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September 2022

1. Go to Career Connection Website:_

https://nvcc-csm.symplicity.com/students

2. Login to Career Connection using your username and password:
e Username = myNOVA username

e Password = myNOVA password
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Connection

Northern Virginia Community College
Sign In

Please select a sign in method

Current Students: Single Sign On

or

Alumni And Others: Username

Don't have an account? Sign Up



https://nvcc-csm.symplicity.com/students
https://nvcc-csm.symplicity.com/students

3. Click “Counseling” on the top right-hand corner of your screen.

Career

Connection Jobs Events Employers Resources

Welcome back, Nighthawks!

Whether back to class is online or on campus, Career Connection is here 24/7!

Explore resources

& & 6 @ &)
Interviews Mock Interview Career Explorer Public Profile Add a Resume
View and update your on- Practice interviewing and Learn about popular careers Showcase your academic Upload a resume to get
campus interviews. receivi ful feedback. and leading industries and professional started with your job search

achievements

4. Read the Career Counseling Appointment Options listed in the blue text box at the top
of the page:

(Understanding Self, Exploring Careers, Decide & Plan, Employment Preparation).

Home / Career Counseling Appeintment

@ Having difficulty choosing a career path? Need to learn the best strategies to explore career options? Want to develop goals and plans te pursue career opportunities?
Ready to prepare for employment? If so, the NOVA Career Counseling Team is here to help!

Students can request an appointment with a career counselor by following these instructions:

Please review the descriptions below to determine which career counseling service best fits your current needs.
Students can only request an appointment up to 30 days in advance.

Questions? Feel free to contact novacareerservices@nvee.edu.

We lock forward to meeting with you soon!

Understanding Self

« Identify your interests, personality, skills, and values through career assessments.
« Discuss career assessment results with a career counselor to identify potential careers

Exploring Careers

= Leam how to research information on academic majors, job salaries, job outlook, required skills, educational requirements, and work duties.
« Learn how to analyze job announcements and labor market information (LMI) to determine the "best fit" for your career pathway.

Decide & Plan

« Leamn about the career decision making process to gain understanding of how both you and external influences impact your decisions.
+ Identify SM.A.R.T goals to prepare you to pursue your career choice(s).

+ Leamn how to create action plans.

= Leam how to research ways to secure relevant career opportunities.

Employment Preparation

« Prepare for employment through resume development, create job search strategies, and gain interview tips
« Leamn about informational interviewing.
= Leam how to network to find internships and jobs.



5. Scroll down and press the green “Request New Appointment” button.

Request New Appointment

Requested Appointments Approved Appointments

Mo Records Found No Records Found

6. Scroll down until you see the white box that allows you to select the type of

appointment, date range, etc.
Type

Start by choosing an initial filter from the choices at
Date Range |eﬁ

2022-09-30 = | to 2022-10-14 =

Time Range

08 v | 30 v am v || clear

to

06 v || 0o v | pm v | Clear

Length

Location

How would you like to meet?
[ In-Person

[ virtua

Days of the Week

O Mon -

7. Choose the appointment type based on the career counseling options in step 4.
8. Select the date and time range you prefer for your appointment.

9. Select the location for your appointment:



e Zoom: Choose “Virtual” for the location and meeting format.

e In-person: Choose the specific campus at which you prefer to meet & “In-person” for
the meeting format.

10. Select the days of the week you’re able to meet.

11. Scroll down to the end of the page and press the “Check availability” button.

Days of the Week
] Mon

[ Tue

Wed

Thu

Fri

Check Availability Back



12. Select an appointment from the list of available appointments on the right half of the

screen.

