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Career Center

CSAWWA is thrilled to offer our members a dynamic Career Center for members to post job openings!
These instructions guide you through the steps to set up your posting, which must be approved by our

staff prior to going “live”.

How to Post a Job Opening

You must be a CSAWWA member to submit a job opening and you must be logged in to your
account. If this is your first-time logging into the system, please go to the Member Login Instructions —

First Time document.

Access from Member Portal

Go to the Member Portal and login. You must be logged in to submit an opening.
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Signing in from the Member Portal will land you on your Profile pages. To get back to the Member
Portal, select the CSAWWA Logo in the upper left corner.
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Once back in the Member
Portal, go to the Career
Center dropdown and
select Submit an
Opening.
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Fill out the form fields.

a. You will be able to select the length of time that your opening will remain active (30 days,
60 days, 90 days or Until Filled).
i.  If choosing Until Filled, please note that CSAWWA will remove the posting after 120
days.
ii.  To deactivate a posting, go to Profile > Accounts + Settings > Content & Features and
select the green checkmark next to the posting you wish to deactivate.

B Profile = Job Postings = Pages Eal Photos ® Feedback % Metworks = Resumé/CV

Q Search Openings Q Resumé/CV Search + Submit an Opening + Subscribe MRss
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SF T Test - Engineer 0 2 Yes B/15/2024 8/14/2024
EE Content & Features >
- S0 Test - Mon-Profit 1 4 Yes 6/5/2024

™ Professional Development LY i Test - Operator 0 1 Yes 6/5/2024 7/5/2024

If you choose to Link to your Test - Engmeer

profile, it means that, within the

job posting, your name will be a Organization: CSAWWA

hyperlink to your profile page. Date Posted: 611512024
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A job seeker may wish to view more
Brofile = JobPostings 5 Pages o information about you and your
R company, so it may be a good idea to
have company information in the job
opening description or on your profile
page (see the Account + Settings

Information & Settings

You are allowed 10 pages, 1 of

Payments & History document — Content & Features Tab >
Pages Subtab — to learn how to set up
Content & Features , + Add New Page a page with company information).
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IMPORTANT! When posting your job opening, you have the option to accept applications through our
system, and/or you can include instructions on how to apply in the field shown below. |t is strongly
recommended that you have them ONLY apply directly to you, as the online system does not allow

non-members to apply. Additionally, current members who do not have a resume in their profile will
only be able to submit a cover letter through the system.

Allow online ' ¥es ill tell them "How to Apply"” below
applications?

How to Apply / Contact

Please submit any additional information you will need from a candidate.
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q Please visit our website Career Portal to apply.

If you opt to allow online applications, you will receive an email from the system with a link to the
resume being submitted.

Once your job posting has been submitted, it will be reviewed by CSAWWA for approval. You will only
receive notice if there are questions/issues with your submission.

Welcome, Angela Mogensen ~ A Q  searct

If you need to make any edits to your job - R _

posting, go to your Profile pages and select
Account + Settings in the Welcome Dropdown.

Invoices

Sign Out
B Profile == Joh Postings 5 Pages sl Photos #® Feedback | % Networks 2 Resumé/CV
= Then select
Q, Search Openings Q Resumé/CY Search =+ submit an Opening + Subscribe RRSS
&f Information & Settings Content &
_ options Pasition (S wpee g G e Features. In the
{8 Payments & History ik Sppi anry ot )
OFT Test - Engineer 1] 2 Yes 6/15/2024 8/14,/2024 IISt Of JOb
EE Content & Features > 1
[ ¥ 4T} Test - Non-Profit 1 4 Yes 6/5/2024 POStlngSa seleCt
™ Professional Development [P d} Test - Operator 0 1 Yes 6/5/2024 7/5/2024 the blue penCII
I icon to edit.

__ ‘s

Career Center 3




Chesapeake

— —— awwA N\

Any changes to a job posting will be reviewed by CSAWWA prior to approval.

Submitting a Job Opening from Your Profile Pages

Go to the Welcome, Your Name dropdown ﬁ Welcome, Angela Mogensen ~ A  Q sear
in the upper right corner and select Account
Invoices
Sign Out
Select the
B Profile &= Job Postings = Pages Eal Photos ® Feedback % Metworks 3 Resumé/CV Content &
Q. Search Openings Q Resumé/CV Searcl @ + Subscribe R RSS
€ Information & Settings pening h - 7 Features
_ - _ _ _ tab and
[8] Payments & History Options Position Applicants Views Approved Posted Expires then
QS0 Test - Engineer 0 2 Yes 6/15/2024 8/14/2024 -
S0 Test - Mon-Profit 1 4 Yes 6/5/2024 an
T Professional Development LY Test - Operator 0 i Yes 6/5/2024 7/5/2024 Opening.

Then follow the same steps from above, starting with filling out the fields.
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How to View/Apply for an Open Position

Within the Career
Center, you will be
able to Search for
Openings and apply
for open positions.
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If you want to see all the positions
available, simply click the Search
button (do not fill out any fields).

Locking for a new challenge or position? Fill out the fields below to search current

openings.

Keywords

City

Doesn't Matter ~

Country

Location

Organization
Category Any Category

Leave blank to search all Administration

categories. Selecting Construction
multiple categories (hold Customer Service
CTRL while clicking) will Education

return records in any of _E”Q‘HEE”"Q

the categories selected

Type of Position Doesn't Matter ~
Education

R Doesn't Matter
Requirement
Experience

R Doesn't Matter ~
Requirement

(search for ALL of these
words)

-
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Test - Engineer
Organization: CSAWWA
Date Posted: 6/15/2024
Posted By: Angels Mogensen Select a position to view the description and how to apply.
Date Needed: 8/12/2024
City: Baltimore
Losation: Maryland Job posters have the option to have you submit your
coumor: e sites resume/CV via the online system and/or via directions noted in
Primary Category: Administration . .
» e S the How to Apply section. Only CSAWWA Members with an
alary: . .00 yearly . .
rype of Posiion:  FullTime active account can apply online.
Requement: Bachalors
Roauirament 12 vears If online applications are allowed, the Apply Now button will
Dascription & Details only appear once logged in.
This is a full time position hiring for August.
- How to Apply / Contact
Apply via online application or send resume to admin@csawwa.org

It is strongly suggested that Members add a Resume/CV to their profiles if you are required
to apply via the system. If you do not, you will only be able to submit a cover letter.

To add a resume to your profile, go to your Profile page, select the Account + Settings
dropdown > Content & Features > Resume/CV. For more information view the Account +
Settings Information document in the online Help Section.

You must be a CSAWWA member and be logged in to be able to apply via the system. Your
resume/CV will automatically be forwarded to the poster upon applying.

NOTE: When you login from the Career Center page, the system takes you to your Profile pages. To
access the Career Center, click on the CSAWWA logo in the upper left corner to get back to the
Member Portal.
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Resume Search

CSAWWA Members can search all the available, posted resumes that have been created/uploaded
by members. Please note that members have the option to hide their resume from searches.
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