Faculty Career Conference Process and Instructions:

FACULTY:

1. Schedule meeting with Conference Leader

2. Prior to meeting, Sign-in to https://www.easycv.me/
- If you are unable to login, please contact Nancy Axelrod for assistance.

3. Scroll down and click on “Career Conference” on the left-
hand side
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Email us below if you have trouble logging in.
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4. Please note, The Career Conference form will pull information from your CV if it has been uploaded into EasyCV.
The administrative assistants have been trained in EasyCV and are prepared to support you with upload and
maintenance of your CV into EasyCV. You can assign your admin as a "delegate” in EasyCV and send them your CV
to be uploaded into EasyCV or, if you prefer, you can upload.
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5. Complete Career Conference Form:
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6. Click Submit (you will get a message confirming you are
ready to submit

Are you sure you are ready to submit? This will send a
notification to your mentor that you have completed this
form.

Cancel  OK
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7. You and your conference mentor will get an email
notifying you that you have submitted. You can

download a copy of your form on the page. Mentor / ACC Leader Notification Email

EasyCV B Inbox -...easycv.me 12:38 PM
E EasyCV.me Message

- Details
Bcc: support+redirect@easycv.me

Dear Michaela Farberyour career conference mentee Sharon Reale completed their annual conference
materials.

Please visit http:/easycv.me/cv/c29726 to complete the annual conference review.
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8. Conference Report: The final conference reports with your responses and your conference mentors notes will be
available to you and your conference mentor. The report will also be sent to your primary Division Chief, the VC and
Assoc VC for Faculty Development, and the Chair to help identify unique areas in which we can support with career
engagement opportunities, support for promotion, or larger opportunities to address in the department.

9. Department Review: After the completion of the conferences, the Conference Leaders and Division Chiefs will meet to

discuss any common themes that were heard during the meetings and give an opportunity to discuss comments a general
way..

Conference Mentor Instructions:

1. After the faculty member completes their Career Conference form in EasyCV, you will get a notification like this:

Mentor / ACC Leader Notification Email

EasyCV B Inbox -..easycv.me  12:38 PM
\J) EasyCV.me Message
Bcc: support+redirect@easycv.me

Details

Dear Michaela Farberyour career conference mentee Sharon Reale completed their annual conference
materials.

Please visit http:/easycv.me/cv/c29726 to complete the annual conference review.
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2. On the EasyCV portal, you can select the “My Conference Mentees” dashboard by clicking on the wheel icon in the upper
Right Corner. You will see a list of your assigned faculty and the status of their conference form. You can also view their
CVs, if uploaded
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3. Click on “Mentor Review” to view their conference form and
add your comments.
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4. Submit your comments for review by the faculty member.

Faculty Email

- EasyCV B9 Inbox - @mac.com  5:05 PM
P EasycVime Message
To: Undisclosed recipients: ;

Dear Tara Carey, your career conference mentor, Brian Bateman, has completed their review of your annual
career conference materials. You can view their at : 431?code=7dRZM8eTSB.
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6. Conference Report: The final conference reports with your responses and your conference mentors notes will be available
to you and your conference mentor. The report will also be sent to your primary Division Chief, the VC and Assoc VC for
Faculty Development, and the Chair to help identify unique areas in which we can support with career engagement
opportunities, support for promotion, or larger opportunities to address in the department.

7. Department Review: After the completion of the conferences, the Conference Leaders and Division Chiefs will meet to

discuss any common themes that were heard during the meetings and give an opportunity to discuss comments a general
way..



