How to Post a Job Ad on CharityVillage.com
This tutorial is also available online at:
http://www.charityvillage.com/cv/tutorial /tour.html

If you need help or have additional questions, call us at 1-800-610-8134 or
email careers@charityvillage.com.

For faster posting, have your job ad prepared before you login to your
account. Then simply copy and paste the information from your word
processing program into the posting form.

*Please note: If you haven't yet registered to advertise, please see our
tutorial about how to register at:
http:/ /www.charityvillage.com/cv/faq/RegistrationTutorial.pdf

Login to your account

Username: I
Passwaord: I
) s

Forgot your passh s

Mot registered yet? 2
Register to advertise
Register for e-mail alerts

Welcome to The Advertiser
Already Registered? Log in here:

Forgot Your Password? Email it to
me: @

|k Advertise MNewsiEvents|[Nenprofit Neighbourhood | Suppliers|Resou
CharityVillage.com® ~ Advertiser Centre

il— Password: I_

T Supmit |

Helpful Hints:

From Main Street, login to your
Advertiser account by entering your
Username and Password in the
Registered Users box.

Once you have entered your Username
and Password, click the "Log-in"
button

Or, from the Advertiser Centre Main
page, enter your Username and
Password, then click the "Log-in"
button.

*,

% Forgot your password? Enter your
email address from the Advertiser
Centre Main page, then click the
"Submit"” button. We'll email the
password to you.

To save your username and
password, check the "Remember"
box in the login section on Main St.




My Desk

My Desk .
Welcome, Pebbles Mena. From the My Desk screen, click the

m "Post a Job Ad" link.

MyPro This screen is also your starting place
for managing your listings, adding
logos and reviewing your profile.

Post a Job Ad

« Postan Event

« Manage My Listings @

« Pending Ads in My Basket @
0 incomplete
0 pending submission

Step 1 - Post a New Ad

Post A New Ad - Step 1 of 5

Choose a language for your ad then

Please note: For security reasons, if your click the "Next" button.

possible, please have your information rea

To receive the second language
discount for a bilingual ad, you must
select the Bilingual option and use the
bilingual form.

Post a new job ad in:

@English
_.French

< Bilingudl (You must use this form to |

L Enter the details of your job ad.
Step 2 - Job Listing

Information Required fields are marked with a red
dot: &

Job Listing Information - Step 2 of 5

Questions? Cick @ beside any fed or help. Enter a purchase order number if you

Required felds are merked with a @ need one for your own records.

POSTING INFORMATION
My Purchase Order#(optional): @

Enter a Start Date for your ad; this is

Ad Start Date: @ 10118004 | odvadiy @ . .
Flease check the accuracy of the Start Date as it may notfbe edited once thefidd is sul:n'ntte;the date the ad wi ” ap pear pu bl |C|Y on

Application Deadline: @

o oy « LNE CharityVillage website.
Application Deadline may be a maximum of 2 months from\Gagag g .
Enter a Deadline date for applications;
this will also be the last date the ad will

be visible on CharityVillage.com.

Helpful Hint: < If you hgve any questions yvhile you
are posting your Job ad, click the

question mark icon (@ beside any
field for help.

Need help now? Call 1-800-610-8134 or email careers@charityvillage.com. 2




Add a Logo

Add | Select Your Logo
(United Way logo is automatically displayed for member organizations.)
1. Add Logos to vour Logo list (optional):

2. Update My Logo List{only if you have added new logo):
3. Select your logo below:

Logo 1: Please Select 3
Logo 2: Please Select %

If you have added logos to your logo
library, use the pull down menus to
select one or two logos for your ad.

If you have no logos added yet, and
would like to include one, click the
"Add Logos to your Logo List" link.

Job Information

JOB INFORMATION - Step 2 of 5
Display Employer Name on Ad? @

If you wish to run an ancnymeous ad, click on "No" above.

[Pebbles Projects |
Agencies - Insert client name
Job Title

Employer Name:
Gommunications Goordinator

Please double check the accuracy of the job title as it may

Helpful Hints:

Position Type and Job

Category

Position Type: [ Full Time B
Customer Service

Job Category: Design Graphics

Employment Counselling
Event Coordination

To select multiple items use: CTRL + click for PCs and CIMQ+ click for Macs.

The name of your organization will
automatically appear in the Employer
Name field.

Enter the Job Title for the position you
are advertising.

% If you are an agency that posts Job
ads on behalf of other
organizations, enter your client
organization's name.

% To run an anonymous ad, leave the
"Employer Name" field blank, or
select the "No" radio button beside
the "Display Employer name on
Ad?"

% Be sure to double check the
accuracy of the Job Title, you will
not be able to edit this field once
the ad has been submitted.

From the drop down menu select the
Position Type (full time, contract, RFP,
etc.).

