
CAREER CONNECT: Guide to Posting to the CPA 

SK Job Board 

Log Into Your Account 

- If you have previously created an account to post a position on the CPA SK 

job board, you can log into the Member Portal using your existing username (the 

email address associated with your account). The first time you log into the new 

Career Connect, you will need to click the 'Forgot Password' button, and 

follow the instructions to reset your password and log in.  

- If you haven’t previously posted a position on the CPA SK job board and you 

are not a CPA Saskatchewan member, click the ‘Create a new account’ link on 

the Member Portal Sign In page. 

 

 
 

- From here, you will enter your details to sign up for a new account. 

- Once your account is created, you will be able enter your username (email 

associated with your account) and password to log in and post a position on 

Career Connect. 

- If your company is GST exempt, please create your account and contact 

info@cpask.ca with a copy of your GST exemption letter so that we can add your 

exemption prior to posting a job. 

https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fu18699718.ct.sendgrid.net%2Fls%2Fclick%3Fupn%3Du001.ZcycTGVXVfGbEJxMbSuHJRRlhTCYDhYMzcK1k5REF3ONJCvWzuGL3v9RrNV-2Bn0u9SGgD_f-2FWL4kK4jlfEgtlmr-2BTAx22nOpA7b-2BnUBEGO6N7mxEMJLXzFWquo9WhVdtZl6VpQz7IPp0qSp6RoplNL5pnHHhMUBTW337O-2F3XpBHIPjlnLMI-2BlBKQvSUfHI9y6z5D33hvu3DEGGr-2B02YjpslOmpFhajW-2Buq7dTBST8TwOv2xnrp8rKbNrhmM3vGo-2BXatRRk8-2BCqVkRexSKKM0pwXEkw0BSidkbDcrK-2B2uZ1T8GbZUFWePr-2B3u3mIoHn6ZdfzWNbhWIpEQQZagKEusHVe7SjR6wf7b05OATWBB-2FoEmw-2FGEs-3D&data=05%7C02%7Cphoffart%40cpask.ca%7Cc90c571dd8b449fd046d08de8f4b61e8%7Ca94804c381df484182b4c95e9ae7f544%7C0%7C0%7C639105751175517981%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=3yc%2Bs1HQ76hDhLAraJxLRyod5xvJk0gGDTXcRciJH0w%3D&reserved=0
mailto:info@cpask.ca


Posting a Job 

- After logging in, click the ‘Post a job on Career Connect’ icon: 

 
- On the next screen, click ‘Add New Company’ to add your company’s details for 

job seekers to view and click ‘Submit’. If your company is already listed under 

“My Companies”, click ‘View Company’, to verify that all company details are 

correct and make any updates if required. 

 

 



- Once the company information is entered/verified, click the ‘Post a New Job’ 

button. 

 
 

- You will be taken to the next screen where you will enter the details to post your 

position for up to 30 days. Click ‘Save’ when done. 

o If you post your position for less than 30 days, you can log in at a later 

date and click ‘Edit’ beside the job posting and change the end date to any 

day within 30 days of the posting date. 

o Note that copying and pasting Word formatting may create issues 

with bulleted/numbered lists so you may need to enter these manually. 

- You will be taken to your cart where you can pay via Visa or Mastercard (AMEX 

is not accepted) to post your position. 

- To view your position, click the ‘Job Board’ link in the top menu. You can return to 

your Employer Dashboard at any time by clicking ‘Employer Dashboard’ in the 

submenu. 

 
 

 

  



Editing/Extending a Job Posting 

 
- Once your position has been posted, you can log into the Member Portal at any 

time to make edits. To edit your posting, click ‘Edit Job’ next to the position you 

wish to edit under ‘Posted Jobs’. 

- To extend your posting beyond the initial 30 days, click ‘Extend Job’ next to 

the position you wish to extend, enter the start and end date of the extension, 

and make any required changes to the posting. Click ‘Save’ at the bottom of the 

screen and you will be taken to your cart to pay for the extension. Enter your 

payment details and click “Submit”.  

 
- Note that if you didn’t post your position for the full 30 days initially, you 

should use the ‘Edit’ button and change the end date to 30 days from your 

posting date before extending the job. 

 

Viewing Invoices 

- Invoices for jobs posted on Career Connect can be found at the bottom of the 

Employer Dashboard, the same page you posted your position from. To find 

invoices, log into the Member Portal and click ‘Employer Dashboard’ from the 

submenu under ‘Job Board’. 

 

 

 


