CAREERLINK: SUPERVISOR INSTRUCTIONS 
 HOW TO POST A JOB
Welcome to HNU CareerLink! 
To get started, you will receive an email with log-in information, a password and site access; log into the system using this information. Once in the system, please be sure to set your password by using the "Account" tab before posting your position. 
To post a position, click the "Jobs" tab. 
· The page that opens will put you on the "HNU CareerLink Postings" tab
· Click "Add New" (located mid-screen and off to the left)
· Status: Check “On-campus Student Jobs”
· Blind Posting: Check “No”.
· Title: Enter title of your position. Ex: Financial Aid Assistant
· Job Description: Enter your job description.
· Job Function: Click either “Graduate Assistant” (if you know you definitely want to hire a graduate student) or check “Student Worker/Assistant” if you are open to both undergraduate and graduate students applying.
· Resume receipt: Check “E-mail” 
· Additional Documents: If you want students to have to submit a cover letter and/or transcript for your position, check those here.
· Posting Date: Click on “Select” for calendar. Choose the first date you want your posting to be available for students.
· Expiration Date: Click “Select” again and choose date for your posting to expire (the system will send you an email reminder when this date draws near. You will be able to adjust it at that time if need be.)
· GPA: If you have a specific GPA required for your position, enter it here. Otherwise the minimum GPA required for students to participate in HNU Student Employment is a 2.0. 
· Graduation Date: If you are looking for a student who is a senior, enter “May, 2010”. If your position has no restrictions and you would like the position open to all students, enter “May, 2010” to “May, 2013”
· Work Authorization: If none, select “none”.
· Requisition #: Not Applicable. Please leave blank.
· Desired Start Date: If you have a desired start date, you may enter it here. However it is not required.
· Duration: Optional to fill in.
· Approximate hours per week: Recommended but also optional to fill in.
· Class level: Use the “shift key” to select all; “control key” to select only certain levels
· Travel Percentage: Select “No travel”
· Qualifications: Enter required and desired qualifications here.
· Desired Majors: Select “All Majors” or the specific major you would like applicants to possess.
· Salary Level: Indicate dollars/hour.
· Location: Nationwide - Check “No”.
Enter City: Oakland; State: CA; Country: United States
· Degree Level: Not Applicable






