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How to Post Jobs at CSB/SJU  
 
CSB/SJU has created a simple platform for you to post early career, mid-career or late 
career jobs only accessible by CSB/SJU Alums.  We thank you for giving our Alums an 
opportunity to apply for employment at your company. 
 
 
First:  In your browser type in the following URL:     csbsju.12twenty.com/hire 
 
Second:   Sign up for an Account before logging in for the first time.  Please click on 

“Sign up for an Account” below. 
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Sign up for an account. 
Before logging in the first time, 
you must sign up (create) an 
account.  (see next page) 



 
Sign-up (Create) an Employer Account: 
 
Each employer must create an account with the following information in order to log in and 
post a job.   When you have completed filling out the requested information and checked 
the box agreeing to the Terms of Service and Privacy Policy– click on “Create Employer 
Account”. 
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Click when 
the form is 
completed 
and you have 
checked the 
Terms of 
service and 
Privacy 
Policy. 

Note:  If you are an 
Alum of CSB/SJU 
you must use a 
different email 
address than you 
use with the Alum 
12Twenty Alum 
platform.  
 



 

Log in to your Employer Account  
 

After you have Completed an Employer Account, log into your CSB/SJU 12twenty 
account by entering your email address and password.  Click “Employer Log In” 
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Enter your Email 
Address and 
Password 



 
 
 

Home Page: 
 
To post a job:  Simply click on the “+Post” button in Blue on the Home Page.   
 
Note:   DO NOT CLICK on Company Profile.   Clicking on Company Profile will bring you 
to another 12Twenty Employer site that while you may be able to post jobs at other 
Universities around the US, you may be asked to pay for a subscription. 
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Clicking on “Company 
Profile”  will bring you to 
another site which may 
ask you to pay for a 
subscription. 

Disclaimer:  Anywhere 
you see the word 
“Student” it is referring to 
Alums of CSB/SJU. 
 

Thank you for posting 
your open jobs for 
CSB/SJU Alums to apply 
for consideration. 

Click Here: 



Posting a Job: 
At CSB/SJU: click on “+Post” in Blue on home page 
 
Simply fill out the form below to your comfort level, copy and paste your job description in 
the box below, choose if you want your information shared, click Submit. 
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Copy and Paste 
your job 
description here. 
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Click “Submit” 
after you have 
filled out the 
Create Job 
Posting form. 
 

Click “Select All” 

Disclaimer:  Anywhere you see the 
word “Student” it is referring to 
Alums of CSB/SJU. 



 
 
 
Job Listings: 
 
After you have Posted jobs you can go to My Job Listing on the left to monitor the status of 
your job listings. 
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Account Settings: 
From the Home Page you can click on your name in the lower left-hand corner to Edit your 
Account or Time Zone settings.  Make sure you scroll to the bottom of the page and click on 
the “Save Changes” button in blue. 
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Click on your name to 
go to Account Settings 
to make edits to your 
Account. 

Edit 

Edit 

Click here to 
save changes 
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