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CREATE YOUR ACCOUNT 
 

1. Click on MyCareer  
 

2. Sign up on the Employer portal, by clicking on “Sign Up” button. 

 
 

3. Complete the sign up form to create an account. Your company name may pop up when you begin to type. If 
it already exists in our database please go ahead and select the name. If your company name has changed or is 
incorrect, please proceed to type in the correct information to override the old information. 

 
 

4. Once you click Create Account, your employer registration is now pending approval from by our office. You 
will receive an email updating you of the status. 

http://law-york.12twenty.com/hire
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REGISTER, POST, OR HOST! 
 

Welcome! This is the landing page where you may now choose to request registration for OCIs, post a job or 
advertise an event.  

 
 

 
 

 

STEP 1 - REGISTER FOR ON CAMPUS 
INTERVIEWS (OCIs) 

 
 
To sign up for OCIs click on “Register for OCI” button. 
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On the registration page you will see important information about the OCI process.  Please read and complete 
the following form. When the registration form is submitted, it will be pending approval from our office.  
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Interview Preference 

# of Total Interview Slots  - is the 
total  amount of interviews slots 
required (i.e. 2 teams = 40 interview 
slots) 

# of Interview Rooms Needed – is 
the number of total booths required 
(i.e. 1 team = 1 room , 2 teams =2 
rooms, 3 teams = 3 rooms, 4 teams = 
4 rooms) 

Length of Interview = 20 minutes  

(i.e. 17 minutes + 3 minutes for notes) 

9:00 AM 
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STEP 2 – CREATE A (OCI) JOB POSTING 
 
Once your registration is submitted, an associated post containing job detail information should be created. This is a 
formal posting for OCIs viewable by students.  Feel free to use the same posting submitted through the ViDesktop 
Portal. The posting is then submitted to our office for approval.  
 
If for any reason you are not prepared to complete the job posting form at this time, you may log back in at any time 
and update your registration with a posting. 
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It is imporant that make this informaton 
visable to students.  

This will let them know to whom and 
where their applications should be 
addressed 
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Please select “Students Eligible 
for 2L Summer Recruitment”. 
This  will include all students 
eligible for the OCI Process. 

Apply via This Site: YES IS AUTOMATICALLY 
CHOSEN  

Apply via External Website: INCLUDE THE  
ViLAW PORTAL ADDRESS OR ANY OTHER 
PREFERRED WEBSITE ADDRESS FOR YOUR 
EXTERNAL COLLECTION 
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For required documents not 
included in the list, you may use 
the “other” box and type a 
description in the provided box. 
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Until your job posting has been approved by Osgoode Career Development Office, it will remain in a “Pending” status. 
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STEP 3 – EMPLOYER BOOTH ASSIGNMENTS 
At this stage you will be assigned a booth number(s) along with the number of slots you have registered.  
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STEP 4 – RETREIVING STUDENT APPLICATIONS 
***OPTIONAL*** 
 

Once everything has been approved, and students begin applying, applications may be retrieved via “OCI and Job 
Listings” tab. This step is optional and only offers the employer another means to review applications. 

 

 
 
To retrieve the applications, click on the OCI job posting name (under the “Status” tab). It will bring you to this screen. 
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STEP 5 – INTERVIEW DECISIONS 
 
The following Interview decisions can be made: 

a. Extend interview 
b. Alternate 
c. Not selected 
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Once all interview decisions have been made, the interview decisions are finalized by clicking on the “Confirm” button. 
 

 
 

 
Student resumes and/or application packages (PDF of all student application documents) may be downloaded by 
clicking on the “Action” button. 
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Once interviews are scheduled and finalized by Osgoode, a PDF download of relevant application documents, as well 
as an Excel Doc export of the interview schedule can be generated by clicking on the “Action” button.  
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