Simple Guide for Employer Registration & Job Posting on HKMU Job Board
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Browser Requirement: Google Chrome version 68.03440.84/ Firefox version 61.0.1 or above with incognito model window
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1. Employer registration {g ¥5&C

https://hkmu.engage2serve.com/#/employerRegister/87

Step 1 S EE—.

Click the direct link to fill in the online registration form. Please be reminded to fill in all mandatory fields. Moreover, you are required to submit a valid
Business Registration (BR) copy for approval. The validation of an employer account will normally tally with the expiry date of your submitted BR copy.
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Em ployer Qegist’at'c n Search by Name / No.

Organization details

‘Year of establishment

Name* @

Please use general recruitment email because it would be shown to students.

Website €@

RARIEHMUERBEFEEN - FEA—RIBEE -

Email * @

Phone* 6

EIN ©

Industry type *



https://hkmu.engage2serve.com/#/employerRegister/87

Email *

careerservices@abc.com

Industry type *

Select or search Industry type

)

Description * @

Phone * @

El- 51234567

EIN O

201111111
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Tell us about your company here

If you do not have your own company description,

please just type your company name in the box
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Upload organization logo

Maz. file size 5 MB.
Allowed file types: jpg, .jpeg, .png, .gif

Logo and video are optional
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Upload and preview video

Maz. file size 2 MB.
Allowed file types: .mp4

Check to upload a video from youtube

Address line 1%

Address 1

Contact person details @

Address line 2

Address 2

Upload business registration *

Max. file size: 5 ME.,
Allowed file types: .pdf, .doc, .docx, jpg. jpeg

Please upload your company BR here

ERIE P ATERE R

Mame *

John Doe

Email *

johndoe@abc.com

Mobile number *

- 51234567

Alumni details (if any)

Designation *
HR Manager
Confirm email *

johndoe@abc.com

Set as primary contact

»

Add Contact

You can add multiple contacts here but please set one person as primary contact.

Please let us know if any of our alumni is employed by your company at this time

Alumni details (if any)

= QRO UERZEMEAECREEEP —RBAEEREA -

Please let us know if any of our alumni is employed by your company at this time

| agree to Terms and Conditions

* Mandatory Field(s)

Please remember to read "Terms and

Conditions"” and agree to them
iHiZ0s8 A Terms and Conditions":l. 2 -

HREPERE

Press "Register now" after
completed the form
FTERARTEERIE T "Register

now

Cancel



Step 2 S ER —.

After submitted the registration form, a notification will be received through employer’s email account. Then, you have to wait for the approval of the

employer account by SAO staff.
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1 HONG KONG
‘ METROPOLITAN
UNIVERSITY

Dear ${LAST_NAME},

We are pleased to let you know that you have registered as an employer partner with
HUNIVERSITY _MNAME}. Your account has been sent for an approval to the Student Affairs
Office.

Regards,

Student Affairs Office (Student Career Services)
Hong Kong Metropolitan University (formerly The Open University of Hong Kong)
Tel: 2768 6644



Step 3 SPEX—:
Once our staff has approved your registration request, you will receive a successful message through email. Then, you will be required to verify your email by
clicking the provided link to set-up your own password.
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1 HONG KONG
‘ METROPOLITAN
UNIVERSITY

engage’serve

Dear ${COMPANY_NAME} .

Congratulations!! Your account on HKMU Job Board (formerly QU-SEA) has been verified Create your password
and approved by the Student Affairs Office. We are delighted to welcome you on board as

our employer partner in making every students employment aspirations come true. OUHKSAOtesting7@gmail.com

As our employer partner by which you can post job vacancies directly to the students with
an approval from the University. To continue into the Employer portal, click the below link

Password
to set up your password

Confirm password

; ; ; Passwords must contain at least eight
Please click here to verify your email. charocters. igh

Create
If you have any further queries please send an email to career@hkmu.edu.hk or feel free _

to contact us at (+852) 2768 6644,



Step 4 A EXIU:
After set-up the password, you can login your account by clicking the link “Employer portal” provided in the notification email and post job thereafter.

SOEHEER o e X DA% N EREEAEHYESE “Employer portal” & AR L B iz 2= -

1 HONG KONG
‘ METROPOLITAN
UNIVERSITY

Dear ${COMPANY_NAME} .

Congratulations!l Your account on HKMU Job Board (formerly OU-SEA) has been verified
and approved by the Student Affairs Office. We are delighted to welcome you on board as
our employer partner in making every students employment aspirations come true.

As our employer partner by which you can post job vacancies directly to the students with
an approval from the University. To continue into thg Employer portal, glick the below link
to set up your password

Please click here to verify your email.

