
Employer’s Guide 
CSP Employment 

Registration 
1. To begin using the CSP Employment website you must first register an account. 

This can be done by clicking on “Register” in the top right corner of any web page.  When filling out the 
form be sure to choose “Employer”. 

 

 

2. After completing the form you must activate your account by clicking the link sent to the registered 
email address. 

 

3. After activating your account you may login and view your account dashboard. 

 
 



The Dashboard is broken up into the following three sections: 
 

• My Account: Shows a brief overview of all information you have entered including your job 
postings and applications that have been submitted to you. 

• Edit Profile: Allows you to edit your personal information. 
• Create Job: This is where you can add new job postings to the website. 

Creating a Job 
Start by clicking “Create Job” in the left-hand navigation pane.  

You will then be greeted by a form where you may enter information about your position. 

 

Fields labeled with a * are required while the others are optional. 

When selecting the benefits you provide to your employees you may provide additional information in 
the textboxes below each checked checkbox. 

Once a job has been created it will appear in your dashboard and be publically available for applicants to 
view. 



 

You may view the job posting directly by clicking “View” or see it amongst other job postings by clicking 
“view Jobs”.  

Receiving Applications 
Once an applicant submits an application you will receive an email with all of their information including 
an attached Resume and Cover Letter.  You may also keep track of applicants in your dashboard. 
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