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The Careers & Enterprise service is fully committed to ensuring that our support 

and wide range of activities are inclusive and accessible to all our students and 

graduates.  

For further information and how to contact us if you wish to discuss your  

accessibility requirements please visit:  

www.dur.ac.uk/careers/aboutus/accessibility/ 

 

https://www.dur.ac.uk/careers/aboutus/accessibility/
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The Student Services Portal hosts a variety of Careers & 

Enterprise services, and is accessible to all current students and 

registered graduates. 

You can access the Student Services Portal by visiting 

www.durham.ac.uk/careers and clicking on the ‘Access the Student 

Services Portal’ button on the right-hand side of the page.   

 

 

 

From here you can access appointments, job and work experience 

opportunities, and events. 
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How to book an appointment 

1. Using the options along the top of your dashboard, click on 

‘Book’ and select ‘Appointments’.  You will then see a 

description of each appointment type. 

2. Select the appropriate appointment type and click ’View 

Appointments’ 

 

 

 A list of appointments scheduled for the following week 

will appear in a table  

3. The last column (headed ‘Action’) will show you which 

appointments are available and which are already booked.  

Choose an available appointment and click ‘Book’.  

4. Input some details about what you would like to discuss during 

your appointment,  then click ‘Book appointment’. 

 

 

 

Your booking is now made  - you will receive an email confirmation, 

If you need to cancel an appointment, please use the Student 

Services Portal or call Careers & Enterprise on 0191 334 1437. 



4 

Further information 

Types of appointment 

When selecting an appointment type, please read each description 

and select the most suitable type of appointment for your query.  

If you book the wrong appointment type your booking may be 

cancelled, or you may find that the Adviser is unable to discuss 

your query. 

Availability 

The Student Services Portal only shows appointments available 

over the next seven days.  New appointments  that are scheduled 

will become available each weekday evening at 7pm.  During busy 

periods you may find that all appointments are booked - please be 

patient and check for new appointments at 7pm, Monday-Friday.  

CVs, Cover Letter & Personal Statements 

If you have made an appointment to discuss your CV, Cover Letter 

or Personal Statement please remember to bring a printed copy 

with you.   

Guidance Appointments 

If it has been recommended that you have a Guidance 

appointment a referral will have been created for you.  To book a 

Guidance appointment select this appointment type at step 2.  You 

will not be able to book a Guidance appointment without a 

referral. 

For more information on appointments visit:  

www.durham.ac.uk/careers/students/careerplanning 
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How to search & apply for work experience & job 

opportunities 

1. Using the options along the top of your dashboard, click on 

‘Search’ and select ‘Opportunities’.  This will show a list of all 

opportunities which are currently being advertised, including 

graduate roles, work experience and local part-time 

opportunities. 

2. You can sort opportunities by title, organisation, salary or 

date by using the ‘Sort by:’ option at the top of the list. 

 

 

3. To filter vacancies by Opportunity Type, Occupational Area or 

Location - or to quickly search for key words or specific 

employers - use the options in the task bar on the left-hand 

side of the screen. 

4. To view more information about a vacancy, click the link in 

the title.  You will then see the full description, requirements, 

information about salary and location, and how to apply. 

5. You can save opportunities for quick reference by clicking on 

‘Actions’ in the top right-hand corner and selecting ‘Save’.  

These will appear on your dashboard under the 

‘Opportunities’ panel. 
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1. Job title 

2. Job details - including information about the role and re-

sponsibilities, as well as requirements. 

3. How to apply - will usually include a link to an online applica-

tion or an email address.  Will also indicate the closing date. 

4. Specific information - including opportunity type, salary, lo-

cation and occupational area. 

Remember to check the weekly vacancy bulletin which is sent to 

your Durham University email account. 

For more information on opportunities visit: 

 

www.durham.ac.uk/careers/students/jobs 
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How to view and book employer events 

1. Using the options along the top of your dashboard, click on 

‘Search’ and select ‘Events’.  This will show a list of all future 

events.   

2. You can sort events by title, date, type or location by using 

the ‘Sort by:’ option at the top of the list. 

 

 

3. To filter events by Event Type, Location, Date Range or 

Student Course Restriction - or to quickly search for key 

words or specific organisations - use the options in the task 

bar on the left-hand side of the screen. 

4. To view more information about an event, click the link in the 

title.  You will then see the full description, date and time, 

organisation, location, and whether or not you need to book 

a place. 

5. Some events may allow you to select ‘Book now’ at the top 

right-hand side of the page, and some may include a link 

within the event description.  Some events may not require 

you to book.   

6. Your event bookings will appear on your dashboard under 

the ‘Events’ panel. 

You will receive an email confirming your booking and a 

reminder before the event.  If you are no longer able to attend 

an event please cancel your booking via the Student Services 

Portal so that another student may attend. 
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Types of employer event 

Career Fairs 

Large scale events over one or two days, featuring a range of    

employers.  May be general or sector-specific. 

Forums 

Events focusing on a specific sector featuring a panel of employers 

as guest speakers, including a Q&A session and networking. 

Presentations 

Usually a lunchtime or evening session hosted by a specific       

employer with a focus on recruitment.  May include interactive 

activities, Q&A and networking. 

Coffee Shop Drop-ins 

An information or ‘trade’ stand located in a café on-campus.  No 

booking required, simply drop by and have a chat with the        

employer about opportunities. 

External Promotional Events 

Featuring a single employer, usually located in Library Square or 

outside of the Calman Learning Centre.  The event can vary, often 

featuring giveaways, competitions and games. 

Skills Sessions 

Hosted by a single employer but offering employability skills                 
development applicable to all sectors, i.e. ‘Creating Effective CVs’ 
or ‘Preparing for Interviews’. 

CV Clinics & Mock Interviews 

One-to-one bookable slot with an employer focusing on your 
individual application or interview skills.
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Contact us 

Careers & Enterprise 

 
 

Durham University 

Palatine Centre, 

Stockton Road, 

Durham, DH1 3LE 

0191 334 1437 

careers@durham.ac.uk 

 

 

 

If this leaflet is required in an alternative form,  please ask us. 
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