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 Student User Guide  

 

 

 

 

 

 

 

 

1. How to Login to your account. 

Go to https://www.snow.edu/ and select (1) ‘badgerweb login’ in the top right hand corner of the screen. 

 

Once you are on the Badger Web home page click on (2) ‘Login.’  

  

 

 

 

 

 

 

 

 

Career Badger is Snow College’s online system for posting Student Jobs (Work Study, Work to Learn, and 

Hourly), Internships and Career positions. All enrolled students have a Career Badger account and can 

view/apply for jobs using Career Badger. 

Career Badger allows students to: 

a) Search for jobs in central Utah or around the United States.  

b) Post Resumes, Cover Letters, Class Schedule, References and other documents for employers to view. 

c) View contact information for hundreds of employers in and around Utah. 

d) Apply for positions and keep track of previous applications. 

e) View and register for upcoming Career Events & Workshops 

Career Badger also provides students with a variety of resources including the Resume Creator tool featuring 

13 different templates and a Resource Library.  

(1) 

(2) 

https://www.snow.edu/
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From here simply follow the on-screen instructions to login to your account using your (3) username and password.   

 

Once you have logged into your Badger Web account, go to the (4) ‘Student’ tab and then click on (5) ‘Student 

Jobs (Career Services Online).’ 

 

. 
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From here, you can subscribe to any of the sites listed and then click on (6) “Go To Dashboard” to get onto the 

main page.  

 

 

2. How to upload required documents 

First time users will need to fill out their general information before applying for jobs. From here, your first step 

should be to make sure you have all of the needed documents uploaded with updated profile information. You can 

update your personal information by clicking on (1) ‘My Profile on the toolbar on the dashboard and then selecting 

‘Profile Summary’ where there will be an option to ‘edit’ in the top right hand corner of your contact information 

and your detailed profile. 

 

 

 

(6) 

(1) 
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To upload necessary documents, you may click on ‘My Profile’ again from the toolbar and then click on ‘Cover 

Letters’, ‘Resumes’, or ‘Additional Documents.’ In the right hand corner of these pages, you may click on 

(2)‘Upload New’ to add these documents.  

A (3) link may be displayed to get more information on how to write these documents.  

 

Only one resume can be active in the resume database. You may click on (4)  ‘Upload New’ or (5) ‘replace’ on the 

Resume page if you already have one updated and need to replace it with a new one.  

 

 

If there are any further questions on how a cover letter or resume should be written, you can go to 

snow.edu/careerbadger and click on (6) ‘Student Resources.’  

 

 

 

 

(6) 

(2) (3) 

(4) 
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Once you have clicked on ‘Student Resources’ you may select (7) ‘Resumes and Cover Letters’ for additional 

information and for links to examples or templates to use.  

 

Any other additional documents, such as letters of recommendations or class schedules, can be added by selecting  

(8) ‘Upload New.’ From that point, you are able to (9) select one of your own saved files and (10) name the 

document under ‘document title.’ 

  

 

Uploading a Class Schedule: 

To upload your Class Schedule you will first need ot log onto your Badger Web account. Click on the (1) ‘Student’ 
tab and then select (2) ‘Registration’ 
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Select (3) ‘Student Schedule by Day & Time’ to open your schedule.  

 

You will need to pick which week you would like to view the schedule. (4)  

 

 

Once your schedule is opened, it should look something like this. Adjust the view so your entire schedule fits on the 

screen. You can then use the Snipping Tool to take a screenshot and save it to your desktop. The Snipping Tool can be 

found if you go to your start menu from 

your computer and search ‘Snipping Tool.’ 

 

 

 

 

(4) 

(3) 
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(1) 

Once you have clicked on the snipping tool, you can create a box around your schedule that you will be able to save 

to your personal files on your computer. You can also right click to copy the image. Now open up a blank Word 

Document and paste your screenshot by inserting a picture or by clicking ‘Paste.’ Once you have your schedule the 

way you would like it displayed, you may upload it to (5) ‘Additional Documents’ and click (6) ‘Upload New.’ 

 

 

 

 

 

 

 

3. How to search for jobs 

From any page on Career Badger, you can access the toolbar on the left-hand side of the screen. Many options are 

available to you through the toolbar to help you on your job search.Click on (1) ‘Job Search’. Once the drop down 

menu for that tab opens, click on (2) ‘Job Search.’ 
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This will bring you to the job search screen where you can enter in your search criteria and browse for jobs.  

At the top of the top of the page, you will find (3) multiple filters to use to help make your job search easier. You 

can access more filters by clicking on the (4) orange arrow. You can also click on the (5) orange star for any job 

that you would like to save to your ‘hotlist.’ If you want to open more than one job, you can click on the orange 

icon next to the job title. (6) 

 

 

 

 

Once you have clicked on the orange star and the job has saved to your hotlist, you can access these jobs by clicking 

on (7) ‘Job Search’ from the toolbar and then (8) ‘Hotlist.’  
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Once you get to the Hotlist homepage, you can see a list of all of the jobs that you starred. To remove a job from 

your hotlist, just click on the (9) star again. 

 

Remember that you can access multiple features through the toolbar from any screen on Career Badger. You can 

navigate these features to see what each tab offers to help you on your job search. 

Once you have found a job that you are interested in, clicking on the (1) job title will bring you to the posting for 

the position, allowing you to apply for any job you qualify for. If you meet the necessary qualifications for the job, 

an (2) ‘Apply Now’ button will be located at the top of the page. If you do not have the necessary qualifications, the 

‘Apply Now’ button will not appear. 

 

(9) 

(1) 

(2) 
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Once you hit the apply button, it will direct you to the bottom of the page where you can find (3) application 

instructions and the (4) application. You can upload the correct documents at this time, and then click (5) ‘Apply 

Now’ to send in your application. 

 

 

4. How to search for contacts and following up on applications 

 

Reaching out to contacts associated with job postings or within companies you want to learn more about is the best 

way to help you show your interest and get an interview. You can find these contacts in two different ways. First, 

the (1) primary job contact is located just underneath the application section.  

 

 

 

 

(3) 

(4) 

(5) 

) 

(1) 
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You can also access these contacts by going to the Toolbar, clicking (2) ‘Companies’ and then (3) ‘Contact 

Research.’  

 

 

 

 

 

 

 

 

 

 

You will be able to (4) sort contacts by name or organization and the (5) multiple filters at the top of the screen will 

make it easier to find who you are looking for. 

 

 

 

 

(4) 

(2) 

(3) 
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5. Career Events & Workshops 

You can also access a list of career events to attend by clicking on ‘Events’ from the Toolbar. Next, click on 

‘Company Events.’ 

 

 

 

 

 

 

 

 

 

Once you have clicked on ‘Company Events,’ you will see a list of the events that are coming up and you can click 

on the (3) title of the event to get more information such as: when and where they will be held. 

 

You can also view workshops that will be happening under (4) ‘Events’ in the Toolbar and then (5) ‘Workshops’ 
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Contact Information 

 

 

 

 

 

 

 

 

For additional questions, feel free to contact Snow College Career Services: 

 

Stacie Durrance, Career Services Advisor, stacie.durrance@snow.edu (435)-283-7648 

Lisa Laird, Career Services Manager, lisa.laird@snow.edu (435)-893-2221 

General Office: career.services@snow.edu (435)-283-7648 
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