If you have any further queries please send an email to career@hkmu.edu.hk or feel free
to contact us at (+852) 2768 6644,



Employer job wall

Meanwhile, you can view the profile and change account password on the platform.
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Testing 7 Tes.

Employer
& Profile
& Contactels -
Change Password

rds found.
(% Logour



2. Job Posting B BR{ir 22

Step 1 HEE—:
Login Link: https://hkmu.engage2serve.com/#/login

Please login your employer account and select “Post job”.

i A e EMR P 281 B L “Post job” -

HONG KONG
Ll METROPOLITAN
UNIVERSITY

Dear S{COMPANY_NAME} ,

Congratulations!! Your account on HKMU Job Board (formerly OU-SEA) has been verified
and approved by the Student Affairs Office. We are delighted to welcome you on board as
our employer partner in making every students employment aspirations come true.

Emplayer b wall

As our employer partner by which you can post job vacancies directly to the students with
an approval from the University. To continue into th Employer portal, lick the below link
to set up your password

By paoan|s
Please click here to \.-'el'if:\.-' your ema l.

D 7 =2

If you have any further queries please send an email to career@hkmu.edu_hk or feel free
to contact us at (+852) 2768 6644,

naquiny Type

Fresher

Farer srre


https://hkmu.engage2serve.com/#/login

Step 2 HEE

Please fill in the online job form. Different field descriptions are listed as below:

SR ERR AL =R > AEERBIEE MEOT

Job summary

ob summar; Clone
J y
Jobtype * @ Job title™ €
Job category * @ Job location * €@
Select or search location
Number of positions * @ Application deadline * @
=]
Short description * @ Application method = @

® Jobtype T{FiEEZ
Please select the job mode for the position =& BLiERR 7 Z=HAY T A/EE

® Jobtitle Fk{iz4FH
You may input the job title in both Eng. and Chi (limit to 100 characters) #4ffH n] H I8 (524 100 )

AN

® Jobcategory T{EME
Please select the job nature for the position 35 BhiEERE 7 22 Gy T/EME

® Job location T {FHEL
Please select Hong Kong, or other countries :5ELEER &SV E TN



® Number of positions ZZ{E] H
Please input the number (maximum number 999) EIEETE#IF (Fx25 999)

® Application deadline # il %
Please indicate the application deadline &5 %I|FHZZ #1155 HHA

® Short description f&/}
You can give a short description about the job post in here. Or, you may copy the job title here R °] LAERLHE (22 BRI FH REAT A7 ME 2 78 H I 24758

® Application method Ef:E 74
Please input your suggested application method here. Your enter text is up to 500 characters but please ensure you have input a correct communication

methods to applicants because they may submit their personal records to a wrong person if you input some incorrect information here.
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Job profile

Job profile

Job description = €
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® Job description TAENZ
Please input the job description and duties here. Word limitation is up to 2,000 characters. In the meantime, the text editor function is opened to use here so

you can make some text effect or insert the website link and picture in the box (not bigger than 500KB).

SAHEE TIENENIE - 52 HHE 2,000 5 o [FHF > (g 3 0 S HESCFRER S S P II A GRS RIE fH (27> S00KB)

Candidate type
Candidate type
Candidate type * @ Experience type * @
Entry leve Experienced

Min years of experience * Max years of experience * Graduating year @

Field * & Program @

Education Level @

® Candidate type ¥f&2
You can only choose “Student” E5EL#EE“Student”

® Experience type THEHEEER
If “Entry level” is selected, you will not be required to indicate the preferred work experience. If “Experienced” is selected, you have to indicate your preferred

work experience for an applicant.

WIBLEE Entry level” » flg E0A T B AE— D52 T/FAERE0R - AIRLEE “Experienced” » HIFEZHEIHIEE A TIFEEREOK -

® Graduating year ()
Please leave it blank 5825 R

® Field EZR|HElE
Please select your preferred study field of students. It is only a preference system for the listing sequence for the selected field’s students so students in other

study field are still able to read the job position although you may select “Arts and Social Sciences”.
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® Program Z£f}
Please leave it blank Z5E¥HZZ IR

® Education Level HEEE
Please select your preferred education level of an applicant 5B 5 A FREAEIZE

Skill sets required

Skill sets required
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Enter uptoe 2000 characters

® Skill sets F7EE

It is a mandatory field. Please select the key skills that you are currently looking in an applicant. If the applicant can match the skill sets, his/ her job wall will
show the position with preference. If you don’t have any preferred skill sets or would like to put your requirements in “Other requirements” field, please just
select “None”.

