
California State University, Fresno – Career Development Center

Faculty/Staff User Guide for 
HireFresnoState

• Log in to HireFresnoState through the 
fresnostate.edu/careers website

•Click on the HireFresnoState button in the lower 
middle of the home page

•Click on the HireFresnoState EMPLOYER button to 
begin creating your account
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Log In to HireFresnoState for Depts Through 
CDC Website

fresnostate.edu/careers
Homepage
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Depts Select Employer Button
to Create/Return to HireFresnoState
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To Create an Account in HireFresnoState

For First 
Time 
Users
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In order to proceed with setting up the 
account you must say YES and submit
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Verifying your Email
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When setting up a Department Profile, check 
to see if it already exists

If your Department 
Name already exists, 
please select and 
proceed.  If you would 
like to modify the 
Dept Name, you may 
do so by selecting the 
View Company 
Profiles on your home 
page and click on the 
Edit Organization 
pencil on the right 
hand side of the page.
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Be sure and save when 
finished filling in the 
required fields

*All highlighted 
fields are required*
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Where to Post Your Job
Select Job Postings 
in the menu bar



California State University, Fresno – Career Development Center

Click on add button to create 
your position  
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All Asterisk fields 
are required to be 
filled out
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Please Note: Job 
Description and 
Qualifications may be 
merged together 
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Shared Contact 
Information is seen by 
students;  however, if you 
are filling this out for 
someone else, you can 
say No

You will need to 
hit the + sign to 
drill down to get 
to Central Valley
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It is important to indicate 
which on campus type you are 
hiring so students know
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By selecting yes and based on the 
screening information below, you 
are restricting which population 
of students can view your job 
posting

*Please Note: currently there is no 
campus minimum GPA required to be 
eligible to work on campus*
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You can close your application any time 
by selecting the edit pencil on your job 
description and change the date.  *Be 
sure to hit “Save” after you have made 
your change*

Select how you would like to 
receive your candidates.  If you 
indicate Website, please include 
your dept website link
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Please Note:  All Job Postings will be saved in your 
account.  If you wish to repost a saved position, please 
select the Copy Button and change the information for 
the new posting.
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Once you have hired a student, please indicate the position 
has been filled by indicating “Yes” in the Filled box on the
Job Posting Details, as well as closing the application 
deadline if it has not passed.
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Please contact the Career 

Development Center at 

559.278.2381 if you have any 

questions regarding your 

HireFresnoState account


