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Welcome to Charitable Advisors’ job board 
As of April 26, 2022, Charitable Advisors is moving their job board from Exact Hire to Hiring 
Opps.  Here are instructions to help you set up an account and place your first job ad. See page 4 
for a discount code for job ads place through May 21, 2022  If you have further questions, 
contact Kristen at ads@notforprofitnews.com or Julie at Julie@charitableadvisors.com or (317) 
979-9178. 

1.  Go to https://www.charitableadvisors.hiringopps.co/ 
 

2. From the Home page, click on Employers (Top right toolbar) 

 
 
 

3. Click on Post a Job 
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4. Create an account (Just this once!) 
a. Enter your organization’s contact information 

 

 
 

 

b. Check “I am the Administrator of this account” >> Click on Register
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5. Two-Factor Authentication (Only this once while creating an account) 
a. Select Send Code.  A 5-digit code will be sent to your phone. 

 
 
 
 

b. Enter 5-digit code 
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6. Select the Job Ad package you wish to purchase 
a. Charitable Advisors now offers additional packages 

 
 

b. Purchase Job Ad >> Use 75Off discount code (Good through May 21, 
2022) 
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c. Enter credit card information 

 
 
d. Payment details 
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7. Upload your Job Ad (left toolbar under Jobs >> Post New Job) 
a. Enter all required fields * 

● Internal Job Number is not required, and/or is for your own tracking 
purposes 
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b. Other details 
● PLEASE NOTE:  URL (optional)  – this is where you enter a URL in 
order to bypass our system and redirect applicants to your own 
online application system, or job listing on your own website with 
application instructions. (use format https://www.......) 
 
● For “City or State”, include both with no abbreviations. (Ex: 
Indianapolis, Indiana) 
 
● Feature Your Job is a separate optional purchase 
 



 

8 
CharitableAdvisors.com 

8.  Find Applicants      (Jobs >> Manage Jobs) 
a. Under each Job Ad is a ‘# Applications’. The # is an active link to view 
applicants for that job. 

 
b. Applicants will be sorted by folders / stages
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9. OPTIONAL:  Customize your own Applicant Stages     
a. (Company Dashboard (left toolbar) Account >> Applicant Stages) 

 
 
b. Rename or create new folders for the Applicant Stages 

 
 


