
Our HireCalhoun portal
is getting an update!

Here are six steps to optimize 
your profile and HireCalhoun experience.



Creating your Visual Profile allows you to build important tiles that showcase and represent your successes.

Your default Profile status is private. When you have added your tiles, click the gear icon to make your profile public. 
This will allow employers to search you in Purple Briefcase to connect with you.

Here are some helpful tips for building your Visual Profile:

 Upload a picture: You can use a professional picture of yourself or an image that you want employers to see as a 
representation of you. The photo will need to be 225px X 225px in size (a square), so make sure you properly format 
it so it fits appropriately.

 Add tiles: Tiles are a simple and fun way to create a visual way to learn about you. Create tiles for each + box. Tiles 
are separated into six major categories, with tons of tile options to showcase yourself.

 About Me Statement Tile: In 150 characters or less, create an About Me Statement to highlight yourself to 
employers. This statement is searchable by employers so they can learn about your mission/goals.

 Job Preferences: You can add job industry/location preferences.
 Resume Link: Your resume is attached to your Visual Profile. You can select which resume you want to make public 

by clicking on My Resume to highlight the resume you want shown on your Visual Profile.
 URL Link: Attach a web link for employers to expand their search of you. You can add your LinkedIn account, an 

e-portfolio or your personal web-page geared towards showcasing yourself to employers.

STEP 1: CREATE YOUR STUDENT PROFILE



To upload your resume, select the “My Docs” 

link, which is located on the left-hand side of 

the platform in the navigational menu. From 

there you can upload an unlimited amount 

of documents, such as resumes and cover 

letters. Depending on your school’s setup, 

your resume may require to be approved by 

the Career Center before you can start to 

apply for positions in Purple Briefcase. If you 

are unable to apply because your resume is 

not approved yet, you should contact your 

Career Services Center to find out the status 

of your approval.

Please note, the maximum file size for each document is 4MB.

STEP 2: UPLOAD YOUR RESUME



STEP 3: SEARCH FOR A JOB
To search for a job, please select the “My Jobs” 
link, which is located on the left-hand side of 
the screen in the navigational menu.

This section will allow you to search for a 
variety of jobs, internships, and even on-
campus interviews. Our platform is synced to 
multiple outside job databases that allow you 
to browse through thousands of available job 
opportunities. 

SEARCH FEATURES:
Suggested Jobs - this will feed jobs set by your 
preferences at your Visual Profile. Go to your 
profile and add interests/desires to have jobs 
suggested to you that match your interests.
Quick Search - by keyword
Advanced Search - expands your filtering 
options where you can select job types, 
majors, and other ways to filter your search.



STEP 3: SEARCH FOR A JOB (CONT’D)
If you try to apply for a job through the platform, but are unable to, it’s possible 
that you haven’t uploaded your resume yet, or if you have, it’s possible that 
your school is a resume approval school, which means they have to review and 
approve your resume before you can apply for a job.

RESUME APPROVAL
The resume review time frame is completely up to your school’s discretion, so if 
you wish to expedite this process, please contact your school’s Career Services 
Center directly.

To contact Career Services, click the link for “career experts” on the left-hand 
side of the platform in the navigational menu. (If staff information is not 
provided in the platform, you can typically find the main number for your career 
services center on your school’s website.)

APPLICANT CRITERIA
It’s also possible that the employer who posted the job has specific applicant criteria. For example, the job post might require a 
minimum GPA or limit applicants by alumni status / graduation year or even major. Review the job posting to determine if there is 
criteria that you have not met.



STEP 4: FAVORITE COMPANIES

New companies register on Purple Briefcase every day! They are building their Company 
Profiles to showcase their organization for you to learn more about their company, culture, 
and industry.

As you find employers you are interested in, favorite the company. This will allow you to 
start to get notifications of their activity on the platform - new jobs, campus events they are 
attending, and much more!

Opening their company profile, you can learn a lot about the organization and if their mission/
culture is a great fit for you before you decide to look at their job opportunities.



STEP 5: REGISTER FOR UPCOMING EVENTS

On the left-hand side of your profile, you will 
see a link for “My Events.” Clicking that link will 
open the My Events section of the platform. 
Events that you are able to register for, or have 
already registered for, will appear here.

Clicking the “register now” button will allow 
you to view event details such as date and time; 
location; if a cost is associated with the event; 
and more!



STEP 5: UPCOMING EVENTS (CONT’D)

Once you have determined that you want to attend the event, you 
can register by clicking the “Register” button.

You will be required to confirm your registration by clicking the 
“Confirm Registration” button that appears. You must click this 
button for the registration to go through!

After you have successfully registered, a message will confirm your 
reservation. You will also receive an email confirmation at the email 
address associated with your Purple Briefcase account.



STEP 6: GET PREPARED
My Channels: A great resource for you to use in your career preparation. Purple Briefcase has hundreds of video content showcasing 
tips, techniques, and recommendations to help you land a great opportunity! Our content is summarized by video channel:
 Get Noticed: Content focused on helping you stand out and get noticed in the market.
 Be Prepared: Advice and recommendations on career preparation and what you need to do to land a position.
 Insiders Edge: A mini-talk show with individuals already active in their career, sharing their advice and experience for you.
 Student Spin: Students talking about their experiences and how they have been successful in their career exploration.
 Digital Dish: Tech reviews on various apps and career tools.
 Must See TV: Featured videos.
 Quick Tips: 30 second tips to help you uncover advice across the market.
 Living Purple (for those who have reported a new job or internship through the platform): Tips on putting your best foot   
 forward after you land that job or internship.

All of our videos are hash tagged as well, so you can search by topic and theme. Make sure to post a comment on a video to 
discuss and provide your thoughts!
Career Chats: Open up a discussion or answer a question! Purple Briefcase allows all users to get involved in Career Chats. Our 
chats are open across the platform, allowing our users to get expert advice and learn from member experiences across our 
communities.
Career Path: Connected to Purple Briefcase are career path assessment tools for you to leverage. You can click on Career Path to 
open the assessment tool.Take an assessment and share it with your advisor to help you fine-tune career options that best suit 
your personality and goals.


