	Career Services 
Externship Program
Sponsor Registration Instructions

Registration for the Externship Program is being conducted through our Hokies4Hire system.  To begin, go to  https://www.myinterfase.com/vt/employer/.  If you already have an established Hokies4Hire account, please log in.  If not, select “Click Here to Register” and follow the directions.

Once you have an account set-up and are logged in to Hokies4Hire, 


Sections to be completed are as follows:

Position Information
Job Title:  type in  “Extern – Organization Name & Area (if applicable)
                Example:  Extern – Career Services Counseling
Organization Name:  Should automatically populate from your account
Number of Openings:  How many students you are accepting for the Externship
Work Schedule:  Leave blank
Wage/Salary:  Leave blank
Employment Start Date:  First day of externship - can be any day between May 16 through May 20, depending on how many days you would like to host your student(s)
Employment End Date:  Last day of externship - can be any day between May 16 through May 20, depending on how many days you would like to host your student(s)
Job Description:  Provide an overview of what the externship experience will consist of
Qualifications:  If you are providing any form of housing assistance (i.e. hotel discount, company apartment, room with an employee, etc) please list here.
Application Instructions:  If you would like to review applicants for this position, enter “Review Applicants” in this box

Contact Information
This information will self populate from your account information.  

Posting Information
Job Location: City, State location of Externship
Applicant Type:   select “Externship”
Campus Employment:  leave blank
Off-Campus Employment:  leave blank
Minimum GPA:  There is no GPA requirement for the Externship Program & I would prefer this be left blank.  However, if you will not accept a student below a particular GPA level, please list here.
Work Authorization:  If a law, regulation, executive order of the President of the United States, or a government contract requires that applicants for a specific position be United States citizens, then you may choose to receive applications only from Virginia Tech students who have indicated that they meet this requirement. Other Virginia Tech students will not be allowed to apply. Note that this restriction is based on the citizenship status that each Virginia Tech student or alumnus reports when he or she registers in Hokies4Hire.  You must complete and submit a Virginia Tech Externship Program Citizenship Requirements Form before any restrictions based on citizenship status may be made.

Graduation Range:  leave blank
Academic Level:  When placing students in the Externship Program, academic level is not considered.  However, if you will not accept a student outside of an academic level range, please list here.
Degree Levels:  Leave blank
Major(s):  Please select appropriate majors for this externship experience.
Post Date:  Current Date
Expiration Date:  4/13/2011
Show Contact Information:  No
Allow Students to Apply Online through Hokies4Hire:  No

Document Categories
Do not check any boxes.  Students are asked to provide this information during their application process.

Control Information
Online Referrals Notify Employer:  No
Online Referrals Require Documents:  No

	

	



