
Resume Agent Manager 
 

Setting up Resume Search Agents 
Once you have signed in as an Employer you will come to your Home page 
which is the “Jobs Manager” page. Hover over “Resume Search” and then 
track down to the “Resume Agent Manager” and click with left mouse button to 
go to the “Resume Agent Manager” page.  
 

 
 

To make a new resume search agent on the “Resume Search Agent” page 
click on the “Create New Resume Alert” button 
 

 

Hover over this with 
mouse then track down 
to Resume Agent 

Click with left mouse 
button to be directed to 
Resume Search Agent 

Click here to create 
new Resume Agent 



 

You will get this page and will be need to fill in the following information:  
1. Name – the name you want to call the saved resume search 
2. Keywords – keywords that you want to search for 

a. Diesel mechanic 
b. Local driver 
c. Auto mechanic 
d. Etc. 

3. Do not use the sector area – this will be removed or replaced in the future 
4. Region – The State or States that you want to search in (leave blank for all) 
5. City – the city you want to search in (leave blank for all) 
6. Date posted – when the resume was posted to the site 

a. Any time 
b. Last 24 hours 
c. Last 3 days 
d. Last 7 days 

 

**The more data that you put in the search the more exact the return will be.  
(I.E. if you want to search for Diesel mechanic anywhere in USA then just use Diesel mechanic in the 
Keywords section and you will get every one with Diesel or Mechanic in their resume. If you are just 
looking for a Diesel mechanic in New York and they have to live in the city of Rochester and have to 
have resume that was posted with in 24 hours – that is all you will get)  

 

7. When you are done click on “Create” 
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From your “Resume Search Agents” page you can: 
1. Edit current searches 
2. Activate or Deactivate current searches 
3. Run them now 
4. Delete them 
5. Change how often the agents run 

a. Daily 
b. Weekly 

 

 
 

 

 

(4) Delete 

(3) Run now 
(1) Edit 

(5) When run 

(2) Activate/Deactivate 


