
  

  

  

How to Create a Job Posting  

Hover over Web Pay and click on Web Recruiting   

  

  

Click “Create New Job”  

  

  

Select a “Position Template” and “Work location”  

  

  

  

  

Scroll down and click “Next: Hiring Process”  



  

  

  

Select the Workflow with your Company Name:  

  

Scroll down and click “Next: Screener questions”- you will skip this page and proceed   

Scroll down and click “Next Job Preview and Status”  

Click on “Publish Job”  

  



  

  

  

  

Then scroll to end of page and click on “Next: Advertise Job”  

  

   

 

 

 

 

 

 



  

  

 

On the my jobs page click on “Public Careers Page” 

 

 

Copy the URL at the top of the page and send to Carrie 

 

 

 

Congratulations you have posted a job!  


