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Using a JobTarget Job Board

This document is intended to provide both job seekers/candidates and employers/recruiters with a basic overview and understanding of a JobTarget powered job board.  Throughout the document, references to the Career Center homepage will be made.  While each job board is different, the Career Center homepage is likely to appear similar to the below image.  
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Job Seekers

SECTION 1 - CREATING YOUR JOB SEEKER ACCOUNT

If the user has not already done so, it is a good idea to first create a job seeker account so that they will not have to do so when they wish to create job alerts, apply for jobs, post a resume, and other functions that require account access.  

1. On the Career Center homepage, under the Job Seeker section, click on the “Create Job Seeker Account” link.

2. The first section will say, “Existing Users Login Here” however the user will want to scroll down to the next section called, “New Users Create An Account”.
3. Enter all required information.

a. Tip 1 – All required fields are marked with a red asterisk.

b. Tip 2 – Be sure to record in a safe place the email address and password you use to create your account, as you will need these to login in the future.

4. The user is then brought to your main account homepage, which is the page that will appear each time the user logs into the site.  (Refer to the “ACCESSING YOUR JOB SEEKER ACCOUNT” section of this reference document to learn more about the homepage.)

SECTION 2 - ACCESSING YOUR JOB SEEKER ACCOUNT

Users will access the Job Seeker account to monitor job application activity, check for alerts/messages, or to update career profile for employers/recruiters to view.  The more current and complete a profile is, the more intriguing it appears to employers/recruiters.

1. From the Career Center homepage, click on “Access Your Job Seeker Account.”

2. Since the job seeker account will have already been created at this point, the user must:

a. Enter the email address and password in the top section called “Existing Users Login Here”

b. Click on “Login to My Account” directly below the password field.

You now see your account homepage as shown below.
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The “My Message Inbox” will contain a welcome message which introduces job seekers to their account and functionality of the board. It will also contain notifications and contact requests from employers. Contact requests will also appear in the “My Contact Requests” box to the top right hand corner of the screen. 
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The “My Job Applications” section will hold the applications for jobs to which the job seeker has applied.   There is an option in which a job seeker can send their text resume and cover letter directly to an employer that has posted a job on the job board.

The “My Saved Jobs” will contain jobs the job seeker has saved to look at again or apply to at another time. 

Edit Job Seeker Account Settings
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Here the job seeker can edit their account information. They will be asked to enter their current password to ensure privacy and security. 

The “My Job Boards” section will display all the job boards powered by JobTarget that the job seeker has signed into. The job seeker can delete their account to specific boards from here. 

SECTION 3 – JOB ALERTS
Job Alerts

Job alerts are notifications of new job postings that match certain criteria selected by the job seeker. They can be sent daily or weekly. Saved Job Alerts will be in the “My Job Alerts” section. The job seeker can “stop” “edit” or “delete” job alerts at any time. 
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To create a job alert the job seeker will set the criteria desired by using the fields under “Create a New Alert”. 

*NOTE* Users will only get a job alert when jobs with those exact job functions, industries, and locations are selected.  Setting up keyword alerts may provide you with more varied results.   

SECTION 4 – SEARCHING AND VIEWING JOBS
Searching for Jobs

Here the job seeker can view and search jobs posted to the job board. They can also save the job as well as apply to the job online by clicking the respective links.
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Please note that when applying for a job, you can submit a text resume or your career profile.  

From here the job seeker may also “Save this Search” and “Save as Job Alert”  
To save the search, click “Save this Search”; the jobseeker will then be prompted to name the search: 
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The saved search will show up in the “Saved Searches” section on the account home page. 

Viewing Jobs
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When viewing jobs, a job seeker can view the job description, details about the job, and get contact details for applying to the job.  The job can be saved to view at a later time.  The job can be e-mailed to the job seeker or someone else and the job can be printed.  You can also apply to the job when viewing it as well.  

SECTION 5 – RESUME/CAREER PROFILE (RESUMES/LETTERS)

There are two options a user has while logged into their account to manage their resume.  

· Uploading an existing document (HTML, TXT, PDF, DOC)

· Create career profile

A user can have multiple resumes/career profiles in their account to use on different occasions, but only one can be public to the resume bank for employers to search through on a site.  All resumes are anonymous to the employers.  In order for an employer to gain contact information, they must submit a contact request.  See employer information below. 
JobTarget uses a 3rd party parsing software that is able to pinpoint specific contact information in a document and hide it from an employer’s view.  While the parse is quite accurate, we provide the user with steps to double check its work before going public with the resume.  Because the way that documents can be formatted, the parser might skip some information.  

