
Georgetown University Law Center
Office of Public Interest & Community Service
Government Interview Program Instructions

Welcome to the 2006 Government Interview Program ( also known as GIP! 

This packet contains important information on GIP policies and procedures. GIP is sponsored by the Office of Public Interest & Community Service (OPICS).  It is one of the largest public sector recruitment programs sponsored by a single law school.  Close to 30 federal, state and local government employers will be interviewing for paid summer and post-graduate positions. The program is divided into two phases: GIP I (early) and GIP II. 

GIP I -- September 6 at the Law Center.

GIP II -- September 25, 26 & 27 at the Hyatt Regency Washington on Capitol Hill, located one block from the Law Center at 400 NJ Avenue, NW.
	IMPORTANT NOTES
· Employer research and selection, resume upload, bidding and self-selected interview scheduling will be conducted online on Symplicity. 

· Unlike other fall recruiting programs, GIP is a “pre-screened” program, which means that participating employers review candidates’ resumes and then select the students they wish to interview. 

· Selected students will be notified through their Georgetown e-mail. Candidates must schedule their own interview times on Symplicity. 
GIP II interviews will be conducted ballroom style, which means the interviews will be conducted at cocktail tables in one large meeting room rather than in private hotel rooms. (GIP I interviews will take place at the Law Center.)


2006 Government Interview Program Dates & Deadlines
GIP I -- Wednesday, September 6 at the Law Center 

(Government Accountability Office; IRS & State Department)

Symplicity open for bidding:

  

Monday, July 31 at 12:00noon
Bidding Deadline:

Monday, August 7 at 6:00pm
Employer Selections Released to Students:

 
Thursday, August 17  

Selected Students Must Schedule Interviews Between: 


Thursday, August 17 – Monday, August 21  

Alternate Sign-ups



Thursday, August 24

GIP II -- Monday, September 25; Tuesday, September 26; Wednesday, September 27 at the Hyatt Regency Washington 

(see Symplicity for the complete list of participating employers) 

Symplicity open for bidding:

  

Tuesday, August 8  

Bidding Deadline:

Monday, August 21 at 6:00pm
Employer Selections Released to Students:

 
Thursday, September 14   

Selected Students Must Schedule Interviews between:


Thursday, September 14 – Monday, September 18   

Alternate Sign-ups



Wednesday, September 20
Georgetown University Law Center Recruitment Policies

By participating in GIP, you agree to review and comply with all Georgetown University Law Center policies, procedures, and deadlines. 

Check Symplicity and Your Georgetown E-mail Account Daily
Symplicity and your Georgetown e-mail account are the primary means of communicating with you regarding GIP. We will communicate all changes and important notices regarding interviews and employers through these means.
Cancelling GIP Interviews 

If you do not plan to attend an interview for which you were selected – DO NOT sign up for that interview and you will be automatically cancelled. 

Please note: If you are selected for an interview and do not sign up for a slot by the designated deadline, you have forfeited your right to that interview. 
If you need to cancel an interview that you signed up for, you must send an e-mail including your name, phone number, your GOcard number for identification purposes, the name of the employer you are canceling and the time and date of the interview, to cancelinterview@law.georgetown.edu by the deadline noted below. 
In the event of an unforeseen emergency the day of the interview, please send an email to opics@law.georgetown.edu with the same information listed above and the reason for your late cancellation. 
	INTERVIEWS ON:
	MUST BE CANCELLED BY:

	Wednesday, September 6  
	Friday, September 1 at noon

	Monday, September 25  
	Wednesday, September 20 at noon

	Tuesday, September 26  
	Thursday, September 21 at noon

	Wednesday, September  27
	Friday, September 22 at noon

	
	


No Shows 

Students will be allowed to cancel an interview after the cancellation deadline only if it is determined that the student has presented a compelling reason after review by an OPICS counselor.   If an emergency arises which causes you to miss an interview, an OPICS counselor will retrospectively review your reason for missing the interview. Under no circumstances may you just Askip@ an interview.  

SYMPLICITY INSTRUCTIONS

	REMINDER:

GIP I bids & resumes must be uploaded by Monday, 

August 7 at 6:00 p.m.

GIP II bids and resumes must be uploaded by Monday, 

August 21 at 6:00pm.


Step 1. Log onto Symplicity 

You can access Symplicity from the OPICS Website at http://www.law.georgetown.edu/opics/
Your user name is:  your Georgetown net ID 

Your password is:  the password you use to access your Georgetown e-mail account.
Step 2. Update Your Student Profile:  

Click on “Profile” on the top tool bar and “academic information” to make sure your YEAR IN SCHOOL and CLASS YEAR are correct in Symplicity.  It is especially important for joint degree students as well as evening students who have switched to the day division to make sure the student year is correct.  You may only bid for employers who are interviewing your class year.  Your class year, as a general rule, should be based on when you will graduate. 3Es, for instance, graduate the same year as current 2Ls. 4Es will graduate at the same time as 3Ls. If you are a joint degree student and are in your third year of the program, but your second year of law school, you should change your class year back to 2L.    

