
HOW TO POST A POSITIONHOW TO POST A POSITION 
ON 

ACAREERBUILDER.COM

Thi  t ti  ill t k   th h th  t  t  t This presentation will take you through the steps to post 
a position on CareerBuilder.  

The charge for each posting is $218.00/per 30 days.  e c a ge o eac post g s $ 8 00/pe 30 days

Payment is made using the responsible department’s PCard.



STEP 1: ENTER CAREERBUILDER PORTAL
…”@ 

http://www.careerbuilder.com/jobposter/postingportal/ppstart.aspx?PPID=PPunivofiowa&lr=cbe_univoiowa_pp&cbRecursionCnt=1&cbsid=c429c02308f4414c958fefb63d261ebb-237982148-JK-5

ADD TO INTERNET FAVORITES
AND CLICK ON “POST YOUR JOB NOW”



STEP 2: REGISTER AS A NEW USER



STEP 3: INPUT CONTACT INFORMATION AND CLICK ONSTEP 3: INPUT CONTACT INFORMATION AND CLICK ON 
“REGISTER NOW”



STEP 4: SELECT “USE DEFAULT TEMPLATE”



STEP 5: COMPLETE INFORMATION FOR POSTING



STEP 6: PURCHASE USING DEPARTMENT PCARD



STEP 7: CONFIRM YOUR ORDER


