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Signing Up & Creating a Company Profile 

Before you can gain access to the site, you must create a company profile. Each 

profile page is created by you so you can add as little or as much information as you’d 

like. However, the details within your profile could be the deciding factor for a 

candidate to apply for any openings within your company. Given this, we suggest 

taking the time to create a robust profile to attract as many jobseekers as possible.  
 

As you move through the sign-up process, information indicated by the red asterisk* 
must be provided. The additional fields, if left blank, will not appear on the live site. 

Should you ever need to go back and edit information, look for this icon in your 

Employer Panel (page 13). 

 

The following chart will walk you through each step of creating a company profile. 
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STEP 1: Sign Up 

Go to https://careers.conexbuff.com/sign-up/ and choose the “Employers Sign Up” option to begin! 

 

 

 

 

STEP 2: User Account 

You will be redirected to the account set up page and prompted to create your company username 

and password. This log-in information is what you will use to access your account once you have created 

it and will be linked to the primary company account.  

 

 

 

 

https://careers.conexbuff.com/sign-up/
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STEP 3: Company Section  
 

The first pieces of information to input for your company profile is your Profile Owner email and general 

company information. The email entered here will be the primary user or owner of the account. Should 

the owner email ever become inactive, the company profile will need to be recreated under a new 

email. To avoid losing access to your profile by assigning a specific person to be the profile owner, we 

suggest using a generic “info” email address for this step. 

 

For the “company type” section, a drop down menu will appear for you to choose from. If your category 

is not listed, please let us know so we can have it added! The list can be found in the Appendix. 

 

THINGS TO NOTE: 

 

*The information provided here will automatically prepopulate when creating a job posting.  

 

**The “Coworker” feature (pg. 20) allows the profile owner to add other staff emails/users to the account-

-giving them their own log-on and same level of access as the account owner email.   

 

 
 

  

View on LIVE Site 
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STEP 4: Graphics 

Aesthetics is important! Add a header image that will appear at the top of your company profile (see 

below). If you choose to add your logo, it will appear on the full company profile (below) as well as the 

apps “company list”. If a logo is not added that space will be filled by the CONEX App Logo in all areas 

where the logo is displayed. 

 

View on LIVE Site 
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STEP 5: Company Description & Website 

Adding your company website will create a hyperlink that will appear on your company profile allowing 

candidates to reach your company site easily. 

The company info section allows you to describe your companys history, mission, specializations, scope of 

work, services offered—or anything else you would like to highlight! 

The Toggle Toolbar has additional features that include, horizontal lines, text color, special 

characters and indents.    

 
 

 

View on LIVE Site 
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STEP 6: Company Location  

 

The next information required is your company location. We suggest using your main office location here 

as this information will prepopulate when creating a job post. You can change the information, however, 

when creating a post to describe the location of the job more accurately itself should you wish.  

 

View on LIVE Site 
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STEP 7: Social Media Links 

Social Media connections and profiles are essential in today’s world! Link all your company’s handles and 

pages to your profile so candidates can be easily linked to your feeds! 

 

View on LIVE Site 
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STEP 8: Project Descriptions 

Don’t forget to brag about your work! Share completed or in-progress projects to show off and attract 

jobseekers!  

You can add general summaries of the projects you seek in the Summary of Projects section. In addition, 

you can add up to 4 specific project descriptions. 

  

View on LIVE Site 
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STEP 9: Careers Description 

This section is used to describe the TYPES of careers a seeker could find at your company—it is NOT for 

active job openings. Consider using this space to describe the type of person or typical careers one may 

find at your company. When you create a job posting (pg. 15) it will automatically appear under this 

section of your profile as well as the job board, allowing job seekers to apply for openings in two places.  

 

View on LIVE Site (Career Description & Job Postings) 

 

View on LIVE Site (Job Posting only) 
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INCORRECT Example (Job Opening described in Career Section) 

 

 

 

STEP 10: PUBLISH 

Before publishing your profile, it is essential you check the box shown below. Not checking this box, will 

disable the “view company profile” link that appears on the company listings and each job posting. 

Disabiling this feature will prevent jobseekers from viewing the information you entered in steps 1-6.  

 

View on LIVE Company List Page 

 

Click the “REGISTER” button and you are ready to begin posting job, searching for 

talent, viewing/registering for events, and so much more! 
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Navigating the Employer Panel 

After you’ve created your profile--log into the account to get started. Go to 

(https://careers.conexbuff.com/sign-in/) to access the sign-in page from any device. 

