
 

CBABC Job Board showcases the most legal opportunities in BC. We are pleased to 

announce several changes to modernize our service, which will make posting jobs and 

paying invoices for you a smoother, quicker process.  
 

 

PRICING & PACKAGES: More bundled options now available 
In addition to our “2+2” package (two weeks on Job Board, two insertions in News+Jobs e-

newsletter), we recently introduced a new package that is quickly becoming our most popular. The 

“4+2” offers four weeks on Job Board, with two News+Jobs. This allows you a longer run on our Job 

Board to find that right candidate, while choosing the best dates in that time frame for your 

News+Jobs insertions. Check out the 2021 Job Board Rate Card for details.  
 

 

SUBMISSION PROCESS: No more email back-and-forth 
Our new Job Board submission form offers a guided process that helps you pick the right package and 

dates for your needs. Once submitted, your job posting and details are reviewed by our team within 

one business day. We will share a job posting preview for approval and invoice for payment.  
 

Please note: We will no longer be accepting job postings by email starting April 15, 2021.  
 

 

EMPLOYER PROFILE: Pre-Filled Form, Automatic Discounts, Posting History  
To access the new submission form, you will need to login – either to a CBABC member account, or a 

free online non-member account. The advantage is that we can store your profile so many of the 

fields (name, organization, contact details) will be pre-filled on the form, saving you time with future 

postings. Plus, if your organization is eligible for a discount, it will be automatically applied to all jobs, 

based on your login credentials. And finally, you’ll be able to see your job posting history, which jobs 

are about to expire, and which ones still require payment.  
 

 

PAYMENT: Upfront & Online 
We now offer several secure payment options: 

- Using your PayPal Account 

- Paying by credit or debit card (powered by PayPal, but account not required) 

- Electronic Funds Transfer through your financial institution 

- Calling us with credit card details over the phone (604-646-7863) 

 

Please note: Starting April 30, payment will be required prior to publishing all job postings. We no 

longer accept cheques by mail.   

 

We are confident the modernization of Job Board submissions and payments will ensure the best and 

fastest service to all our Job Board customers. Thank you for your continued confidence in CBABC.  

 

   What’s New on CBABC Job Board?  
 Jump to “How To” Guide  

https://www.cbabc.org/CBAMediaLibrary/cba_bc/pdf/Advertising/JobBoard_RateSheet.pdf


LOGIN INSTRUCTIONS 

To post a job, please go to our Job Board and then click on Post a Job in the left column.  If you are 

not already logged in, you will see the screen below. 

 

OPTION 1:  

If you have an account with CBABC, login using your email and password. This will also work if you 

were a member previously, or created a non-member profile with us in the past. If it has been awhile 

since you last signed in, you may need to use the Set Up My New Credentials button.    

 

OPTION 2: 

If you don’t already have an account with us, create a new profile to access everything related to 

your advertised jobs. 

 

If your email does not show up in our system, you’ll need to create Non-member profile.  

 



Create your account and Submit.  

NOTE! Your email will also serve as your username and should be unique to you. Do not use a general 

mailbox like info@company.com because it is probably already associated with your company record. 

 

Now that you have set up your account, go back to the Job Board and login using your email and 

password.  

 
 

 

 

HOW TO POST A JOB 

Once you’re logged in, go to the Post A Job Form. 

Step 1: Choose Your Package 

To post your job, you’ll need to choose one of the packages or select Customize and choose your 

preference. The yellow box at the right-top corner will appear with your selection and cost. In 

Additional Information, check off all that apply.  

If you are a recruiter or non-profit organization, please contact ads@cbabc.org so that we may add 

your discounted rate to your profile.  
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Step 2-5: Follow The Instructions per Step 

Follow the step-by-step process by clicking on the heading to expand/collapse the panes. Don’t forget 

to read and agree to the Terms & Conditions.  

 



If you have any concerns on the total due, please add your inquiries in the Additional notes/requests 

and submit your job. A CBABC Staff member will be in touch about your inquiry.  

Once you’ve submitted your form, you’ll see the following: 

 

NOTE! If you don’t arrive at the above message, check each of the steps where red writing will 

indicate information that we are missing to process your job.  

 

GETTING YOUR INVOICE AND PAYING FOR YOUR JOB 

Once a CBABC Staff member has reviewed your job request, you’ll receive a confirmation email with a 

link to your invoice and a preview of your job posting.  

 



Here, you’ll be able to pay for your job through the following options:  

 Manually adding your credit or debit card information 

 Processing your payment through your PayPal Account 

 Clicking on Payment Information for details to send your payment through an Electronic 

Funds Transfer (EFT). 

NOTE! Cheque payments are no longer available.  

Please review the preview of your job posting and pay. Once your payment has been processed, we 

will publish the job for you.  

 

VIEW YOUR JOB 

Go to your Employer Profile and view your job(s) at a glance! 

 

On this page, you can see your Employer Contact Information and the jobs posted. You can: 

 Click on the job title to view your live job 

 See what payment is outstanding and pay by clicking on Invoice.  

 See the combo or customized package chosen, when your job will expire as well as what News 

& Jobs inclusions you have chosen. 

 



If your job has already been paid, you’ll see the following:  

 

 

EXTENDING YOUR JOB 

Under Jobs Posted, you will be alerted to jobs near the closing date. Click on Renew to contact us via 

ads@cbabc.org with your Order # and new dates. 

 

 

For any additional inquiries, please contact ads@cbabc.org. 
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