
Homepage

Click
‘Sign Up’



Sign Up Page

Choose ‘Sign Up as
an Employer’



Sign Up as an Employer

Fill out all your details
and click ‘Sign Up’



Your Employer Account

Here is where you can post jobs,
access your jobs, search resumes etc.

To create a job listing, click ‘Post Job’



Create a Job Posting

Fill out all the details accurately



Create a Job Posting

Once you have filled out all the job details you can
either ‘Save As Draft’ to edit later or ‘Submit Job’

which will make your job live



Your Employer Account

To see all your job listings, click ‘Jobs’



Your Job Listings

Edit listing

Pause listing

Duplicate listing

Delete listing

Check
applications

Here is where you can manage your
job posts and check applicants



Your Employer Account

To see all your applicants, click ‘View
Applicants’



Your Job Applicants

Edit
application

Delete
application

Check
applications

Here is where you can manage your
applicants

Applicant
contact details



Applicant Details

Edit
application

status
Update

application
View cover letter

View resume



Your Employer Account

To search for a potential candidate,
click ‘Search Resumes’

You can also search for applicants who have
made their resume’s open to viewing to employers



Search Resumes

Click ‘Search’

Enter all relevant
details to filter
and find potential
applicants who
are open to being
contacted by
potential
employers



Your Employer Account

To update your profile, click ‘Update
Profile

You can also save
searches and add

favourites



Update your profile page

To update your
profile, click ‘Update

Profile

Please make sure you
upload your company logo

Please make sure all
your employer details

are correct


