12Twenty Externship Instructions for Students

STEP 1: Click on “Externships & Pro Bono” Tab on left side of screen
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STEP 2: Click “+New Experience” on upper right side of screen
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Attention All Students!

Applications are now being accepted for the Syracuse
University College of Law's Fall 2022 On-Campus
Interview (OCI) and Resume Gollect Program.

This Program zllows amployers to engage with you
through resume collections, virtual interviews, or visit

campus to interview you for summer and/or academic

year poeitions, internships, externchips, or post-graduate

positione.
= Students may begin applying now!

« To apply for ©C| positions, chooee “0G1 and Job
Listinga” from the left navigation tab on your

homepage. All OCI positions will include “Fall 2022

OCI"” at the end of their title to help you find every

posting by typing Fall 2022 OCI into the search box
from the All category (rafer to attached scresnshot).

This iz very simple after you do it once.
On campus and Virtual interview positions will be
ligted on the OCI category, and all Resume Collect

and Direct Apply positions will be available on the Job

Listings category.

Upload yvour application documente to 12twenty by

STEP 3: Complete “Create New Experience”

-

+ New Experience

Select Externship in “Experiential Learning Type” dropdown and click
“Save”



Create New Experience e

Basics

Employer® Specify employer name

Experiential Learning Typa® -- Experiential Learning Type -- =
-- Experiential Learning Type --

Address
Pro-Bano

Country® -- Country -- b

City*® Select an existing city

Supervisor

Contact® -- Belect a Contact -- =

When

Start Date* MIM/DD Y YY

End Date* MM DD YY

Academic Term* - Academic Tarm - =

STEP 4: Next Screen—click on “Documents and Forms” Tab (next to
“Details”), review, sign and upload Student Agreement Form

Test Employer ' orarr < Back toLie i

Spring 2022

Details | Decuments and Forms
@ STEP 3: Download the Student Agreement Form, complete, sign, and upload the signed copy here.

Document Date Uploaded

Student Agreement Form - Upload File



STEP 5: Click “Submit for Approval” on upper right side of screen and
then click “OK”

This Experience will be sent to Dafni Kiritsis, Director of Externships,
and your Placement Supervisor for Initial Approval. Your supervisor will
also be asked to sign and return a Memorandum of Agreement. You will
receive an e-mail when your externship is initially approved. If you do
not upload your Student Agreement Form, it will NOT be approved.
Once initially approved, you will need to submit it for “Final Approva
If additional information is needed (likely because you are externing
with your current employer or it is a repeat externship), you will be
asked to provide that additional information prior to final approval.
Final approval will also not be granted until we receive a signed MOA
from your placement.
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Please be sure to review the Externship Program Information for
Students and contact lawexternships@syr.edu with any questions.



http://law.syr.edu/uploads/docs/career-services/UPDATED_Externship_Program_Information_for_Students.pdf
http://law.syr.edu/uploads/docs/career-services/UPDATED_Externship_Program_Information_for_Students.pdf
mailto:lawexternships@syr.edu

