
Career Central login 
 
Sign into Careers Central using your school email and password. 
 
 
You will open up on your home page … the central picture changes weekly with information on 
Career of the Week. 

 
Step 1: My Details 
 
Check that all your information in My Details is up to date. 
 

Click onto the Step 1 My Details Info icon to begin 
the process of loading your personal details into 
Career Central. 
 
 
 
 

You will open onto this page    → 
 
 

 



Mobile Number  
 

When you are adding your cell phone details you will 
need to ignore the verification code and enter your 
mobile number first and then press                      
 
 
A code will be sent to your cell phone which you will 
then add to the Verification Code     
 
     ↓ 
 
 
 
 
 

 
 

Enter your verification code and this message will 
pop up on your page  →  
 
Note: If you did not receive a code on your cell phone 
you will need to retype your cell phone number and 
send for another code 
 
 
If all goes to plan your screen will look like this     

                                        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Do you have a 
driver’s licence? 
 
Please select the 
correct drop down 
that applies to you 
then save 
 
 
 
 
 
Your Personal Email  
 
Please check that your email address is up-to-date  
 
When you are first adding your personal email details 
… add your email and then click on Change Email 

↓ 
 
 
 
An email will be sent to your personal email address 
with a link. 
 

↓ 
 

 
After clicking on Click 
Here this message will 
appear  → 
 

 
 

 
 

 
Future Contact 
 
Please click on either the Yes, I am or No, I am not We 
would very much appreciate your permission as this will 
help us with planning for the future. 
 
 
 
 
 
 

 



Your School Email Address 
 
Please check that your school email address is correct  
If it is not correct you will need to contact the Careers 
Department where they will be able to amend it for you. 
 
 
Step 2: About Me 
 
On you home page click on the Step 2: About Me icon to begin the 
process of loading your personal details into Career Central. 
 
 
 
Skills and Academic Strengths 

You will open on to this page to begin adding  
your information to Skills and Academic            
Strengths. 
 
  ↓ 

 
 
 
 
 

 
Start adding your Skills and Subject Strengths  

Please add 5 skills & 5 academic strengths 
 

 
Please see example below: 
 
 
 
 

 

 

 

 

 

 
Personal Qualities 
 

Click on the Personal Qualities Icon to begin  

 

 

 

 

 

 



adding your Personal Qualities … add 5 personal  
qualities 
 

 
 

Examples:  

  
 
 
 
 

 
 
Interests 
 
Click on the Interests Icon to begin  
adding your Interests. 

 
                     
 
 

 
Please pick 4 Questions and fill them in.  

This will help you in deciding what you like and 
where you would like to see yourself in the 
future. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



Career Values 

Career Values describe the things that are 
important to you about work. 
 
Use the slider to indicate how important each 
statement is for you. Please do 6 questions 

 
 
 
 

 
This image is just a sample of what you can do.   
→ 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Outside the Classroom 

Click on the Outside the Classroom Icon to begin 
adding to your Outside the Classroom. 
 

                       
 
 
 

 
Remember to Save your changes 
 
 
 
 
 
 
 
 
 

 
 

 

 



Employability Skills – A Self Assessment 
Click on the Employability Skills Icon to begin 
your self assessment. 
 
 
 

 
 
 
 
 
Employability skills are the skills employers are 
looking for. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: Jobs 
 
On you home page click on the Step 3: Jobs icon to begin exploring 
jobs that you may be interested in. 
 
 
On My Job Bank page, you will have 3 options for 
searching for jobs that you may be interested in. 
 
Please add no more than 4 Jobs to My Job Bank 
 
 
 
 
 
 
 
 
 
Options for job searching:  

 

 



 
Search by Job Title: 

Add a job title that you are interested in 
 
 
 
 

 
 
Jobs by Industry: 

 
 
 
 

 
Spend some time exploring jobs by industry  
 
 
 
 
 
 
 
 
 
 
 
 Jobs by Pathways: 

 
 
 
 

 
 
 
A graph of your individual credits will show on this page 
 
 
 
 
 
 
 
 
 
 

 

 


