
 

 

Quick Reference:  How to Post a Job 

1. Log In   

2. Select ‘Add a Job’ under the left-hand Actions menu 

 

3. The ‘New Job’ popup will appear.  All fields with (*) are required and will need to be completed.  

When the form is satisfactorily completed, click ‘Continue’.  

 

 

 

Include the number of available positions 

fitting the job title and description, as well 

as the direct manager for the new positon. 

(Warning: using a number greater than ‘1’ 

may cause the job to be removed by 

Glassdoor and Indeed) 

Click on the name of the appropriate 

Interviewing Manager and it will be moved 

to the ‘Selected’ box 

Note:  If a job is marked as ‘Confidential’, it 

will not be visible in JobLink, nor on Indeed 

or Glassdoor.   

John Doe 



 

 

4. If there are any job-specific questions that need to be included with the application, highlight the 

question in the ‘Available’ column and move it to ‘Selected’ by utilizing the arrows between the 

boxes.  Then, click ‘Continue’.   

  

  

Provide as much detail as possible for the 

Job Description.  Company overview and 

additional details/benefits are optional.   

Select the pre-employment screenings and 

benefits by clicking on the value in the 

‘Available’ column, this will move it to 

‘Selected’   



 

5. Select the appropriate Requirements values and click ‘Continue’.  

 

6. Provide compensation information and additional details about the position as necessary.  When 

complete, click ‘Continue’.     

 

  

Continue to note the required (*) fields and 

complete as requested.    

Salary amounts will not display in the job 

posting.  If visibility is desired, the rate may 

be added to the Job Title or Job 

Description.  



a. Note:  If any of the required fields are not completed, an error message will appear and 

the corrections will need to be made before proceeding.  When the errors (if any) have 

been corrected, click ‘Continue’ to move on to the next screen. 

 

7. Complete the schedule, position type, and job category(ies), then click ‘Continue’. 

 

 

Please note:  If your account setup includes 

Custom Filters (e.g. “Location”) or Position 

Classifications, the job creation wizard will 

display them as separate steps.   

[Not applicable to all accounts.] 



8. Select the correct recipient(s) for resumes and job questions—noting a single current non-user 

may be used as well, per the instructions in the wizard—then click ‘Continue’.   

 

9. The job is now visible on the Job Listings page.   

 

 

Note:  Once the job has been created, it may now be edited from the job screen (above), or by selecting 

‘Edit’ when hovering over the job name on the Job Listings page.  

  

 

John Doe 
(john@abchr.com) 