When logged into the job seeker account, a user should click on the Resumes/Letters tab to access this portion.  Once on that page, they will be shown the following choices at the top of the page:
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Uploading an existing document

While we accept multiple formats to upload into the parsing software, but DOC and PDF files are the most widely used and accepted by the software.  
To upload, click on the “Upload a Document” button to the left of the screen. 
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The user should browse through their computer to find the file that they wish to have uploaded into the parsing software. 

The document will then upload to the job board, and the user will be brought to a page for reviewing the uploaded material to ensure that it came through properly.  

Take note to the notice at the top of the resume text editor:
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At this time, the user should REMOVE all contact information from the information that was uploaded to the text editor.  Once they have done that, they will be able to move forward to placing the information into the career profile for searching:
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After uploading a document, the user needs to make sure that the information is uploading in the career profile system properly.  This makes the information searchable to employers mining through the resume bank. 
The user should take the time to review the career profile and add/remove any additional information at this point:
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Few things to keep in mind/note about this setup – 

· All fields with the * are required, and a user can not move forward without them being filled in.
· Any information that is not filled in, and is required will be flagged if the user tries to upload the information.  The user must go back and fill in the information that is indicated with the red flag.
· The summary is the piece of information that the employers will see when searching through the resume bank – this should summarize the user.  The section is limited to 200 characters.

[image: image14.png]Enter a brief sumrmary that will be shown to employers on the resume search results page.

Summary

The summary field must be fewer than 200 characters long. Itis 0 so far.





Once the information has been reviewed and the user is ready to move forward, they must click the Save and continue bottom at the bottom of the screen. This is also where the user can choose to automatically make your resume public in the resume bank right away as well.
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If upgrade options are available on the site, then the option to upgrade your resume to featured or preferred status is presented to the user at this time:
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As stated earlier, a user can have multiple resume in your account at one time.  Only one resume can be public, and the rest are just saved in the account.  
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There are always options next to the resume bank for the user to take advantage of.  

· View – this allows the user to view the resume – contact information is included in.  As the job seeker, they can see their own information.

· Edit – a user can go back at any time and edit/update any of the information that they have previously added to the site.

· Delete – a user can remove the resume completely from their account
· E-mail – this allows the user to directly e-mail a resume to an address that they type into the field
· Link – this allows the user to send an external link to someone to view their resume as a web page
· Publish on this site – this option makes the resume public in the resume bank
Employers
SECTION 1 - CREATING YOUR EMPLOYER ACCOUNT

If the user has not already done so, it is a good idea to first create an Employer Account so that they will not have to do so when they wish to purchase a resume, job posting, or other product from the job board.  Creating an account is very simple and user-friendly:

1.  On the Career Center homepage, under the Employer section, click on the “Create Employer Account” link.

2.  The first section will say, “Existing Users Login Here” however the user will want to scroll down to the next section called, “New Users Create An Account.”

3.  Enter all required information.

a. Tip 1 – All required fields are marked with a red asterisk.

b. Tip 2 – Be sure to record, in a safe place, the email address and password the user assigns to their account as they will need these to login in the future.

4.  They will now be brought to the main account homepage, which is the page they will be brought to each time they login.  (Refer to the “ACCESSING YOUR EMPLOYER ACCOUNT” section of this reference document to learn more about the homepage.)

SECTION 2 - ACCESSING YOUR EMPLOYER ACCOUNT

Access your Employer Account to monitor the job activity, check for alerts/messages, or to update the company profile for job seekers to see for a user.  The more current and complete a profile is, the more intriguing it looks to job seekers.

1,  From the Career Center homepage, click on “Access Your Employer Account”.
2,  Since the account is already created, a user just needs to:

a,  Enter the email address and password in the top section called “Existing Users Login Here”

b.  Click on “Login to My Account” directly below the password.

The user will now see the account homepage as shown below.

Please note the following:

Quick Links Actions:

Post a Job:  Brings the user to a page where a job can be posted
Products / Pricing / Specials:  Displays the Products and Pricing page

Search Resumes:  Displays the Resume Bank

Edit Account Settings:  Allows the user to View / update your company information, password, email, etc.

Delete Account – Deletes the account

Current Account Status

New Messages – Alerts or messages from contacts

New Applicants – New applicants to jobs the user has actively posted

Active Jobs – The number of active jobs that the user currently has posted

[image: image18.png]EmployeriRecruiter Section

Career Center Home

My Account

Brostaton $ProductsiPricing R Search Resumes

iy Jobs [ iy Canates |ty Company | iy Teroies | 7z |

My Account

Welcome Andis Vildavs - log out

@ Your "My Account area lets you manage your jobs, candidates, and more. It ives you full control over your recrutment a

from one area.

