
Hunting for talents 
on Keljob.com



HOW TO SIGN IN:

To enter the CV ban:

Log onto: http//cv.keljob.com 

Enter your username and password 

Then click on “Connexion”



PERFORMING A SIMPLE SEARCH:

You can perform a search by the applicant 
place of residence.

To select a place of residence:

-Click on the area of your choice

-Click on the blue arrow 

- The area you selected is edited on the 
right-hand field

Example: If you choose “Alsace”, a list of 
applicants living in the Alsace region will 
be displayed.

You can also perform a search by 
mobility.

Example: If you choose “Brittany” in the 
mobility field, a list of applicants wishing to 
work in Brittany but who may live 
elsewhere will be displayed.

According to your preferences, work by 
place of residence or mobility. Both criteria 
will reduce search results.



PERFORMING A SIMPLE SEARCH:

Using keywords: “Mots clés”

The search will be performed with 
separate text fields:

- All : “tous ces mots”
- Exact phrase : “L’expression exacte”
- At least one word:  “Au moins l’un de ces
mots”
- None of these words: “Aucun de ces
mots”

� In the same enquiry, you may fill in 
several fields.

E.g.: 

-all: engineer

-at least one word: java j2ee

� Once fields are filled into, choose to 
perform your search only in the CV body : 
“corps” or in the CV title and body: “Title + 
corps”



PRECISING A SIMPLE SEARCH:

After entering your enquiry, you will find your 
search criteria at the bottom of the result 
page.

On this very page, you may precise your 
search with availability: “Disponibilité”,
education level: “niveau d’étude”, work 
experience or position category: “poste”.



EXAMPLE OF A SIMPLE SEARCH:

Defining my keywords

Exact phrase: maintenance technician

At least one word: air conditioning 
engineering

Finally, choose search in CV title and 
body

You will get all the CVs including 
“maintenance technician” complete with  
“heating” or “air conditioning”

Select “Ile de France” as place of 
residence.

Then, you can select the mobility 
criterion (leaving the place of residence 
by default), in order to get a list of 
additional CVs

Desired profile

•Maintenance technician
•Who has already worked in air 
conditioning or heating engineering
•Region: Ile de France



PERFORMING AN ADVANCED SEARCH:

To perform an advanced search

Click on “Recherche avancée” on the 
page entitled “displaying CVs” (or simple 
search)



PERFORMING AN ADVANCED SEARCH:

Through an advanced search, you may freely 
enter keywords you want to see in a CV

Search by keyword
Through this search you may enter several words 

you will then find in the CV title or body

Do not use too many keywords with “AND” as it 
reduces the number of CVs

For a specific job title, you have to use the “exact 
phrase”: former industrial manager.

You can use at the same time AND, OR and 
“exact phrase”

By CV title

Through this search you may select 
applications according to their position title 
the applicants entered . You just have to enter 
the word most representative of the position title

Example: In order to target project managers, just 
enter MANAGER



BOOLEAN OPERATORS:

Boolean operators are valuable assets to search CV contents



EXAMPLE OF AN ADVANCED SEARCH WITH BOOLEANS OPERATO RS:

In the Title field, enter the word most representative of 
the desired position.

Entering senior followed by truncation * you will get 
CVs containing senior or senior accountant in their 
title.

Enter “us gaap” (in order to obtain the exact phrase) 
AND sap AND English AND Fluent OR bilingual .

Desired profile

• Senior accountant
• Skills: sap and “us gaap”
• English speaker



DISPLAYING THE RESULT PAGE:

The list of CVs found is displayed according 
to the date the CV was posted on Keljob.com. 

You may modify this order. For instance, by 
clicking on “Expérience” you will first view CVs of 
less skilled applicants (or conversely if you click 
again). Likewise for education level and availability

On the result page, the eye shows CVs you 
have already displayed

For each search performed, the number of 
CVs found is displayed at the top of the page



DISPLAYING THE RESULT PAGE:

Before opening a CV, you may view the latest position filled 
by an applicant by placing the cursor on the number of years’ 
expertise.

Likewise, you may display the applicant name, this time 
placing the cursor on the CV title

On the result page, a box to tick now allows you to select CVs 
you wish to display. In this respect : 

1)Select CVs you wish to display

2)Open the CV at the top of your list

3)Go to next CV using the arrows located at the top of the CV 
page



DISPLAYING CVs:

In this space, you may view data related 
to the applicant such as mobility, 
languages or expected wages (salaire).

Moreover, by clicking on “display”, you 
may view the list of people who 
displayed this CV

The CV is edited in html format. 
However, you may choose the Word 
format clicking on the “CV Word ” icon

Furthermore, from the CV, you may 
directly print it or reply to the applicant
through your e-mail box

You may directly display keywords that 
will be underlined in the CV.



