
Community Service Learning – How to Post a Job 
Step 1: Navigate to uni.edu/careerservices 

 Once on the website, select Employer from the Job Board drop down menu 

 

Step 2: Select Register to create a new account or sign in using your log in information (skip to step 4 if 
you already have log in information) 
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Step 3: Fill out the required information and any optional information you want to include. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

**UNI Career Services will need to approve your account prior to you posting a job. If you have 
questions on account creation, please contact UNI Career Services at (319) 273-6857** 

 

Step 4: Once logged in, you will be presented the Home Screen with options of what to do next.  Click on 
Create Job Posting to post a job. 
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Step 5: Fill Out the Job Description and other related information for the posting you are posting.  
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*After completing the job post, submit it and the posting will go to the job board and you can start 
receiving applications. 

Use this to attach a job 
application 

Special application instructions 
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