Quick Links Current Account Status

B PostaJob New Messages 0 messages
$ Products /Pricing / Specials New Applicants: 0 applicants
Q search Resumes At obs 500

v Edit Account Settings

24 Delete Account

These are messages you have received from candidates
Viewing 1-10f 1 messages.

From Tessage Receved

Status T

‘Admin Welcome! May 19-08

siew | reply | delete

New Message | Templates

These are candidates you contacted through the Resume Bank.





In addition to the quick links briefly described in the illustration above, the user also has the option of selecting one of the tabs located at the top of the screen.  Currently, the user would be in the the My Account tab, but to the right of that, they can choose from My Jobs, My Candidates, My Company, My Templates, or Help.

3. My Jobs – Clicking on this tab will bring the user to a page displaying jobs they have posted.  Below is what the header will look like.
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Notice that there are two tabs here:  Active and Expired.  Active jobs are those that the user has posted and are still live on a job board.  Expired jobs are those that are no longer on a job board, as the posting life has expired.

With this header, they have the option of sorting the jobs four different ways – by Position Title, Number of Applicants, Start Date, or End Date.

Under each job listed in the Active screen, the user has the option to
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a) View the posting

b) Delete the posting (removes it from the job board completely)

c) Edit the posting

Under each job listed in the Expired screen, there is the option to
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a) View the job

b) Delete the job from the account history entirely

c) Repost the job (charges will likely apply, based on the job board)

4. My Candidates – Allows the user to browse the resume database and search for job seekers.  A detailed explanation of how to use the resume database is found under the “SEARCHING THE RESUME DATABASE” chapter, but this shows you how to quickly access the database from the My Candidates tab.
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5.    My Company – 
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Description of sections labeled above:

a) This is where the user can create a company profile to provide job seekers more information about their company.  They have the ability to make the company profile available to job seekers within the jobs they post, and if the user uploads the company logo into the profile, the logo will also display, branding the posting to the fullest extent.  To begin, click on “Create Company Profile,” and then just enter information into each field.

b) In My Company, the user also has the ability to add colleagues.  Colleagues are other employers/recruiters that they either grant permission to post jobs on the user’s behalf or request permission to post jobs on the others behalf.  Click “Add New Colleague” to add colleagues.

c) The final section of this screen is called My Account Contacts, and this is where the user can further personalize the account by having different contacts for billing and for resume contacts.  Click “Add New Billing Contact” to add a new billing contact or click “Add New Resume Contact” to add a new resume contact.

6. My Templates –  The user has the ability to save different types of templates for their use at any time.  To view/access the templates, just click on the My Templates tab, and they will see three categories of templates:

a. My Letter Templates – This is a great tool that enables the user to save time when drafting the same type of correspondence multiple times to the same audience.  By clicking on the “Create Letter Template” button, they can draft a correspondence to save for use when they are contacting a job seeker, another recruiter, etc.

b. My Job Templates – This is where the user will find any saved job posting templates.  When posting a job on a job board they have the option at the start to save what they might have entered as a template for later use.  (See “POST A JOB” chapter of this reference document.)

c. My Filter Templates – This is an online application which allows the user to screen applicants with a series of questions that they will define.  When activated, job seekers are required to complete the questions before they can apply for a position the employer posts.  To create questions, click on “Create Filter Template.”  Then follow the step-by-step instructions as prompted.

[image: image24.png]Yes No, True Faise, A/B

Enter questons here that have two possibl answers, one.
of which i the correct one. These can include yesino
questions, true/faise questions, or ofher two-response.

Queston

e [ ————
indicates that all candidates that choose that option will be disqualified from consideration. Points may
B e e o .

v ] oisquaier T poims
2 ] oisquaier I pomso_]

RequireResponse | @ yes € No

Create Question





Tip 1 – If “Disqualifier” is checked then anyone who selects that answer will automatically be disqualified from the application process.

Tip 2 – The user can assign a point value to each answer.  In the final screen, they will be able to set a minimum point requirement, disqualifying anyone who fails to meet the minimum that they have set.

Once the user has selected the type of question they would like and filled in the information they want prompted to applicants, they must click the “Create Question” button.  
They will then be brought to:
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Here they have three options as labeled above:

a) Create more questions 

b) Edit a question they’ve already created by clicking “edit” on the right

c) Save the filter by giving it a Name and, if desired, assigning a cut-off score as described above.  Click the “Create Filter” button when they are ready to save.

7. Help – Should the user run into any questions, you can always submit a help ticket for response from our Employer & Job Seeker Specialists.