You may select up to four different
categories from the Job Category
menu. To select multiple categories,
hold down the CTRL key while clicking
(Mac users hold down the CMD (Apple)
key).

Need help now? Call 1-800-610-8134 or email careers@charityvillage.com. 3




Job Region and Location

AB - Other
BC - Vanco
BC - Victori
To select multiple regions use: CTREL + click for PCs and QD + click for I
Selecting Flexible will de-select all regions
If the region is outside of Canada, please select "Internatiofjal" and include
View map of
View map of

Region: @

AB - Edmo)

Job Location (City/Town/Neighbourhood):

\ |Downtown g
Save to my basket

Helpful Hints:

IV AL Bl P T ey

View map of BEC
View map of On

Downtown Yano

[[Saue to my haﬁket]]

Select the region where the job will be
located.

If appropriate for your listing, select
multiple Regions. Hold down the CTRL
key while clicking for PCs; for Mac
users hold down the CMD (Apple) key.

In the Job Location field, enter a
specific city, town or neighbourhood
for additional clarification.

< When selecting multiple regions for
your Job ad, all regions will be de-
selected if you select "Flexible."

% If the Job ad you are posting is
outside of Canada, select
"International" as the Region, then
enter the specific country and/or
city in the Job Location field.

Be sure to click the "Save to My
Basket" button to avoid losing data
because of a system time out or power
failure.

Please note: For security reasons, if
your account is inactive for more than
20 minutes, you will have to log-in
again. Remember to save to your
basket regularly!

Need help now? Call 1-800-610-8134 or email careers@charityvillage.com. 4




Job Listing Description

LISTING DESCRIPTION:
Enter your entire job description in the first box below, or use th
Formatting Tips

ntroductory Text: @
This box accepts HTML characters (For a new line pn
Pebbles’ Projects is a daschound rescue shelter.
‘We need a Communications Coordinator to raise our
profile in the community

s the Er

Exa
ur!
all
jus

Acci

Responsibilities:
Formats as bulleted list. For a new bullet point press thi Enter |

‘Work with the Executive Director to identify appropriate
avenues of communications

Coordinate Communications projects such as
publication of dog training books, creation of company
brochures, development of website

Responsible for sending out RFPs to prospective eq. Df
contractors, hire contractors and coordinate their nl
activites |51
e

*Mal

Qualifications:
Formats as bulleted list. For a new bullet point press thi Enter |

Must like dogs, especially daschounds

University degree in a related field
Experience working for non-profits
Some project managemmt experience an asset
N
ooffi
Al

Helpful Hints:

Common Mistakes:

Enter all of the Job description
including the Responsibilities
required for the position and the
Qualifications you'd like applicants to
have.

The Introductory Text box accepts
HTML or plain text. For a new line or
paragraph, press the Enter or Return
key on your keyboard.

The Responsibilities and
Qualifications boxes will automatically
format your list into bullet points. Hit
the Enter key on PCs or the Return key
on Macs at the end of each line to
create a bulleted list.

*DO NOT include your own bullets in
the Responsibilities and Qualifications
boxes. Our system will add them
automatically at the beginning of each
line.

.0

% For fastest posting, paste the entire
body of your job description in the
"Introductory Text" box and skip
the Responsibilities and
Qualifications sections.

< To ensure you attract the best

suited candidates, include as much

information as possible about your
organization, the Responsibilities
of the job and the Qualifications
you require.

4

*,

* Typos are one of the most
common mistakes when posting a
Job ad. Be sure to double-check the
spelling of your organization name,
website address and all other
information you enter in the
posting form.

Need help now? Call 1-800-610-8134 or email careers@charityvillage.com. 5




Additional Information

Add any additional text about your

Additional Tex: organization or the position in the
This box accepts HTML characters (Forfa new line press the Enter or Return key.) =
This is a one year contract position, subjedy for renewal eg. Eg;;i‘ﬁlilozﬂﬁsﬁfgl;ﬁb Addltlonal TEXt bOX'
atthe end of one year. J href="hﬂp:fw:r[’:g\u50.ol

=AY CLISD. O A =

omyeeneoieADd the number of Years of

Fortacien Experience you'd like applicants to

have.
Accepts HTML
Years of Experience: |1-3 .
L compensation Tvpe. (Saan 3 ]g Select a Compensation Type from the
Applicants should quote Jobit ! pull down menu (for example, "Salary").
If you pick a type, you must also enter

an amount or range (eg. $21/hour or
$45,000 - $56,000).

Don't forget to click "Save to my
basket.”

Helpful Hint: 4 we encourage all advertisers to
include Compensation information.
It helps Job Seekers self-select and
can save you time weeding through
inappropriate resumes. Salary
information is the most requested
item that candidates see missing.

