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Self Registration
Go to:  http://htu.edu/students/career-services  (no www) Click on: “Recruiter CMS Login” on the right side of the page.  Fill out and submit recruiter registration information.
Registered
Go to:  http://htu.edu/students/career-services  (no www) Click on: “Recruiter CMS Login” on the right side of the page.  Enter your User ID and Password.  Click on: Login

My Profile

(   To update or complete registration of Employer Information, click on [Edit].  Make changes and click on SAVE to complete the changes.

(   To update or complete registration of Contact Information, click on [Edit].  After making changes, click on SAVE to complete changes.

My Jobs

(   Click on: My Jobs and any jobs currently available with your company will be displayed. 

(   To view the job information, click on the ID No.

To Create a New Job

(  Click on: New Job.  Enter job information.  Fields with an * are required information.  Fill out as much information as possible to make the job posting complete.  In “Application Instructions,” enter the manner in which a potential employee may apply for this position.  Click on SAVE to update this information.

(  Follow the steps listed in To Make Changes to Current Jobs (below) to complete the posting information.

To Make Changes to Current Jobs

(  There are several sections (Position Information, Contact Information and Posting Information) that you may update.

(  To make changes to any sections, click on the [Edit] link and make your changes.  Once completed, click on SAVE for each section.  *Under Posting Information, there are two sections that you need to review.  In “Show Contact Information,” if you select No, your contact information will not be available to potential employees.  In “Allow Student Self Referral,” if you select Yes, students will be able to send their resumes to you directly via e-mail.

To Copy an Old Job as a New Job

· Open old job and then click on “Copy Job” on the left side of the page, then update the new information, new posting date and expiration date.
To Register for a Career Event
· Click on: Career Event.  Follow the steps provided.

NOTE:  Once you add a job or make changes to a current job, this information will be reviewed by a Career Services employee before it is posted. 

To receive students/alumni resume packets based on your hiring criteria or for any questions, please contact Mr. Paul Leverington at cgd@htu.edu  or 512.505.3041

