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• In May, internal NACElink team gathers to 

review 
– System settings

– Picklists
– Forms

– Help messages
– Emails
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• Use NACElink email and announcements 

to reach students and employers
• Have messages actually read
• Avoid placement on spam lists
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Students

• Targeted information
• Where to get more 

information
• Personal offer to help
• Only contact when 

necessary

Employers

• Targeted information
• Where to get more 

information
• Personal offer to help
• Only contact when 

necessary
• Cross-sell services 

(including multi-school 
jobs)
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• System Messages

– Email messages automatically sent from the system 
based on a trigger event

• User Messages
– Ad hoc email that can be reused and sent to specific 

user groups

• Announcements
– Notifications on NACElink user desktop
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• Staff reviewed all messages

– Do we need this message?
– Can we make the message do more for us?
– Used consistent language (i.e. company vs. employer vs. 

organization)

– Made consistent “footer” for all messages
Career Services
University of Nebraska-Lincoln
(402) 472-3145
http://www.unl.edu/careers
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Student Side Message Footer
Note: If you do not wish to receive regular emails from UNL Career 

Services, please edit your Husker Hire Link Profile - Privacy 
settings.

To inactivate your Husker Hire Link account, please send your email 
request to: kschafers2@unl.edu



�������� �����������
Employer Side

Did not include 
opt-out 
instructions in 
emails, but help 
employers 
wanting to opt out 
of messages.
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Before
[date]

Dear [addressee]:

This is a friendly reminder that you have the 
following interviews scheduled for 
[interview_date] at the University of 
Nebraska-Lincoln. 

[interview_body]

If you have any questions or need assistance, 
please contact Linda (402) 472-8055 of 
Career Services.

UNL Career Services

After
[addressee],

This is a friendly reminder that you have an interview scheduled for [interview_date].  

Position:                    [tab] [job_title]
Employer:                  [tab] [name]
Interview location:      [tab] [label] 

When you arrive for your interview, wait in the lobby area.  Career Services will post 
the interview schedules along with a business card from the recruiter.  Check 
the schedule to verify time. Please do not go into the interview room, the 
recruiter will announce your name when it is your time to interview. 

Following the interview, sending a thank you to each of your interviewers is both 
courteous and smart. An example of a thank you letter can be found in our on 
line Preparing for the Job Search guide, 
http://www.unl.edu/careers/student.shtml

To review On Campus Interview guidelines and procedures, including the Career 
Services "No Show" policy, visit  
http://www.unl.edu/careers/jobsearch/oci.shtml#policy

If you have any questions, please contact either Kim at (402) 472-8054 or Linda at 
(402) 472-8055.

Career Services
University of Nebraska-Lincoln
(402) 472-3145
http://www.unl.edu/careers
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• Career fair reminders to people who register but may not attend
• Most notices to staff
• Messages that refer to modules we don’t use
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• Consolidate messages into fewer but more focused messages
• Use flags or statuses to narrow down who receives message
• Annually delete unused or old emails
• Student messages

– Weekly – on-campus interview bulletin
– Periodic – targeted emails about job opportunities, events, or OCR

– Once a semester to graduating students; once a year to inquire about 
internship acceptances

• Employers
– Previous career fair attendees – registration open

– Previous campus interview employers – select dates

– Periodic – (only used twice in 2 ½ years, career fair and new 
professional network)
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Dear [fullname],
You have successfully registered [orgname] for Fall Career Fair Week at the University of Nebraska -Lincoln (UNL) . Our students and alumni have a 
lot to offer and we appreciate the opportunities you provide them. We are delighted that you will be with us for these events:
[days]

In addition to registering for Fall Career Fair Week, you are subscribed to Husker Hire Link , our free, on-line system connecting employers to UNL 
students and alumni. Your account allows you to handle all your recruiting needs in one convenient system.
•Post job and internship listings
•Search and view student/alumni resumes
•Share career information with UNL students & alums
•Manage on-campus interviews
Log-in at https://unl-csm.symplicity.com/employers using your e-mail address as your username. If you are unsure of your password, use the 
forgot password button to have it reset and sent to you. This username and password allows you to log in to UNL's Husker Hire Link as well as 
hundreds of other NACElink schools.

Upon logging in, you will see Quick Links on your home page. Use these links to get started. If you wish to change your password, use the Account
tab along the top menu bar. The Profile tab allows you to add information about your organization and its opportunities. If you need to change your 
preferences for the career fair (i.e., days attending, number of representatives, electricity, etc.), simply select the Events tab. If you would like to 
conduct on-campus interviews the day after the fair(s), use the On-Campus Interviewing (OCI) tab to request a schedule.

Later this summer, you will receive more detailed i nformation about attending the fair including lodgi ng, parking and more. Attached you will 
find an itemized invoice regardless of your chosen method of payment. If you have chosen to pay by credit card, your payment will be processed in the 
next few days and a receipt will be e-mailed at that time. Please do not hesitate to let me know if you have any questions or need any additional 
information.   Looking forward to seeing you this Fall!

Career Services
University of Nebraska-Lincoln
(402) 472-3145
www.unl.edu/careers
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• We encourage employers to send their own emails to 

students
– Targeted to specific needs of the employer
– More likely to be read than just another email from Career 

Services
– Establishes relationship between employer and student
– Reduces Career Services workload 
– Some concern expressed, particularly by finance majors being 

pursued by financial services employers
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• Direct user to location for more information
• No more than 4 announcements at a time
• Use color and bold to accentuate message
• Target the message using student/alumni 

filters





Filtered message about 
NACE Graduating 

Student Survey
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• Make the message visually attractive

– Add color, graphics, or HTML
• Announcements
• Emails

• Reinforce the message as a part of our overall 
services
– Consistent use of term “Husker Hire Link”
– Link back to Career Services website
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• Yes

– We think about whether the message is best communicated via 
email or an announcement

– We consider whether extra communication is needed
– We communicate with each other when we send large emails
– Evaluations cite NACElink as how students learned of events   

• No
– Staff forget to “cross-sell” in their messages
– Announcements aren’t always targeted to appropriate groups
– Sometimes duplicate messages are sent – system message, 

user message, and maybe an individual email
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