Go to  this page should you need to use the “Forgot Password” and “Forgot Username” 

features, shown below.  

  

Once you’ve entered the credentials of the account, you will be directed to the page 

shown below. You know which user account you are logged into based on the email 

displayed at the top righthand corner of the page.  

 

https://careers.conexbuff.com/sign-in/
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From this page, you can quickly navigate to the “Employer Panel”, by clicking on the 

email in that corner. A drop-down menu will appear, choose “Profile Settings” to access 

the main Panel. 

The Panel is where you will be able to post jobs, filter and search through job seeker 

profiles, view and register for upcoming trainings and education events, and view other 

company profiles and job postings.  

 

The Employer Panel 

Your Panel is broken into two sections. The “Manage” section and the “Account” 

section. We will explore each of the buttons and their functions in the following pages.  
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Manage Section Icons & Uses 

 

Under the “Manage” section you will be able to;  

 

o Post a job 

o View your job listings 

o Edit/update your company profile 

o Add coworker emails to the account 

o Create subscriptions to keywords to receive 

push notifications 

 
 

The following pages will describe each icon under the “Manage” section of the 

Employer Panel in detail. 
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Posting a Job Step by Step 

STEP 1: Job Information 

All fields in this section are required to create a job posting.  

 

1A: Create any Job Title you’d like to attract prospective candidates—it will be the first thing displayed in bold 

after the posting is published. 

1B: Input the details of the job here to expand upon your job title. The description can include; 

qualifications/requirements, compensation, job duties, etc. Use the editing buttons to highlight certain 

information and/or hyperlink texts within.  

1C: The Job Type field is prepopulated. You can choose from the following options; freelance, intern, 

parttime, or fulltime. 

1D: The job Category is also a dropdown menu of predetermined options. The detailed list can be found in 

the Appendix (pg.31)   

 

1B 

1C 

1D 

1A 
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STEP 2: Company Information 

Only two fields are required in this section. The optional information is suggested.  

 

2A: These two fields are required and will prepopulate based on the information associated with the company 

profile. The Contact email can be changed to whomever you’d like to receive notifications when applications are 

submitted. Everyone on your “coworker” list will still have access to the candidates under the “listings” section of 

the Employer Panel (pg. 13) 

2B: These two fields are optional. Inputting a website allows candidates to easily view your company’s website 

and/or job posting on any URL you’d like them to be directed to. The logo will appear next to the posting on the 

website. It is not linked to your company’s overall profile. 

 

STEP 3: Job Location 

 

3A: As in the previous step, these fields are required and will prepopulate but can be changed should the job be 

in a different city, state, or zip code than the address listed in your company profile.  

3B: This field is optional should you wish to provide the specific physical address of the job location.  

2A 

2B 
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STEP 4: Posting Preview 

Once you’ve entered all the required fields and any of the additional information you decided to 

input, click the “preview” button at the bottom of the page to move to the next step. 

 

 

STEP 5: Editing in the Preview Section 

Clicking the preview button will load the page displayed below. Here you will be able to easily 

review the information entered and edit it, if necessary, before publishing on the live site.  

 
*Words in orange can be edited from this screen by clicking on them. 

 

**The view button will allow you to see how the posting will appear to the job seeker on the website.  
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STEP 6: Publish Listing  

Once you have proofed your listing, click on the “Publish Listing” button and your job will be live! 

 

If you need to edit the Job Description section, 

use the “Edit Listing” button to go back and 

make your corrections. 

 

You can view your posting on the site by clicking 

the Click here to view it. 

 

Images of completed job postings can be found in the Appendix. 
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The Listings Icon 

 

The Listings Section of employer dashboard displays the company’s openings by placing them into 4 

categories—those currently active, in the editing stage, have expired, or have been filled. Clicking 

on job title in orange will bring you to the posting applicants see. You can edit the posting at any 

time by clicking the Edit button. The file box icon is where you can see candidates who have 

expressed interest in a position.  

 

The date to the right indicates when the posting will expire and be automatically removed from the 

site and no longer viewable, despite the position being filled or not. Use the “more” button to 

republish any postings that have expired and were not filled rather than recreating a new posting.  

Let us know if the position was filled via the CONEX app by clicking on the “Mark as Filled” button.  
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Adding Co-Workers 

This feature allows you to give additional staff involved in the hiring process access to the company 

profile. The person who’s email address is input will be granted full access to the site/profile. This will 

enable them to use all the feature previously and subsequently described.  