BIEVVEIEST > A BB ZE BT FE DV RESERL BE > WIFR S A\ A MHREFRRE - ISR Z2 B i FR a5 AV ZE B B BR o 205 R -0
S BE Sk H AR “Other requirements” — IR E FTA K - S5 LR BE5E“None” o

® Otherrequirements HE K

Please input your job requirements here. Word limitation is up to 2,000 characters. In the meantime, the text editor function is opened to use here so you can



make some text effect or insert the website link and picture in the box (no bigger than 500KB).
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Salary

Salary

Salary type * @

-

Fixed Range MNegotiable

Do you wish to add commissions/bonus/OTE?

® Salary type i

Fixed [&E7E: A fixed salary amount [&] 7€ #7

Range #ilE: A salary range #lfljEnlE

Negotiable F]{7p5: “Negotiable” will be shown on the job wall. However, the employers are still required to input the salary for our internal reference so as
to ensure the post is in line with the Statutory Minimum Wage in Hong Kong. The input salary will not be disclosed to students.

WIBEEELEIH - BB & 7 “Negotiable” - 281 » By T HECRIRAL BRI & E A E SR TE RG] - 8 E7ATRZE R H & B LA R N
WA ARRBTINE RN F A EER -



< Apply Jobs
5 HongKong S.AR.

B Posted on 15 Jan, 2019

Job Description
Testing

Industry Type
Accounting / Audit / Taxation

Company Name
Testing Account 8

Salary scale range
Negotiable

Application Method
Testing

Other Requirement
Testing

Skill Sets
Typing Skills

Employee Email Id
OUHKSAOtesting8@gmail.com

® Do you wish to add commission/ bonus/ OTE? {REE7 NN FAHE/{E4T/ HIZEIZA ?
You are able to add commission/ bonus/ On Target Earnings here. {& ¥ 0] LI A B RS /{C4L/ HIZEW AAYER} -

Contact details

Contact details

MName Designation
LEUNG Tung Ching HR Officer

Emai Phone number
OUHKSACtesting8@gmail.com +852 2768 6616

External Link & Attachments

Contact details are pre-set as the primary contact point of the employer but the information will not be disclosed to students.

ftes A TR Fy B BRI 1 s AMEMEA GRS -



External Link & Attachments

External 'Apply for Job' Link & Supplementary Information

reanvices.com & Upload Document

AMaw fla siva: 5 WD

fyi]
m

You can input your job link/ company link here and attach a job promotion document which is not bigger than 5MB. {& = 7] il ABR{r 256/ T4y b 45 5
Fisk SMB 25 & DL T HY BE TS (i 22 i B (S -



Step 3 HEE=:

Press “Preview and post” for approval. If all required details have been provided, the job will normally be displayed on student job wall within 7 - 10 working

days.
2 [~ “Preview and post” DLBEHIERX - AIFTREERIRE L - AR 22— &t 7 £ 10 [ELERAREA P THIE -

External Link & Attachments

External 'Apply for Job' Link €@ Supplementary Information

vices.com . Upload Document

Max. file size: 5 MB.
Allowed file types: .pdf, .doc, .docx, .jpg, jpeg

Save as draft Preview and post Back

¥ Mandatery field(s)

A job approval message will be sent to the employer email account and the job will display on student’s job wall.

(& LRI Z=BRAARERES IR ERRNSEE TS -

HONG KONG
L METROPOLITAN
UNIVERSITY

Dear ${COMPANY_NAME],

Please be informed that your job title ${JOB_TITLE} has been approved by the office and
iz currently live for students to apply on HKMU Job Board (formerly QU-SEA).

For login:

https://hkmu.engage2serve.com/#/login

If you have any further queries please send an email to career@hkmu.edu.hk or feel free
to contact us at (+852) 2768 6644



3. Extending the employer account expiry date EE{E FIRITH
A

Once an employer account has expired, the employers will not be able to post job anymore. A reminder will also be sent to employer to remind the employer

to submit a renewed BR onto the platform for approval before 7 days of the expiry date.

B LR — K50 (BERAERF& EHIERAZES TP RERRE FHRIRF AT 7 A 208 EEE) > 72 e IR RHIR SRS ECEREIA -

Step 1 HEE—:
Login the employer account > Select “Profile” at top right hand corner - “Edit Profile” > Upload the BR document - Press “Update profile” button; Then,

the file will be submitted onto the platform for SAO staff’s approval
SAEEMRS > RS EA“Profile” > EEEE “Edit Profile” > FE{RTSESRLEEREIA > BEEE “Update profile” « HRESU{IRHE X 22 L FH R E
DA -

Testing 7 Tes,
Employer

& Profile

& (Contactels «

rds found.