Step 3. Review Participating Employers= Profiles and Hiring Criterion:

Choose AOCI@ on the top tool bar and then the “Employers Bidding” tab.
Scroll down to ASearch Filters.@
Remember, there are two GIP phases, so be sure to select “Government Interview Program - Early” and “Government Interview Program” next to the ASession” dropdown box for the complete list of participating employers that are recruiting students from your class year. 
Click on the “Review” button on the far left to review selected employer information, hiring criterion and any additional materials requested for the interview (i.e., application, writing sample, etc.)  In addition, click on the “Office Name” in the bid details box, on the far right side of the page for agency practice areas.  
Step 4. Upload Your Resume  

Please note: If you uploaded a resume for EIW, the system will automatically use that resume for GIP. However, you can choose to replace it with a government-tailored resume. 
To upload a resume for the first time (or a revised government version) choose (Documents( from the top tool bar.  Click on “Add New” to upload the new resume. Make sure to label it with an easy to identify (i.e. government resume) label. After you hit “Submit,” click on the “Make Default” tab in the options box. The new resume will be your automatic default option for GIP. 
Your resume must be created in Word or WordPerfect. The upload process will convert your resume into a pdf document.  The conversion may take a minute or two to complete depending on student traffic.  Be sure to view and print the pdf version after the conversion is complete. 
It is your responsibility to view your resume to ensure that it appears as you want it to appear. Employers will see your resume exactly as it appears to you on the screen.
Do not upload a cover letter, writing sample, transcript or list of references.  If you do, these items will be pulled and will not be sent to employers. 
You may revise and re-upload your resume any time before the close of bidding on 
Monday, August 7 for GIP I and Monday, August 21 for GIP II at 6:00pm.
Step 5. Ranking Yours Bids:  (Your resume will be sent to all employers for whom you bid.)
Click on “OCI” on the top tool bar. Select the employers with whom you would like to interview (you can place an unlimited number of bids).   Please Note:  Disregard references to interview length and times, slot availability and class year percentages.  They are of no consequence. 

Click on “Bidding” on the far right box to rank your bids (1; 2; 3; etc.)   Please Note: Ranking is a system requirement.  Because this is a pre-screened program, all employers for whom you place a bid (and a rank) will receive your resume.  Employers will not know how you ranked them.  It is merely a Symplicity requirement.  
If you wish to delete or change your bids, scroll to the top of the drop down box and clear your bid(s). 
 Print a copy of your bids for your records.

We strongly encourage you to complete your bidding as early as possible. If you wait until the last minute, you will encounter heavy traffic on the website, which may greatly increase the amount of time it takes to submit your bids.

Step 6. Scheduling Interviews:
Interview Notification: 

Begin checking your e-mail and Symplicity on Thursday, August 17 for GIP I and Thursday, September 14 for GIP II. 
To check whether you have been selected for an interview, click on “OCI” and then the “Employer/Bidding” tab. If you have been selected there will be a (Accept/Preselect) button in the Invitations column. If the employer has not made selections yet, the Invitations column will state “Pending”

Interview Scheduling: 
Please note: If you do not sign up for an interview by the designated deadlines – you have forfeited that interview and an alternate candidate will be notified. 

To schedule an interview, click on the (Accept Preselect) button, and the dates and times that are available for that employer will appear. You can select a time by clicking on your preferred time.

After clicking the (Review) button from the Employers/Applications screen, review schedule details under the OCI Schedule heading. 

You can review your scheduled interviews, by clicking on the “Scheduled Interviews” tab which will list all scheduled interviews.  
Step 7. Interview Preparation: 

Research the employers with whom you will be meeting.  Most GIP employer profiles include a website link. In addition, some employers have provided hard copies of recruiting materials which will be available in OPICS.  Additional information on federal government employment is available at:   
NALP Guide to Federal Legal Employment    http://www.nalp.org/assets/9_fedempl.pdf
Federal Government Salaries     http://www.opm.gov/oca
Federal Government Benefits http://www.opm.gov/Employment_and_Benefits/

Federal Government Loan Forgiveness www.opm.gov/oca/pay/studentloan/


Federal Government Background Checks / Security Clearances
http://www.opm.gov/extra/investigate/
Preparing additional materials for your interview.   Bring sufficient copies of your transcripts, writing samples, and professional references for all employers with whom you will be interviewing regardless of whether the employer has requested these materials. 

Writing Sample: Your ideal writing sample should highlight your ability to analyze clearly and write concisely. If you use work product, you must receive permission from the employer and follow their guidance on redacting confidential information.

References:  Contact your references to notify them that you will be interviewing with government employers and ensure they will provide a strong recommendation regarding your potential for public sector legal work. 

Transcript: Obtain an official copy of your transcript from the registrar.  You can make copies of the official transcript for most GIP employers B a few request an official copy. Check the Employer Schedule section in Symplicity.

Application:  A few employers requested that candidates complete an application to be brought to the interview or submitted online. Please check the Employer Profile to determine whether the employers you are scheduled to interview with have requested that candidates complete an application.  
OPICS CONTACT INFORMATION

Need more information, guidance or encouragement?

OPICS Room 212 McDonough Hall

Main phone number 202/662-9655      Email: opics@law.georgetown.edu
Staff:

Kim Matthews, Office Manager   


            202/662-9655

Lauren Dubin, Director, Public Interest Careers   
 202/662-9308

Mern Horan. Director, Government Careers    
            202/662-9314
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