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The Gate is a web based career management and recruiting system (online job board, resume database, announcement 
portal, and more) maintained by The Citadel Career Center and powered by the NACElink Network (around 900 colleges and 
universities across the country use this same system).  Its purpose is to help current students and alumni connect with 
employers and graduate schools interested in Citadel candidates.  

 

 
 

UPLOADING YOUR FIRST RESUME TO THE GATE: 
Before you upload your first resume, be sure that it is ñrecruiter-readyò.  A ñrecruiter-readyò resume is one that has 
been carefully written and thoroughly reviewed by you.  Resumes uploaded to The Gate are not critiqued.  For assistance, 
refer to samples, constructions tips, and common errors to avoid via www.citadel.edu/career_services/ResumeSamples.htm.  

 

1. When ready to upload your first and subsequent resumes, go to the óMy Resumes/Resume Builderô tab. 
 
 

2. Click ADD NEW to upload your resume.  The Citadel Career Center must process your first resume before you may 
access it to confirm student/alumnus status.  Newly uploaded resumes are processed several times throughout the 
day during business hours, Monday-Friday.   
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3. You will receive an email once your resume has been activated.  The email message will also appear under the 
óPendingô tab of the óMy Resumes/Resume Builderô tab; click the óDocument Titleô to view.   
 
 

 
 
 
 

UPLOADING ADDITIONAL RESUMES & OTHER DOCUMENTS TO THE GATE: 
1. The Gate allows you to upload several documents (resumes, cover letters, reference page, etc.) for your search. 

After your first resume is activated by the Career Center, all subsequent documents uploaded to The Gate will be 
immediately ready for your use and appear in the óMy Recruiter-Ready Documentsô tab shown below.  
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APPLYING TO POSTINGS AND RESUME BOOKS IN THE GATE: 
Once your first resume has been activated, there are some additional steps to take to use the system to best advantage.    

 
 

1. When applying to positions posted in The Gate, follow the instructions provided by the recruiter.  Select the 
appropriate resume and any other appropriate documents from your óMy Resumes/Resume Builderô tab.   
 

2. The Career Center offers 2 Resume Books in The Gate for recruiters to access; one for alumni and one for current 
students.  In order to have your resume appear in the appropriate Resume Book, you must: 
 

a. First, give your authorization to be included in the Resume Book from the óMy Gate Accountô tab/ôPrivacyô tab. 
 

b. Second, from the óMy Resumes/Resume Builderô tab click óMake Defaultô beside the resume you wish to appear 
in the Resume Book.  While you may upload more than one resume to your GATE account, only one resume 
may appear in the Resume Book.  You may change your default Resume at any time. 
 
NOTE:  If you only have 1 resume uploaded and set your privacy tab to ñyesò for resume books, it will 
automatically appear in the Resume Book.  If you upload another resume and want to have it appear in the 
Resume Book instead, then you must select óMake Defaultô beside it to change the selection. 
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3. Keep in mind that many employers will choose to review resumes in the Resume Books instead of OR before posting 
a position.  Thus, electing to have your resume in the Resume Book will give you visibility to such employers.  Alumni 
and Current Graduate Students who are concerned about a current employer being able to view their resume may 
want to consider selecting ñnoò for this option with The Gate and other job boards.   
 

4. It is recommended that you use a general objective for your default resume appearing in the Resume Book.  You 
may upload additional resumes with objectives that are specific to postings in The Gate for which you apply.   

 
5. References may be listed on a resume uploaded to The Gate or they may be uploaded as a separate document.  It is 

recommended that the resume selected as the default for the Resume Book NOT include references.  (If you provide 
references up front to an employer who has not requested them, you may never find out when or if they started 
contacting them).     
 

6. If you are not actively searching for a job, your Privacy tab (see page 3) should be set to ñNOò to keep your resume 
from being viewed by potential employers in the Resume Book.  And once you have accepted employment, be sure 
to remove your resume from the Resume Book as employers expect that the resumes within it belong to available 
candidates. 
 

7. PLEASE NOTE: 
If you do not login to your account at least once every 60 days, it will go into an ñinactiveò mode.  To re-activate, 
simply login to your account.  However, after 6 months of non-use, an account is ñdisabledò and will require you to 
email us at hireCitadel@Citadel.edu to re-activate it.  Thus, if you elect to have your resume appear in the Resume 
Book and your account goes into either an ñinactiveò or ñdisabledò mode, your resume will no longer appear in the 
Resume Book.  This is a default feature designed to keep the Resume Book as current as possible.  (Those who 
allow their accounts to go inactive or become disabled should not be perceived by potential employers as actively 
seeking employment.  However, as a professional courtesy, it is best for students/alumni to set their Privacy tab [see 
page 3] to ñNoò to keep their resume out of the Resume Book when not actively seeking employment). 
 

8. Keep all career-related documents in your Gate account current by updating them, as appropriate, at least every 6 
months; more often if changes have occurred.  This is especially important for the resume you may elect to appear in 
the Resume Book.  Be sure that your contact information is correct and use past tense language for experiences and 
activities that have ended.  Document updates must occur outside of The Gate.  Upload the updated version before 
deleting the current version.   
 

QUESTIONS?  Please email us at hireCitadel@Citadel.edu.  
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