
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

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.

v 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.

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

Step 1 – Post a New Ad

Step 2 – Job Listing
Information

Helpful Hint:

From the My Desk screen, click the
"Post a Job Ad" link.
This screen is also your starting place
for managing your listings, adding
logos and reviewing your profile.

Choose a language for your ad then
click the "Next" button.
To receive the second language
discount for a bilingual ad, you must
select the Bilingual option and use the
bilingual form.

Enter the details of your job ad.
Required fields are marked with a red
dot: 
Enter a purchase order number if you
need one for your own records.
Enter a Start Date for your ad; this is
the date the ad will appear publicly on
the CharityVillage website.
Enter a Deadline date for applications;
this will also be the last date the ad will
be visible on CharityVillage.com.
v If you have any questions while you

are posting your Job ad, click the
question mark icon  beside any
field for help.
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Add a Logo

Job Information

Helpful Hints:

Position Type and Job
Category

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.

The name of your organization will
automatically appear in the Employer
Name field.
Enter the Job Title for the position you
are advertising.
v If you are an agency that posts Job

ads on behalf of other
organizations, enter your client
organization's name.

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

v 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).
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Job Region and Location

Helpful Hints:

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.
v When selecting multiple regions for

your Job ad, all regions will be de-
selected if you select "Flexible."

v 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!
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Job Listing Description

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.
v For fastest posting, paste the entire

body of your job description in the
"Introductory Text" box and skip
the Responsibilities and
Qualifications sections.

v 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.

v 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.
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Additional Information

Helpful Hint:

Add any additional text about your
organization or the position in the
Additional Text box.
Add the number of Years of
Experience you'd like applicants to
have.
Select a Compensation Type from the
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."
v 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.
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Public Contact Information

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.
v 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.

v 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.
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Step 3 - Preview

Step 4 – My Basket

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.

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.
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Step 5 - Order Confirmation 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  


