
How to Post a Job 

1. Login to the portal and click on Account 
 

 
 



2. Click on Post a Job 

 



 

3. Fill out the form and click Preview 

 



4. Click Submit Listing 

 

 

 

 

 

 



5. Click “click here” to view your listing 

 

 



 

 

 

 

 

 



6. Go to Job Dashboard to see your listings and roll over the job title to edit the listing.  

 

 

 



 

 

 

 



 

7. Go To Jobs to see the public job listing 

 