Need help now? Call 1-800-610-8134 or email careers@charityvillage.com. 6




Public Contact Information

PUBLIC CONTACT INFORMATION:

To change default contact, please edit your profile

—

Email -
Fax J
Mail

Phone @

To select multiple items use: CTRL + click for PCs and CMINakic s
First Name: Pebbles B

Last Name: Mena B

Jab Title: |

Pebbles’ Projects B

[T Fiintstone Street |
i |
[Vancowver |
[British Columbia |
[veEzE2 |
[Canada |

Enter only number:

rr

Enter only number:

pebblesmena@pel 1

:Save to my basket =

Contact By:

Organization Name:

If anonymous, remove organization name.
Address:

Address 2

Town/City:

Province/State:

Postal/Zip Code:

Country:

Area Code-Telephone Number-Ext:

Fax Area Code-Fax Number:

Email Address:
Include My Web URL:

Helpful Hint:

Common Mistakes:

Select the methods by which applicants
should contact you to apply. To select
more than one option, hold down the
CTRL key while clicking for PCs; for
Mac users hold down the CMD (Apple)
key.

If you have saved default Public
Contact Information in your user
profile, it will be entered automatically
for you. You may change the
information in any field.

When entering your phone and fax
numbers use numbers only and leave
out the dash. For example: enter
2221234, not 222-1234.

Once you have filled in the form, save
the information one more time. Then
click the "Next" button to preview your
Job ad.

% You can enter only one web site
address in the website URL field
and one email address in the e-mail
field. If you would like applicants to
view more than one website or e-
mail, you can include the additional
addresses in the Additional Text

box.

< Double check all of your contact
information; especially email
addresses and fax numbers. We
want to make sure you receive all of
the applications from interested
candidates.

Need help now? Call 1-800-610-8134 or email careers@charityvillage.com.
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Step 3 - Preview

Job Listing Information - Step 3of 5

Pebbles” Projects

Communications Coordinator
X T Duate Ad
Pasition Type: Full Tin Posted: 10

Application

Job Region: B - Vancouver & Lower Mainisnd Desdling: 1

Loestion(s): Downtim Vancone:

Vears Exparionce: 13

Pobitles” Projects i a daschound rricun shelter

Wie need & Communications Coordinalior 1o mise our geodile in The community
Respansibilities:

Wiork with e Exacutive Dnecion 1o identify Sppeopnste sveruss. of comenunictions.
Coordnate Communications projects such as publication of dog training books, creation of company brochures. devel

in for sanding cut RFPS 10 pospective contraclons. hiny contracion: and coondinate thalr s:tiites

eations:
1 Itk dogs, espacially daschounds

¢ rerswal o1 the end of cne year

Preview your Job ad.

This is how the ad will appear when it
is live on the CharityVillage site.

If it looks okay, click the "Next" button
at the bottom of the page.

To make changes click the "Back™
button to return to the posting form.

Compensation Type: Salsry g:’:::l b
Amaisnt: §35,000 15 538,000
Job Contact Infarmation
Pebties Mona
[ Back | Mext
My Basket - Step 4 of 5
nstructions: To edit a listing, click ide your list alo
Complete Listings (that ha NOT bee
your listing ale
Listing Title Price CAD
Communications Coondenator CC-21774 5217.00
This Order Tetal: $217.00
GSTH i F fen
This is not an invoice. If you ane using a paid service, you will receive off by mail shorly
| Place Urderl
Post another Job Ad Post another Volunteer Listi 0s

Review the order in your basket.

To make changes to your Job ad, click
the "Edit" () button.

To add another listing to your order,
click the "Post another Job ad" link.

To submit your order for approval and
posting, click the "Place Order"
button.

Please Note: You must click the "Place
Order" button to complete the posting
process.

Need help now? Call 1-800-610-8134 or email careers@charityvillage.com. 8




Step 5 - Order Confirmation

® e
— Yes

Submit

Here are the details of your order. We
will also send an email confirmation
message to the email address in your
user profile.

You will receive another email message
once your Job ad has been approved
and is live on the site. All ads are
approved within one business day (and
usually much sooner).

Please Note: If you do not receive any
email confirmation messages or do not
see your ad on our site when you have
scheduled it to appear, please call us
immediately at 1-800-610-8134.

You will receive an invoice by mail.

If you had any trouble while posting
your Job ad, call us for help at 1-800-
610-8134. If you would like to share
any additional feedback with us, click
"Yes" at the bottom of the page, click
the "Submit" button, then fill in the
form provided.

Was this tutorial helpful? If you would like to share any suggestions or feedback
about this tutorial, please send us an email to melanie@charityvillage.com

Find more tutorials online at:
http://www.charityvillage.com/cv/tutorial/tour.html

Need help now? Call 1-800-610-8134 or email careers@charityvillage.com.
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