To add a staff member simply input their email in the field provided and select “add new coworker” 

 

Once an employee has been entered the email will be displayed (shown below). Should a person 

leave the company or no longer require access, they be easily deleted by clicking the “remove” 

button.  
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Subscriptions  

Subscriptions allow you to choose which group or “channel” you’d like to “subscribe” 

to. By subscribing, you will receive push notifications related to updates or news on the 

site. Notifications can include job openings, events, new companies/job seekers 

added, etc. 

You can decide which device(s) you’d like to receive notifications on. 

Notifications are currently limited to 3 groups: 

o Employers 

o Job Seekers 

o Both 

 

You can add a group at any time as well as “unsubscribe” to a group should the 

messages become irrelevant to you. 
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Account Section Icons & Uses 

The icons in this section are self-explanatory and used for each user’s individual 

account.  

 

 

Any user can log out of their account here as well as by clicking on the 

email displayed at the top righthand corner. 

 

Should your account require the password to be changed, you can do 

so here. If a password and/or username is ever lost or forgotten, you 

can use the “forgot password/username” buttons on the sign in page. 

Contact jvandusen@conexbuff.com if you are unable to retrieve your 

password/username using these features. 

  

 

Deleted accounts CANNOT be recovered! You will have to start from 

scratch—so the owner profile user needs to exercise caution. 

 

mailto:jvandusen@conexbuff.com
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The “Talent” Page 

You can navigate directly to this page by clicking on the “Find Talent” link located 

at the top of your display page. 

 

 

 

 

The following page will appear, 

listing the candidates/jobseekers 

with active profiles. The list is sorted 

based on the profiles that are most 

recently active. 

 

Click on the “View Profile” button 

and you will be redirected to the 

candidate’s profile. 

People Search Feature:  

If you want to be proactive and find candidates based on specific criteria based on your 

openings, this feature is for you! Lists of both the License/Certifications and Job Category drop 

down menus are in the Appendix. 
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The Job Seeker Profile: 

The job seeker profile is like the company profile in the sense that candidates can choose how much 

additional information they provide about themselves beyond the mandatory fields. If a person 

takes advantage of all the fields provided, you can learn a lot about them to determine whether 

you want to reach out to them for any openings you may have.  

 

 

My Resume 

If a candidate has chosen to upload his/her resume, this 

button will appear on their profile. Clicking on it will open 

the document in another tab on your browser. 

Social Media &  

Experience Level 

Again, if a candidate has chosen to provide this 

information, imaging and links will be accessible on 

his/her profile. 

Contact Us      

Clicking on the Contact Us button will redirect you to the 

Messaging Center and prepopulate that candidate’s 

username in the “to” field.  
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The Messaging Center 

The Messaging Center is your personal email inbox where you will receive messages 

from interested candidates based on your available postings and can message 

candidates directly as well. From time to time, you will also receive messages from the 

application administrator alerting you to or highlighting something or someone on the 

app.  

Receiving a Message: 

You will know you have a new message when you see a redish bar at the top of your home 

screen (below). You can click on “1 message” to be redirected to your inbox. If you do not 

have unread messages, you can view your inbox by clicking on your email shown in the upper 

right hand corner of the page. A drop down will appear, select “Messages” to view your inbox 

and/or send messages. 

 

Redirected View 
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Responding to an Applicant: 

Click on the subject of the email to open it. A “Interested in (job posting name)” email 

indicates, a job seeker has viewed your posting and is requesting a following up 

communication after viewing their resume.  

 

Sending an Unsolicited Message: 

You can send a job seeker a direct message if you find their profile/resume aligns with an 

opening. If you know the username of the candidate, type it in the box shown below. You can 

also click the button on the job seekers profile page.  
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Message Settings: 

The settings shown below will automatically be checked so you get the most out of the 

application. However, you are able to deselect a given setting by unchecking the blue box. 

Should you ever block a user, that name will appear in the box below as well. Don’t forget to 

save your changes! 
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Training Events Page 

You can view and register for any of the upcoming professional trainings offered 

through the Construction University by;   

Scrolling down 

the Home Page 
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Clicking on the 

“Events” tab on 

your toolbar 
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APPENDIX 

A. “Company Type” List  

B. Open Positions “Live” views  

C. Published Company Profile Examples 

D. People Search “License/Certifications” List Options 

E. People Search “Job Category” Options 