Time Range

08 “ 30

1o

06 “ 0o

Length

45

Location

Virtual

How would you like to meet?
() In-Person

Virtual

Days of the Week
[ Mon
[ Tue
Wed
Thu

am

pm

e

Clear

Clear

Wednesday, Oct 5, 2022 ~

Open Slot 9:30 am
Virtual - 45 mins
® virtual

Open Slot 10:00 am

Virtual - Kyle Bumgarner's Zoom Room - hitps://vces.zoom.us/|/43531304657p - 45 mi...
) Virtual

Open Slot 11:00 am
Virtual - Kyle Bumgarner's Zoom Room - hitps://vces.zoom.us/j/43531304657p - 45 mi...
) Virtual

Open Siot 12:00pm
Virtual - Kyle Bumgarner's Zoom Room - hitps://vces. zoom.us/j/43531304657p - 45 mi..
) Virtual

Open Slot 1:00 pm
Virtual - Mrs. Allen's Zoom Room - hitps://vces zoom.us/my/allenstephanie - 45 mins
) Virtual

13. Please write a brief note to the Career Counselor about the purpose of your

appointment.

Confirm Appointment

* indicates a required field

Location *

Virtual

Meeting Format *
® virtual

Date ™
Oct 03, 2022

Time *
11:00 AM

Length *
45

Type *

Understanding Self

Student Note to Counselor *

Briefly describe why you are scheduling a career counssling appointment.

I



14. Optional — If you have an attachment for your appointment (example: resume), press

“Add Item” under Attachment section of Appointment Confirmation Page.

Student Note to Counselor *

Briefly describe why you are scheduling a career counseling a

Attachment

You have tl

Add ltem

Cancel Submit Request

15. Press the green “Submit Request” button to submit your appointment request.
16. Once your career counseling appointment request has been submitted, your

appointment will appear under “Requested Appointments”.

© Your appointment limit has been reached

Requested Appointments Approved Appointments

1 result

KT  Katina Test e

Understanding Self

No Records Found

17. A member of the Career Counseling team will respond to your appointmentrequest
within three business days (Monday — Friday.)

18. You will receive an email to your NOVA student email account at least 24 hours
in advance of your appointment. Please review all instructions in the email.



CANCELING

To cancel your appointment, follow these steps:

1. Click the three-dot tab on the top left corner of your appointment.

Requested Appointments Approved Appointments

1 result

45 mins

kg  Kyle Bumgarner
Understanding Self
Oct 03,2022 - 11:00 AM

Cancel

Reschedule
Wirtual Appointment
Add to Calendar

No Records Found

2. Click “Cancel”.

3. Choose a reason for your cancellation.

Cancel Appointment

* indicates a required field
Choose a reason for cancellation *

Please describe

4. Submit cancellation request.

Please note: If you must cancel less than 2 hours before your appointment, please email

novacareerservices@nvcc.edu.



mailto:novacareerservices@nvcc.edu

To reschedule your appointment, please follow these steps:

1. Click the three-dot tab on the top left corner of your appointment.
Requested Appointments Approved Appointments
1 resuit

KB Kyle Bumgarner

Understanding Self

Cancel
Oct 03, 2022 - 11:00 AM
Reschedule
Virtual Appointment
Add to Calendar
No Records Found
2. Click “Reschedule”.
3. Complete appointment information for new desired appointment.
©® ‘Your appointment limit has been reached for Type

Type: Understanding Self

“

Start by choosing an initial filter
from the choices at left

Date Range
2022-10-03 = | to
20221017 =]
Time Range
08 v 30 w
am h Clear
1o
06 w 00 o
pm h Clear
Length
4, Click “Check Availability”.
5. Select an appointment from the list of available appointments on the right half of

the screen.



What does “Your appointment limit has been reached” mean?

e Students are only allowed to schedule one Career Counseling appointment at a time.

e Once you've scheduled one appointment, your limit is reached until that appointment
has been completed.
*Please note - You can have multiple career counseling appointments during a semester, if

needed.
What is the Career Counseling cancellation Policy?

e If you are unable to attend your scheduled meeting, please reschedule or cancel at least
48 hours before your scheduled appointment in Career Connection.
e If you must cancel less than 48 hours before your appointment, please email_

novacareerservices@nvcc.edu.

What is the Career Counseling no-show policy?

e [f a student does not show up to two career counseling appointments without proper

notice (2 hours or more), the student will be unable to schedule any additional career

appointments for the remainder of the current semester.

The student will be eligible to resume scheduling career counseling appointments the

following semester.


mailto:novacareerservices@nvcc.edu
mailto:novacareerservices@nvcc.edu

