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About Ed Job Plus – An Online Job Search and Information System 

Ed Job Plus is an online platform equipped with one-stop recruitment functions allowing 

employers to post job vacancies (full-time, part-time, temporary and for summer internships), 

receive job applications online and contact suitable candidates for further selection processes.  

 

 

Website: https://edjobplus.eduhk.hk/EdJobPlus/eng/login/index 

 

  

https://edjobplus.eduhk.hk/EdJobPlus/eng/login/index
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Instructions for use 

A. Click the “Employer” button to enter the Employer portal. 

 
1. Button to change language to Cantonese 

 

B. Create a new Employer Account (using supporting documents), or log into the system 

using an existing username and password. 

 

1. “New Account” link to create a new Employer Account 

2. “Forget password” link: if you have forgotten your password, please click this link and fill in the 

 

1 

1 
2 3 

4 
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required information. The system administrator will reset your password and send you an email with 

your new password. 

3. “Forget username”: if you have forgotten your username, please click this link and fill in the required 

information. The system administrator will contact you as soon as possible. 

4. User Manual. 

 

C. Please read the terms and conditions carefully and click the “Accept” button to 

continue creating your account.  

 
 

D. Set a username and a password with at least 6 digits using only the characters 0-9, A-Z 

and a-z. Your password is case-sensitive; your username is not. 
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E. Fill in your company information and click “Submit”. Contact information (Address, 

Email, Telephone and Fax) will be shown in job postings according to the method of 

application you select. 

 
1. Button to upload supporting documents (business registration, school registration certificate, etc.) for 

verification 

 

F. Once the system administrator has approved your registration, you may log into the 

system with your username and password. 
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G. You may update company information whenever necessary in the Profile Management 

section of the Employer Dashboard. 

 
 

1. Create New Job Ads shortcut to create a new job advertisement 

2. View Draft Job Ads shortcut to view draft job advertisements 

3. Company Profile shortcut to view or edit the company profile page 

4. My Job Ads section with a full list of jobs posted and the application status of each 

5. Latest News link to view the latest news for employers from the EdUHK 

6. Company Contact Info link to view or edit the company contact information 

7. Your username 

8. Button to change language to Chinese 

9. Button to log out of the system 
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H. You may edit company information, upload supporting documents or change your 

password on the Company Profile page in Profile Management. 
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I. You may view company contact information on the Company Contact Info page in 

Profile Management. 

 

 

J. You may add, edit or delete company contact information on the Company Contact 

Info page in Profile Management. 
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K. To create a new job posting, click on the Job Management link in the sidebar and then 

click Create New Job Ads. Your job advertisement will be reviewed and approved 

within two or three working days. 
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L. In the “Method of Application” box, please select at least one method by which job-

applicants may contact the company, such as mail, fax or email. The corresponding 

details for that method must be given in the “Application Remarks” box. For example, 

please give the company email address if you select email. 

M. If “Online via Ed Job Plus” is selected as the method of application, an email 

notification will be sent to your email whenever an applicant applies online. You may 

then log into Ed Job Plus and view the applicant’s details.
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N. You can quickly create a new job posting with details similar to that of an earlier 

posting by clicking on “Copy Job”. Click “Submit” to submit the job posting for 

approval. 

 

 

O. You can view the status of your job postings (approved, pending or rejected) by 

clicking on the Job Management link in the sidebar and then clicking “My Job Ads”. 

 

P. On this page you can also see the list of applications for job postings for which “Online 

via Ed Job Plus” was chosen as the method of application.  

 

 

Below is a detailed explanation of the “Status” column in the Job List on the My Job 
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Ads page: 

1. A newly created draft of a job posting has the status “Pending”: 

    

2. You may submit the posting for approval or continue to edit it: 

 

3. Once submitted, the status of the posting will change to “Pending”. Please wait for 

approval by the system administrator: 

 

 

4. If the posting is approved by the system administrator, its status will change to 

“Approved”. The posting will then be able to be viewed by job seekers: 

    

5. You can click “Suspend” to temporarily hide a job posting that has been approved: 

 
6. You can click “Submit” to unhide a suspended job posting. If the details of the 

posting have not changed, re-approval is not necessary. If you have updated the 

details, you will need to wait for re-approval: 
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Q. To view a list of the applications submitted in response to a particular job posting, click 

on the number in the “Application” column in the Job List table on the My Job Ads 

page. 
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R. You may view a candidates’ information and the attachments they have submitted as part 

of their application by clicking on the name of the candidate in the “Name” column of 

the Application List table, taking you to the Student Information page for that candidate. 

Email addresses are listed directly in the “Email” column of the Application List table. 

Buttons are provided at the end of each row of the table to allow you to indicate for your 

own records which candidates are and are not to be considered for further selection 

processes. 
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S. View a news article in detail by clicking on its title in the Result List table. You can 

view the latest news for employers from the EDUHK by clicking on the “Latest 

News” link in the sidebar. 
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T. Additional Remarks 

 

The system will send the following emails to employers: 

1. Account Registration email, confirming registration after the employer has completed 

the registration process online; 

2. Account Activation Status email, informing the employer that a particular job posting 

has been approved or rejected (and why); 

3. Job Post Notification email, notifying the employer that a job posting has been 

submitted;  

4. Job Application email, notifying the employer that an applications has been received 

from an applicant; 

5. Reminder of Business Registration Expiry email, reminding employers one month in 

advance of the expiry date of the business registration certificate.  

 

Thank you for using Ed Job Plus. 


