
Posting a Job 

You can post a new job or Roll an expired job in just a few easy steps. 
(NOTE: if you have already purchased postings, go to page 3 of this document) 

To post New Job you need to purchase job postings. Click “Purchase 
Products” links from the "Account" drop down on Employer menu. 

To Purchase a New Posting  

 

After you click on “Purchase Products” menu the following screen will appear 
with option either to enter coupon code or make payment via PayPal (NOTE: you do 
not need to have a PayPal account to use this option, we use PayPal as a secure way to accept your Credit 
Card purchases) 

 

Select “USD” for your currency and you will be redirected to “Purchase 
Packages” page. 



 

Specify the number of packages by typing a number in “Quantity” column and 
press “Proceed” button. You will be asked to confirm your selected payment 
package.  

 

Check the payment info and press “Proceed” button or “Decline” button to 
change you package. After payment, job posting will be available to you.  

  



Complete Job posting Information and post to site 

On Employer menu click on “Post Job” link to open form with details for the new 
vacancy 

 

Enter required info and attach file. Then you can “Preview” or “Save as Draft” 
and finish adding job later or “Publish” it to the site now. 

 

Screening questions 

are explained in 

another Help file  


