Posting a job (employer)

1. Click on Jobs in the navigation bar.

2. Click on New Job.

3. Complete the Job summary fields.

4., Complete the Details fields.
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5. Complete the Job Qualifications
fields.

6. Inthe Options menu, click on
Submit.

Reposting a job (employer)

1. Click on Jobs in the navigation bar.

2. Click on Search.
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3. From the dropdown list, selectthe Jobs
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originally posted. o

Job Title

2016, Summer v

Organization Name University of Ottawa

Select Columns [@#

“! Job Mo. «| Employer Job MNo.
| City #! Term
Creation Date #| Matching Status
| Search || Reset
4. Click on Search. Jobs
Search
Term 2016, Summer v
Job Title
Organization Name University of Ottawa

Select Columns (¥

¥ Job No #| Employer Job No
¥ City ¥ Term
Creation #| Matching Status
| Search Il Reset
5. Find the number of the desired job  Jobs
in the Job No. column and click on P Ga—

it.

tems per page -

Organization

University of Ottawa

p—

6 In the OptiOI‘IS menu C||Ck on ¥ | Stop Impersanating Currently Impersonating: Lucie Gendron
. ’

Options
Repost Job. + Listar Job 1213 - 2016, Summer
Interviews
+ Print Search Resits Basic Info Address Positions
» Organization
» Contact
+ Repost Job -ummaw
» Help Job Number 1213
Job Open for Term 2016, Summer ML
Job Open for Round 1 2
Select the New Term from the Job 1213 - 2016, Summer
dropdown list and, if necessary,
L. Search Results Basic Info Address Positions
change the Number of Positions
by selecting a number from the New Term v
dropdown list. Number of Positions v|%

If you would like to repost this job,
click "Repost” in the left menu. If
not, click "Close".
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If you would like to repost this job,
click "Repost” in the left menu. If
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9. Make the necessary changes to the
fields in the job poster. e P —

2ot e o e

Friur at l'zaisres .

e —

- —

s 10m —

Drpsnowten Univarsity of Ofiasa. *

Datalls

e

.

[ —

A
p
I thic job being cimultanscucyy postsd af oher Incttution(s)?
Contacts
ot Contact Genaron, Luce *
=g Sent t
il
e —
Job QualMcations
P —
vy cmarer —
s —
A . =
-
s ot S P —
s = Commorvcaion . *
S -« = -
D e
Gangaphy - =l -
10. In the Options menu, click on e [
tSave as Comtmel Gardosa Lo -
.
diraft
Submit. A N C
i .
Job Cuslificasons
— =
Al
L
Bt Seqwrarnts T wared
pE
o
i .
U—— = R
Py ; i
gl



	Posting a job (employer)
	Reposting a job (employer)



