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GAUCHO JOBS How to: 
How to Register (1 st Time Users)   

 
 

I. New Employers to Gaucho Jobs can access the system from: 
  www.saddleback.edu/ccld   
 
 
II. Click on EMPLOYERS under the Gaucho Jobs logo  
 
 
 
 
 
III. New Employers will choose one of the three options on the top tabs or to the right 

under ‘Register’ to begin: 
 

a. Create New Account (No Prompt to Post Job):   Register and return later to post jobs 
b. POST A JOB AT SADDLEBACK (FREE):   Register for an Account and Post a Job to 

Saddleback College campus only. 
c. POST A JOB TO NACELINK MULTIPLE SCHOOLS (Fees Apply ):  Interested in 

posting a job to Saddleback and other schools.  See NACElink Job Posting Fees. 
 
 
 
 

   (Screen shot of Employer  Log-In screen) 

 
 

IV. Complete all required fields to complete your r egistration.  
 

V. You will be notified by email when your account and job posting is 
approved. 
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GAUCHO JOBS How to 
How to Log-In (Returning Users)   

 
 
 
 

I. Employers returning to Gaucho Jobs will enter th eir Username and 
Password under the ‘log-in’ section of the Employer  log-in screen: 

 
 
 

 
 
 
 
 

 TIPS: 
  
 Username:   This is the email you entered associat ed with your account. 
   
 Password:  Initial passwords can be either auto-ge nerated and emailed to 

your account email address, or entered by you when you 
Register.  

   
  ***You can change your password in your Account s ettings 
 
 

 
 
 



5 

GAUCHO JOBS How to    
FREE JOB POSTING  

     

   Go to the Center for Career and Life Development (CCLD) website: 
     http://www.saddleback.edu/ccld  
 

  Click on EMPLOYERS under the Gaucho Jobs logo:  
 
 
 

 
 
 

  Click Post a Job at Saddleback(Free) button: 
 

 
 

 

   STEP 1:  ENTER CONTACT INFO (REGISTRATION) 
i.  All Required fields are indicated with a Red * 
ii. Click ‘Next’ at bottom of the page 

 
 STEP 2:  ENTER JOB INFO  

i. Provide details on your job posting in the required fields.  
ii. Click ‘Done’.  An email will be sent after career-services staff review 

your request.  All job postings will be reviewed within 24-48 hours, 
excluding weekends and holidays. 
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GAUCHO JOBS How to    
Post Jobs at Multiple NACElink schools (FEES)  

 

All fees for posting jobs at multiple schools are c oordinated 
through the NACElink Network.  Please refer to the NACElink 
Rate Sheet  for more details on pricing options.  

 

   Go to the Center for Career and Life Development (C CLD) website: 
      http://www.saddleback.edu/ccld   
 
 

  Click on EMPLOYERS under the Gaucho Jobs logo:   
 
 
 

 
 
 
 
 

  Click POST A JOB TO NACELINK MULTIPLE SCHOOS (Fees Apply) button : 
 

 

  
   - Click Add New button  

    - Enter your job and/or internship position inf ormation 
    - Complete all Required Fields * 
    - Click Submit 
    - Now select schools you wish to post the posit ion to.  A pricing schedule 
             will appear to indicate the total cost  of your posting.   
    - To complete the posting, click ‘Submit’ and c omplete the required  
              payment screen. 
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GAUCHO JOBS How to    
Requesting On-Campus Recruitment Visit (Free)  

 
      Log into your Gaucho Jobs Employer Account 
 

      Click  the Quick Links button: “Request New Info. S ession/OCR Visit”  
 
 
 

 
 

      * Select the type of visit: 
 OCR SSC Quad:  On-Campus Recruitment in the Studen t Services Quad 
 OCR Village:   On-Campus Recruitment in the Villag e Quad 
 

* Complete all required fields and click Submit whe n complete. 
   (Be sure to make the ‘Date of Recruiting Visit’ and Session Start date 

             match.) 
 

      Your visit will be listed under Events Tab.  
 

 
 

 
You will receive an email when your visit is approv ed. 
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GAUCHO JOBS How to:    
Request Information Sessions  

      Log into your Gaucho Jobs Employer Account 

      Either:  Click the Quick Links button: “Request New Info. Session/OCR Visit” 
       Or click the Fair/OCR Visit/Info Sessions Button 
 
      (screen shot:) 

 

      Complete all Required Fields * on the form. 

 

   Your visit will be listed under Events Tab. 
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GAUCHO JOBS How to:    
View Student Resumes  

 

I. Employer access to view student resumes is a fee-ba sed service and not 
included in the standard Gaucho Jobs Employer accou nt.   

 

II.  ANNUAL FEES TO VIEW ALL RESUMES IN ‘RESUME BOOKS’:  $50 
 
a. Search, sort, review all student resumes submitt ed.  (All student 

resume books are ‘opt-in’, not required for student  access to the 
Gaucho Jobs system.) 

 
b. Save resumes in excel format or…  
 
c. Request a Resume Book of student resumes (.pdf).    

Once the fee is paid and access given, you have the  option to 
request a ‘Resume Book’, a listing of all student r esumes, from the 
opt-in groups.  Managed under ‘Publication Requests ’ 

 
d. Email qualified candidates directly from Gaucho Jobs to indicate 

your interest in their skills. 
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GAUCHO JOBS How to:    
Change your Password  

 

I. Click ‘My Account’ from the Employer Home Page: 
 

 
 

II. Click Password/Preferences button: 
 

 
 

III. Enter the New Password Information and Click Save 
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GAUCHO JOBS How to 
How to Career Fair Information 

 
 
 

I. All Career Fair information will be posted in Gauch o Jobs under the 
Announcements and Quick Links sections.  Informatio n will be provided 
on REGISTRATION, LOCATION, PARKING, FEES, AND CORPO RATE 
SPONSORSHIP (if available) will be provided. 

 
II.   An email will be sent to all Contacts in the Gauc ho Jobs system well in  

  advance of the Career Fair for initial notificati on. 
 
III. To check for upcoming career fair events, click on:  FAIRS/OCR VISITS 
 
 
 

 

 
 
 
 

IV. You will be able to sign up for the Career Fair onl ine once the event is 
     posted and made available for registration. 
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GAUCHO JOBS How to 
How to Gaucho Mentor 

I. Gaucho Mentor allows professionals (‘contacts’) to share their academic 
and professional history with current Saddleback Co llege students.   

II. SIGNING UP FOR GAUCHO MENTOR: 
a. Go to MY ACCOUNT 
b. Click on GAUCHO MENTOR 
c. Complete all required fields  
d. Be sure to make your profile ‘Active’ so Student s can search for you!!! 
 

 
 
III. How does it work? 

a. Students search your profile and click a button to ‘Express Interest’ in 
contacting you. 

b. An email is sent to you indicating there is a st udent interested in contacting 
you.  You can respond to the student directly by em ail (copy/paste the email 
address) 

c. You share information with the student. 
Below is what you will see from the Gaucho Mentor s creen when students 
express interest.  You can easily see who wants to be contacted and when 
they expressed interest.  

 

 


