
CDAA Job Board FAQs 
 

What does a job posting look like on this site? What does a resume posting look like on this site? 

 
 

 
  
Once I click “Find a Job” and log in, why can’t I see the option to “Post a job”? 
The way the Job Board works by default is once someone accesses the module first 
time, they choose whether they are a Job Seeker - or - an Employer by clicking either 
"Find a Job" or "Post a Job". A user is not set up as both, but one or the other. So once 
someone is identified as a Job Seeker, they see content and options relating to job 
seekers, and once someone is identified as an Employer they see content and options 
only relating to employers. You are redirected to the correct page in the module once 
you log in. 
 
 
What is a featured job or resume?  
The user has the option to feature their job or resume for an additional fee. Featured 
jobs or resumes are listed first, sorted by date, newest first, and visually stand out from 
non-featured postings. 
 
Featured jobs or resumes are listed first, sorted by date, newest first, and visually stand 
out from non-featured postings. 
 
Here is an example of a featured resume appearing first in the list and visually different 
than the others. 



 
 
 
How do I delete my job posting? 

From the Jobs tab under My Account click the Actions button next to the job to delete 
and then select Delete. 

When a job is deleted it is deleted from the employer's account, 
deleted from any job seekers' accounts where it might be 
saved.  

 

How do I renew my job posting? 

An employer can renew a job before or after its expiration date. 
The expiration date is shown to the right of the job. When the 
job becomes expired, this shows in red. 

Expired jobs can still be viewed if saved to a job seeker's 
account; however, they don't display in search results or in the 
job listing for job seekers. 

After selecting Renew, they are presented with a page where they can select the 
duration & price and choose whether or not to make it featured. 
 
 
How does a job seeker find the jobs? 
After a job seeker logs in the user is presented with the list of available jobs.  

The job seeker can click on a job to view it or use the search bar or the advanced 
search to search for jobs. 

When they find a job they are interested in, they can click the Send Resume button at 
the bottom of the job details. 

When a job seeker views a job, they have the ability to save the job to their Account by 
clicking the Save Job button at the bottom of the job details. Saving the job does not 
send a resume to the employer. 

 

  



How do I delete my resume? 
From the Jobs tab under My Account click the Actions button next to the job to delete 
and select Delete. When a resume is deleted it is deleted from the job seeker's account, 
deleted from any employer accounts where it might be saved. 
 
How do I renew my resume? 

A job seeker can renew a resume before or after its 
expiration date. The expiration date is shown to the right of 
the resume. When the resume becomes expired, the word 
"Expired" is displayed in red. 

Expired resumes can still be viewed if saved to an 
employer's account; however, they don't display in search 
results or in the resume listing for employers. 

After selecting Renew, they are presented with a page 
where they can select the duration & price and choose whether or not to make it 
featured. 
 


