
QUICK GUIDE: 
Hire Redeemer  
Job Board

Connect with knowledgeable and high-character students and alumni. Post listings 
on our password-protected board for exclusive access.and alumni.

•	 Access: Navigate to the Job Posting page here to sign 
in or create an account.

•	 Activation: Your account is officially activated once you 
post your first job.

•	 Inclusive Hiring Practices: To attract a diverse range 
of qualified candidates, including those with disabilities:

	» Language: Use clear, direct language and Universal 
Design Principles.

	» Accommodations: Proactively state your 
commitment to accessibility.

	» Example Statement: “We welcome applicants 
with disabilities. Please let us know if you need 
accommodations for the interview process or the 
role’s essential duties.”

•	 Job Title: Enter the name of the position you are hiring 
for.

•	 Job Type: Choose the most appropriate category (e.g., 
select Summer for a full-time summer role). Note: 
Redeemer reserves the right to reclassify roles to align 
with official definitions for Internships and Co-ops 

•	 Description: If the role is part-time, clearly specify 
the hours within the job description. To avoid awkward 
formatting issues caused by PDFs, paste your job 
description from a Word doc, Google Doc, or Notepad

•	 Logo: Ensure your company logo is no larger than  
400 x 400 pixels.

1. 	Account Setup & Posting

2. 	Job Description Details
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•	 Manage current and expired postings in your Dashboard

	» Control: Scroll to the correct posting, select the desired 		
action from the menu  (relist, edit, mark filled, renew, 		
duplicate, or delete).

•	 Expiry: Listings automatically expire after four weeks.

•	 Visibility Tip: Let your job expire and relist it from your 
dashboard rather than extending it. Relisting treats the post as 
new, giving it a fresh boost in visibility.

•	 Analytics: Click on the job title to view analytics.

•	 Password Reset: If you lose access, use the Forgot 
Password? link on the login tab.

•	 Contact: Email careers@redeemer.ca or  
call 905-648-2139 x 4224 for assistance.

4. 	Managing Your Listings

Support & Technical Help
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•	 Preview: Click SAVE & REVIEW to see a preview of your 
listing, or SAVE DRAFT to return to it later for editing.

•	 Launch: From the preview page, select PUBLISH. This 
alerts the Career Centre to review and post the listing for 
students to view.

•	 Notifications: You will receive email alerts when the 
job is published, when it is nearing expiry, and every time 
someone applies.

3.	Review & Publication


