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How To Post a Position with Career Hub

1 Navigate to https://csum-csm.symplicity.com/employers/app/home

2 Click "Jobs"

https://scribehow.com
https://csum-csm.symplicity.com/employers/app/home


Made with Scribe - https://scribehow.com 2

3 Expand the jobs menu and select "Job Postings"

4 Click Post a Job
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5 Select the appropriate position type for your opportunity.

6 Insert Job Title
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7 Select position location

8 Input physical location or main office location
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9 Select the value you inputted from the drop down menu

10 Input the "Approximate Hours Per Week" field.
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11 Click on the calendar icon to insert your posting end date. Although the position
will be removed from student views and applications. You will still be able to login
and view your candidate information.

12 Select the end date, the position will no longer be available to candidates.
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13 Input Compensation Information

14 Select the option for how you would like to receive jobs.
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15 Do you want the posting to send all resumes to you in a resume book at the
conclusion of your posting? Select yes or no.

16 If you require any additional documents select them here. You can make them
optional or required.
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17 Select any and all desired criteria for the ideal candidate you are seeking.

18 Select any appropriate programs of study that are applicable to your posting.
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19 Select all that apply or if any major can apply - select all majors.

20 Click "DONE"
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21 Once your job posting form is completed click submit. It will be reviewed by our
Career Center staff and you will receive notification of approval or rejection.