Testing 7

Testing 7

Overview Attachment details Alumni details

Organization details

Website Industry type Year of establishment
Banking / Financial Services 1967

EIN Email Landline
OUHKSAOtesting7 @grail.com +852 2768 6616

Address details

Address line 1 Address line 2 City

Testing 7

Testing 7
Testing 7
Overview Alumni details

Attachment details

Upload crganisation logo Upload video Upload document

Upload erganization logo Upload and preview video|

Mazx. file size 5 MEB. Mazx. file size 2 MB. Max. file size: 5 MB.
Allowed file types: .jpg, .jpeg, .png, .gif Allowed file types: .mp4 Allowed file types: .pdf, .doc, .docx, jpg, .jpeg



Step 2 S EE—
Once the renewed BR copy has been approved, a confirmation email will be sent to employer email account. The employer is not required to verify the

account again but can only click the “Employer portal” link available in the confirmation email to login to the account with the current password to post job.
HRAFSE SRl RIA—HE » (B ERAUEIERTEE - (B TR EIGUESIRS - HFRZHE T “Employer portal” By H&5 G DU A HY R R R AT & AR =T
B 22 B -

HONG KONG
‘1 METROPOLITAN
UNIVERSITY

Dear ${COMPANY_MNAME} ,

Congratulations!! Your account on HKMU Job Board (formerly OU-SEA) has been verified
and approved by the Student Affairs Office. We are delighted to welcome you on board as
our employer partner in making every students employment aspirations come true.

As our employer partner by which you can post job vacancies directly to the students with
an approval from the University. To continue into the Employer portal, click the below link
to set up your password

Please click here to verify your email_

If you have any further queries please send an email to career@hkmu.edu.hk or feel free
to contact us at (+852) 2768 6644.

External Link & Attachments

External 'Apply for Job' Link €@ Supplementary Information

w.careerservices.com L. Upload Document

Max. file size: 5 MB.
Allowed file types: .pdf, .doc, .doox, .jpg, jpeg

Preview and post Back

* Mandatory field(s)



4. Edit/ withdraw job post &/ BUNTIR R 225

Edit job post &I G R 226k
1. Select “Employer Wall” = Find the job = Select “Edit job” ELiEE“Employer Wall” > =AHRERk 7 256 > BLEE“Edit job”
2. You are able to edit some job details and then submit for approval once again {3 1] DU& e i th— LBk 7 22 B bl FIOR AT 228 4 S R it

Employer Wall

e’s

Employer job wall

Job type Contract

il Employer Wall Full Time Internship

Employer Wall Part Time Temporan

Location Edit job




Withdraw job post B{JH B BRAr 22k

1. Select “Employer Wall” = Find the job = Select “Withdraw vacancy” icon B53E“Employer Wall” > JH=AHER Rk 7 255 > BhiE“Withdraw vacancy” [&]
e

2. You are able to withdraw the job from the job wall {& 3 0] DL AH B8 Bk (7 22 G

Employer Wall

Employer job wall
© Postjob

Job type Contract
il Employer Wall Full Time Internship

Employer Wall Part Time | Temporan

Location

Edit job
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HESIRALZ=ZHIER

You are able to search a published job template for use from the database. {& ¥ o] DI = H 5 O FIB A7 Z& GBS -

5. Clone a job template

Post EJCD Search by Mame / No. % |v| Qsearchfor user (2] (]
Q 3
Approved Emplayer / Student Affairs Office (OUHK) Post a job
Job summary Clone .
| Q
Bctive

Jobtype* © Jobditle* & Quantitative Analyst (Ref No.: GCHR/2019/01/QA/OU) (Galaxy Capital S 4)
Select or sear Job title Customer Service Officer (Ref No.: GCHR/2019/01/C5/0V) (Galaxy Capital $7&E4)

IT Spedialist (Ref No.: GCHR/2019/01/1T/0U) (Galaxy Capital $RiAE+)

Job location * @ Pragrammer (Ref Ne.: GCHR/2019/01/P/OU) (Galaxy Capital §RAE )

Audit Assistant (Ref. No.: Recruit-DUHK Jan 2012) (T K Lo & Co E TS &%)

Select or search location
Swudent Marking Assistants (Hong Kong Examinations and Assessment Authority)

Accounting Assistant [Pica International (HK) Led S5, & & BRRL R M

Number of positions * @ Application deadline * @

You can search for a template by keyword search in the Clone bar of “post job page”. However, please note that you can only search for the job template
which you have published/ drafted/ inactivated before. You are not able to use the template which is published by other employer.

{f& £ 1] LA “post job” H[HIHY “Clone” {8 = A ARH S F 1= - 28I » B £ R — e 5 5 T8/ St/ BUS IR 22 B FR i - A RE(E R
g 3= FI S A B A7 22 df o



6. Contactus BEZEFRAH

Student Affairs Office (Student Career Services) of HKMU

TR GREELEHE (BAENERS)
Tel EEEh: 2768 6644
Email Z#[: career@hkmu.edu.hk

Prepared by Student Affairs Office (Student Career Services) of HKMU
Date: 1 September 2021


mailto:career@hkmu.edu.hk

