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How to Post Jobs 
• Log into your account with your username and 

password. 
• Click on “Jobs” on the left and then “Job Postings.” 

 
• Click on “Post a Job.” 
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• Enter the information into the appropriate fields. 
Fields with an asterisk (*) are mandatory. 
 

• First enter the position type and job title. 
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• Then enter the job description and number of 
openings.  
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• Next enter the posting date and expiration date. 
• Then indicate whether the position is recurring. 
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• You may also enter the compensation. 
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• You must choose application instructions. 
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• You may add required qualifications. 
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• You may specify the academic level, desired skills, 
and academic program you’re looking for. 

• You must agree to the EOE Policy before submitting. 
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How to Extend Job Postings 

Job Postings Not Yet Expired 

• Log into your account. 
• Click on “Jobs” on the left and then “Job Postings.” 

 
• Change the “Expiration Date” to a future date. 
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Job Postings Already Expired 

• Log into your account. 
• Click on “Jobs” on the left and then “Job Postings.”  

 
 

(continues on following page) 

 

 

 

 



12 
 

• Click on “Archived Jobs” in the horizontal menu. 

 
 

• Find and select the posting in the dropdown menu. 
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• Update the posting and expiration dates and make 
any other necessary changes. 
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How to View Applicant Resumes 
When a student has applied for a job, you will receive 
an email that will include the name of the student as 
well as any documents you requested. These will be 
received as attachments in your email. You can review 
their resumes from within the email or log into your 
account with your username and profile. 

 

To view an applicant after you have logged in: 

• On the homepage, click on “Applications (non-

OCR)” 
 

(continues on the following page) 
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• You should now be on the “Student 

Resumes/Applications” tab of Job Postings. 
• You can perform a text search on the resumes, or 

you may select by status with the dropdown menu. 
 

 
 

(continues on the following page) 
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• You can also view applicants and resumes within 
the Job Posting List. 

• Click on the number of applicants on the right side 
and a potential employee list will populate. From 
here you can view the resume, rank the 
candidate, and classify the candidate.  

 

 


