the 
GPA field. Instead, enter any 
GPA requirements under Job 
Description. 

4. Grad date range should be 
left blank. 
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m.  Under Work Authorization,  select None. 
n. Leave the Requisition Number blank.   
o. Fill in the Desired Start Date, Duration and Approximate Hours Per Week.   
p. You may select more than one Class Level, by holding down the shift key and click on desired 

class years. 
q. List any special Qualifications you want in the next box 
r. In the Desired Majors box, you may select All Majors  if you do not want to limit your applicant 

pool. 
s. Next to Salary Level, you may enter a specific figure, range or leave it blank. 

 
 

 
 

t.  WE ARE ALMOST DONE!!!!!!! 
u. Under Location, list the campus location (Albany or Troy). 
v. Next to Attachment(s), click ��� �  Add Item to attach a job description in MS Word 2003 format. 
w. Click Submit and you are done! 
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Additional Tips for Using SAGELink 
 
You are basically finished, but here are some other tips that might be important to you at some point. 
a. To change your profile from your homepage, click account tab and edit.  Be sure to submit.  

 

 
 

b. To change your password, go to the account tab and click on the password preference tab.  Be sure to 
click on the Save button. 

 
 
 
 
 
 
 
 
 
 
 
 
 

c.  Click on the Jobs tab to view your active postings.  You can also deactivate your jobs when a position 
has been filled.  Click on the Deactivate button so it will no longer appear on SAGELink as an open 
position.  

 


