CREATING A PROFILE FROM A TO Z

JORDAN MUNOZ
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LOGGING IN
Go to the URL
https://connect.scitexas.edu
Your username is your SCI email
your.name@my.scitexas.edu
Your password is the same as what
you use to log into your SCI email
Under Select Status choose Student
Click Submit
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OVERVIEW
BASIC INFO

Upload a profile picture, fill out your contact
info, & write your career summary

EDUCATION

Fill in your educational background including SCI
& other college information (Not High School)

REFERENCES

Think of professional references such as a
manager from your current or previous job.
Family members or BFFs don’t count.

WORK HISTORY

List out the past jobs, roles & positions that
you’ve held, starting with the most recent

BADGES

As you obtain skill badges & certifications, they
will be automatically uploaded to your profile

SKILLS

List the skills you’ve obtained during your
training or previous work experiences that
would go beyond the skill badges
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BASIC INFO
PROFILE PROGRESS

As you upload more & more items to your
profile, the progress bar will increase to 100%

PROFILE PHOTO

Take a photo via your webcam or upload a
professional photo of yourself, like you’re
about to head into an interview – dress to
impress

Basic Info
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SUMMARY

Tell employers what your career goals &
objectives are as well as why you’d be an
irreplaceable employee

CONTACT INFORMATION

Your contact information is autmatically
entered into the system, but you will want
to double check your contact information to
ensure it’s accurate – you wouldn’t want to
miss an important phone call or email from
an employer
NOTE: When choosing an e-mail address,
choose something professional because
saucygirl555@yahoo.com may not get you the
interview
Hit Save & Continue when finished
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EDUCATION
Start by clicking on Add Another School
NOTE: You can only enter 3 educational
institutions, so begin by entering your SCI
education information & then add any other
high school or college education you may have
If you are unsure of your GPA, you can leave
it blank until you get with your educational
institution to get the correct GPA
Try to enter as much information as you can,
but if you get stuck, Google is always a good
resource

Education

Hit Save to continue
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REFERENCES
A reference is a former or current co-worker or manager only – if you do not have any
work experience ask your professor nicely to
be a reference for you
Start by clicking on Add Work Reference

FIRST & LAST NAME OF REFERENCE
You may only know your manager by their
first name, but it’s best to list both their first
& last name

5%

References

RELATIONSHIP TO YOU

This is simply asking what role this reference
has, such as “current manager”or “former
co-worker”

REFERENCE’S EMPLOYER

This would be the employer or company you
& your reference worked at the time they
were your manager or co-worker

REFERENCE’S TITLE

List the title your reference held during the
time you both worked together
NOTE: Give your references a heads up
before adding them to the list
Hit Save to continue
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WORK HISTORY
Start by clicking on Add Work History

EMPLOYER NAME

The name of the company

POSITION

If you grew from a server to a manager, for
example, list the highest title you held

DUTIES

Keep this section to about two lines – don’t
get too carried away – quality over quanity &
focus on the skills that may relate to the type
of job you’re looking for

ACCOMPLISHMENTS

Work History

Brag about yourself – like if you have ever
been the ‘employee of the month’, or
perhaps you were promoted during your
time there

START, END DATE & EMPLOYER

List at least the month & year for the start &
end dates of your time with this employer –if
you’re still employed there, leave the end
date blank & check the Current Employer box
Hit Save to continue

8

8

BADGES
SCI staff will automatically upload badges
to your profile as you earn them, but this
process could take a couple of weeks
Review which badges you have earned &
ensure they are listed on your profile
If you see that you’re missing a badge
that you know that you’ve earned, & it has
been a few weeks since you earned it,
speak with Career Services to fix
this for you
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SKILLS
Start by clicking on Add Skills
NOTE: This section is not to replicate or copy
your skill badges, but to show employers the
skillsets you’ve earned throughout your training
that set you a part from other applicants

TITLE

This should be the name of the skill, for
example, Venipuncture, Tax Preparation, etc.

DESCRIPTION

Describe what the skill is and list why you feel
confident in showing off this skill set
Add at least 3-5 Skills
Hit Save to continue & to add another skill
Skills

10

10

RECORDING
LIGHTS, CAMERA, ACTION

You are ready to start recording. You will
be able to record videos in GENERAL,
PROGRAM SPECIFIC, & WORK SAMPLES
and this process will be the same

READ THE QUESTION

We will give you the questions or skills you will
need to answer or perform. The different sections
will have different questions or recording needs,
read them first before recording

HIT RECORD

Before you record, check your lighting, how
you look on camera, take out all possible
distractions & check your attire – dress like
you’re about to go into an interview. Hit the
Record button & a pop-up box should
appear. Then, to start recording, so click on
Record Video on the pop-up box. If your
computer asks to use your webcam &
microphone, click Yes to both

General

REVIEW & RE-RECORD

Once you’re done, hit Stop & review your
video. If you’re not happy, you can re-record
your video, but this will delete what you just
recorded
Hit Save to save your video & continue
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DOCUMENTS
There are four tabs in this section:
Education, Awards & Accomplishments,
Work Samples & Resume

CLICK ON THE TAB

Each of the 4 tabs will ask you to upload
different documents, some of which you will
need to get from SCI

UPLOAD

Once you click on the Choose File button to
upload – a pop-up will appear where you can
browse your computer for the document –find
the correct document & select it to upload

ENTER A DESCRIPTION

Once you’ve selected your file, enter a
description like ‘Employee of the Month
Award’, ‘Perfect Attendance’, or ‘Letter of
Recommendation’

Skills

Hit Save to continue & Finish when you’re
done uploading all files

12

12

FAQs
WHAT IF I NEED HELP WITH MY PROFILE?

Career Services is here to help! Swing by their office & schedule a time to finish
up your profile.

WHAT IF I FIND A BUG OR GLITCH?

We’re always growing, and with growing comes growing pains. Take a screen
shot of the bug or glitch and email chris.lipari@scitexas.edu.Have a great idea
to improve SCI Connect? We love those too. Shoot Chris an e-mail & you may
see your idea appear soon!

WHY CAN’T EMPLOYERS SEE MY PROFILE?

Once you’ve submitted your profile, your local Career Services team needs time
to review it & then turn it on to be viewed by employers. Each time you make an
update or change, Career Services will need to approve it.
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