TAILOR-MADE ACCOUNT:

Your searches

Once your enquiries are saved, you may 
find them in the “Liste des Recherches” 
sections.

Searches saved online will be 
represented by a magnifier.

Those saved as e-mail notifications will 
be represented by an envelope.

You may also delete or duplicate them.

Your preferences

The default displaying format is html.

However, if you wish to display CVs in 
Word format, select the second icon



CV NOTIFICATION

On the result page, you may also:

-Modify your search criteria if the result is inappropriate

-Save your searches online

-Save your searches in order to receive daily email notifications of new 
CVs matching your enquiry.

IMPORTANT: We recommend you to create CV 
notifications . You will directly receive in your e-mail 
box applications matching your enquiries but it also 
ensures that the applicant is available or in touch with 
the market as he/she posted his/her CV the day 
before.



ENHANCING SEARCHES:

� Before performing a search, have position details handy, to define keywords that will be useful for 
your search.

� While performing a search, use keyword synonyms:
For example: building = public works = civil engineering

� We advise you to perform searches like a “funnel”, i.e. start your enquiry selecting few criteria. You 
will get a large number of applicants. Then increasingly add new criteria so as to obtain further 
targeted results.

� Searching by CV title will allow you to select applicants according to the title he/she entered. 
Whereas searching in both CV title and body will be directly performed within CVs. 

Therefore, do not only perform a search by CV title.

� If you perform an advanced search, correctly check the way it is taken into account: “all words”, 

“exact phrase”,... etc.

� You have found the perfect applicant ? Now, it is your turn ! To get in touch, favour early morning or 
after 6.00 PM, so as to ensure he/she is available. And as it is forbidden to “canvass” an applicant at 
his/her workplace, if in doubt, choose the e-mail as a first contact.



Trouble :

- You can enter the CV bank and launch a search but when clicking on a CV to display it, nothing happens

- The link changes colour after clicking on it

Verification : 

- To protect your computer, Internet Explorer prevents you from downloading files
Setting your browser is the key

Solution :

- Open Internet Explorer -> Click on « Tools » -> Internet Options -> Security -> Personalize level… -> 
Download (at the bottom of the list) => Enable / Enable / Enable

TROUBLESHOOTING: DISPLAYING CVs ON WINDOWS XP



Trouble :

- You can enter the CV bank and launch a search but when clicking on a CV to display it, nothing happens

- The link changes colour after clicking on it

Verification : 

- Check whether a Google or Yahoo! Toolbar is set up on your computer (the bar is usually located below the address bar in 
Internet Explorer). In such a case, it may explain why you cannot open display pop-ups

Solution :

- Click on the number of blocked pop-ups to display « authorized pop-ups from this website »

TROUBLESHOOTING: DISPLAYING CVs WITH GOOGLE TOOLBAR, YAHOO! 
TOOLBAR…



Trouble :
- You cannot log onto the CV bank and launch a search but when clicking on a CV to display it, nothing happens
- The link changes colour after clicking on it
- The search page on the CV bank is misshapen, text appears at the bottom of the page
Verification : 
Check whether Norton Internet Security is set up on your computer (task bar on the right side at the bottom of the page), In such case, 
it may explain why you cannot open display pop-ups
Solution :
- Open Norton Internet Security then select « options » and « unauthorized pop-ups » :

TROUBLESHOOTING: DISPLAYING CVs WITH Norton Internet Security

•- Select « settings » in the right-hand 
side of the menu:



TROUBLESHOOTING: DISPLAYING CVs WITH Norton Internet Security :

- You now need to set up the Keljob domain to the list of authorized site, clicking on « Advanced » and « add a website »: a 
window will be displayed, enter « cv.keljob.com » in the domain field.



TROUBLESHOOTING DISPLAYING CVs WITH Norton Internet Security

- After entering cv.keljob.com in your list of available websites, click on the second tab « user settings » on the right-hand 
side of your screen.

Do as illustrated below.



TROUBLESHOOTING DISPLAYING CVs WITH Norton Internet Security

- In « Blocking pop-ups », click on « Add » at the bottom of your screen

Enter http://adserver.adtech and select « Authorize »



TROUBLESHOOTING DISPLAYING CVs WITH Norton Internet Security

- The result must now be displayed as shown on the screen capture below

- Now you just need to save changes and sign off 
from the CV bank and open a new session



TROUBLESHOOTING DISPLAYING CVs: Zone Alarm

- You just need to follow the procedure: add cv.kelj ob.com and www.keljob.com in the « Privacy » section


