
If you have any questions or problems along the way, please don't 
hesitate to call, e-mail, or drop in to see us. We'd be happy to help 
you.

Phone: (807)-274-0090

E-mail: dcross@shooniyaa.org

Physical Address: Site 206-53, RR#2
Fort Frances, ON
P9A 3M3

Website URL:

http://www.shooniyaajobconnect.com/



Employer Profile Sign up      

1) Click on ANY one of the three “Employer Signup” options (circled in red) to begin 
signing up for an employer account:



2) Create a username, that will represent your employer account (note: it's probably best 
to use the name of your business/organization) and enter your e-mail address, which will 
be tied to your employer account. Once those fields have been entered, click “Create 
new account”.

Note: you will receive the message below once clicking “Create new account”, 
at which point, you will check your e-mail for an account confirmation e-mail.

3) Located in the body of the e-mail sent to you, click the link (circled in red) to 
continue.



4) After clicking the link in the e-mail, you will be directed back to the Shooniyaa 
Job Connect website, and to the page seen below. Click “Log in” to create a 
password for your account.

5) Enter a password for you account and click “Save” to continue.



6) Now it's time to enter the information for your employer profile (see following 
2 images). Fill in the fields and then click “Save”.





7) Now your Employer profile is complete and can be edited at any time by clicking on 
the “Edit Profile” button, located on your main profile page.



8) If you wish to CANCEL your account, you can do so by clicking on the “Edit 
account” button, located on your main profile page and then clicking “Cancel account” 
at the bottom of the page (see both buttons circled in red below). 



Note: you will receive a confirmation message, where you will need to click 
“Cancel account” again, followed by a message requiring you to finish the 
cancellation process through e-mail.

9) Located in the body of the e-mail sent to you, click the link (circled in red) to 
finish the cancellation process.

10) Once the account has been deleted, you will be re-directed to the site's home 
page and the “No active batch” message will appear. Your account has been 
cancelled.



Posting a Job

*Note: You MUST have an active Employer profile to post a job.

1) Click on the “Post a Job” button, located on the left-hand button menu (circled in 
red).



2) Fill in the fields for the job you are posting.



3) Check off and explain “Essential Skills” section.



4) Complete Job posting fields and click “Save”

Note: Your job posting will be live and you can access it from your main profile page,  
under the “Job Postings” heading. 

5) Simply click on the “Edit” button below the posting to edit a posting. To CLOSE a 
job posting, click the “Complete Exit Interview Questionnaire & Close Job Posting” 
button, located under each job posting at the bottom of your main profile page.



6) Complete exit interview and click “Save” to close job posting.



7) Once you have completed the exit interview, your job posting is closed and will 
appear like this on your main profile page.


