How to
use your
Employer
dashboard

workinquinte.ca



Step II == ¢gjo to workinquinte.ca

Talented? Here's your
opportunity.

workinquinte.ca

Step 2 == logintoyouraccount

Click the top - "
o r Employer Login | Job Seeker Login
Employer Login Here )
Employers Career fairs Resources Events Newsletter
Signu
OR Pi‘tu:’ob
|
Hover over My postod obs '\g or here
Employers and
click Employer
login

workinquinte.cafemployer-login



username & password

Use your email as
your username
and enter your
password then
click Login

This will bring you to your
Employer dashboard

What you candoin
the dashboard:
e Postajob
 Edit your job
postings
e Checkviews +
activity
e View and rate
applicants
e View bookmarked
applicants
e Communicate Bookmark this page

with applicants

workinquinte.ca/job-dashboard




Howtoeditajob

(from your dashboard)

| Your Employer Dashboard is where all your posted jobs live. Need to make an
edit? Check application stats? Post something new? It all happens here—your

L ation statsr
command centre for hiring made easy.

Mark filled

Edit

Mark filled

Duplicate

Step 1 - click on the three dots at the right
of the job posting container and select EDIT

Step 2 - adjust the form
fields as necessary and
click Save changes

workinquinte.cafjob-dashboard



Howtocheck_
job postactivi

“ @ & workinquinte.cafpost-a-job]

| Your Employer Dashboard is where all your posted jobs live. Need to make an
| edit? Check application stats? Post somathing new? It all happens here—your
command centre for hiring made easy.

ooooo

TITLE

Content & Creative Manager
-

Step 1 - click on the blue job title listing

A pop-up window wiill
appear with activity
statistics including
views, interest and
application info

workinquinte.cafjob-dashboard



How to see the
applications

@ 5 workinguinte.cafpost-a-job]

| Your Employer Dashboard is where all your posted jobs live. Need to make an
| edit? Check application stats? Post somathing new? It all happens here—your

command centre for hiring made easy.

APPLICATIONS

9 applications
Snew e

Click on the blue text under APPLICATIONS

Download CSV

This will take you to a
new window with all of
the applicants listed

-----

You can also download
a CSV file of all your
applicants located at
the top right

workinquinte.cafjob-dashboard




How to use the applicant
tracking system

Job seekers Employers
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E Anna Fraiberg
P v
Email, Add notes or Edit status and rating
Click mail icon to Email applicant ¢ Clickthe pencilorthe oo
stars to update Status

» Click the bubble icon to Add note

figh anna Fraiberg

and/or give a star Rating

8 Anna Fraiberg

Add note

o Mew

Intervigvned

Offier extended
Hired

Rejected
save changes

Archived

Click Add note when done.

Click Save changes NOTE: Major bonus
when done.

points when you click

workinquinte.cafjob-dashboard



Howtoaddajob
from the Dashboard

O & workinquinte.calpost-a-job]

| Your Employer Dashboard is where all your posted jobs live. Need to make an
| edit? Check application stats? Post somaething new? It all happens here—your

command centre for hiring made easy.

Content & Creative Manager Apr 14,2008

ACTIONS

Click on the blue button that says Add Job

This will take you
to the Post a job
page and the job
posting form.

See the How to
post a job manual
for instructions.

workinquinte.cafjob-dashboard



How to use the
Resume Database

Hover over Employers and click Resume database

Job seekers Employers Careerfairs Resources Events Newsletter

Posta job

Resume database

Employer dashboard

irch jobs

This will take you to the From here you can Search
Resume database page and Resumes by keyword i.e. skill,
all the resumes that have qualification, job title or by

been uploaded to the system.  Location and Job Category.

workinquinte.cafresumes



How to use bookmarks

Anna Fraiberg

Click on the job seekers name in blue

Anna Fraiberg

Clickon
Bookmark This Resume

workinquinte.ca/resumes



How to use bookmarks
cont'd

AnnaFraiberg The profile will expand

Click Add Bookmark
(you can also View
Resume and Contact
the job seeker via email)

The flag will go solid
and say This Resume
is bookmarked!

You can Update
Bookmark and Remove
Bookmark here also

You can find your
Bookmarks on your
Employer dashboard
underneath your job
postings

workinquinte.cafresumes



Looking for
answers?

info@workinquinte.ca



