
Advising & Career Services Resource Guide
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EMPLOYER JOB POSTING GUIDE

Getting Started:
Visit careerconnect.humber.ca and log into your employer account.

Click on "Create Job Posting" under Links found on your home page.

Select the date you would like the posting to go live, as well as the expiration
date (please ensure the job post is available for at least 7 days from the posting
date and not more than 6 months).

Choose the Job Type(s) (Full-Time, Part-Time and/or Casual) as well as the
Position Type (Permanent, Contract/Temporary, Seasonal/Summer, Volunteer,
and/or On-Campus/Work Study).
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Job Details:

RESOURCES

Enter the Job Title (if it is a Co-Op
or  Internship opportunity,
please include in title i.e.
Accounting Clerk Co-Op).

Include job description,
explanation of job duties, and
applicant qualifications.

Bold different
sections to
ensure they
stand out.
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Skill Requirements:

Please specify the desired skills for this position (you may add a total of 10 skills). 

Enter the job location. If there are multiple locations, select "add item" to include
additional location details.

Include Salary, Compensation, or Honorarium. If you are unsure about the salary
you may put "TBD". Details on Ontario's current minimum wage rates can be
found here.

Enter the number of positions available for this job posting, hours per week, and
the position start and end date (if no end date leave blank). 

Select one or more desired Academic Program(s) to ensure your posting reaches
your target audience. Job postings can be affiliated with your current faculty
and/or other faculties. To view Humber's faculties and associated programs,
please visit: https://humber.ca/future-students/tours-events/open-
house/faculties-programs.html 

Application Instructions:
Choose the desired Resume Submission Method and if you would like the
system to automatically email all application materials to you after the posting
expires.

Select optional documents you would like to receive in addition to the resume
(i.e. Cover Letter, Unofficial Transcript etc.).

If you request additional documents from the applicant, you may add special
instructions regarding those documents.
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