SECTION 3 - SEARCHING THE RESUME BANK

One of the greatest benefits is that a user can browse through an unlimited number of resumes, but only pay a resume-purchase price when they have successfully established contact with a job seeker.  In other words, they can browse and review resumes, send the job seeker a message to inform him/her that they are interested, and they will not be charged unless that job seeker accepts the contact request for further discussion.  If they decline interest in the position or company, the user will not charged at all.

To access the Resume Bank from the Career Center homepage, click on the top link titled “View the Resumes” under the employer/recruiter section.  The user will then be brought to a page similar to the one below.  (Check on the top of the page to see whether or not you are logged in.  If not, it is a good idea to go ahead and login now.)
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This is the main page where a user can begin searching through the resumes that were directly posted to the job board and that were posted to the JobTarget Network.  Please note that if the user has a credit or subscription for resumes on the site that they are using, it is only good for those resumes that are directly posted to that site – not Network resumes.

At the bottom of the page, the user can either click the “Search” button to view all resumes directly posted to this board or they can filter the resumes by entering keywords, selecting a location, or any of the other search criteria laid out by the site.  If they have decided to filter the resumes by one or more of the options above, once they have put into place the filtering criteria, click the “Search” button to see the resumes that match the criteria they’ve entered.

The results will show the candidates that matched your criteria.
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To view a candidate’s profile, just click on his/her Current/Recent Position.  (Only nicknames are displayed, as personal information is only released upon acceptance by each candidate.)  If the user is interested in adding a profile to their resume cart and then contacting the job seeker, they can do so by scrolling to the bottom of their profile and clicking on the button “Add to Resume Cart.”
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It is here that the user can also print out the profile for later consideration, forward the profile to someone else that might be interested in it, or pick a rating for the profile so for future searches, they can remember which profiles they did and didn’t like.  

At any time, the user can return to the search results, or proceed to their resume cart by clicking the appropriate tab located toward the top of the screen.
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In some cases, after reviewing the resume results, the user might not find candidates who match the qualifications they are seeking.  If this is the case, they can check to see if the job board participates with network resume sharing by looking for the Network Results tab in the resume search results.  Please note that not all job boards participate with resume network sharing.
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They can search all results or filter results in the same fashion as they did in the previous screen, and then view/contact candidates just as previously outlined.  To return to the resume database of those directly posted to the job board the user is visiting, click the “This Site’s Results” tab.
When they have completed searching through resumes, and they are ready to contact job seekers, click on the Resume Cart button to view your purchases.
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When he user has reviewed their resume cart and are ready to contact the checked candidates, they can click the “Contact Checked Candidates” button at the bottom of the page, and then just complete and submit the form on the following page to alert the checked job seekers that they are interested in them.  When they have successfully placed the order to contact the job seekers, they can return to the resume cart to contact job seekers for the next position, following the same procedure of selecting/de-selecting job seekers as above.

A quick way of returning to the resume cart is by going to the My Candidates tab.  See instructions earlier in this guide for accessing and using your My Candidates tab.

SECTION 4 - POSTING A JOB

Posting a job is extremely user friendly.  From the Career Center homepage, click on the second link under the Employer/Recruiter section called “Post A Job.”  If not already logged in, the user will be instructed to do so.  Once logged in and on the job posting page, the user will see this section at the top of the page.
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These are the types of job postings offered.  Any specials are listed first and then the standard products will follow.  Thus, Posting Specials A & B are listed first, as they are being offered as specials, and then the Single 30 & 70 Day postings are listed, as they are standard job posting products.  The user should select the product they would like to purchase for the posting by clicking in the bubble to the left of the appropriate product description.  In this example, Posting Special A is selected.

At the bottom left of this little section, there is a link for “View complete product list.”  This will take the user to a separate page called “Products/Pricing” to view all of the products offered on the job board (if the site have any banner products, resume products, etc.).  As this does take the user to a separate page, it is not recommended that they click this link if they have already begun filling in information for the job posting.  The next chapter will describe another means for reaching the Products/Pricing page, and it will also describe the different areas of the page.

The section under the “Type of Job Posting” section is called “Settings,” and it looks like this:
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Information that the user enters in this area will be visible only by them.  The Job Name they enter will be a way for them to recognize the job in the My Jobs section after its been posted.  Notice that there are three options that can be selected:

a. Save As Template – This would save the job the user is posting as a template for later use.  This might be helpful if the user find themselves consistently recruiting for the same job type.

b. Anonymous Posting – If the user does not want their company name listed, select this option to have the job anonymously posted.

c. Include Company Profile – This option is a great way to market the users company to job seekers by having their company profile available within the job posting for job seekers to view.  If they uploaded the logo in the profile, this will also appear.  This option is highly recommended to show job seekers what makes your company so unique.  The user can create/update the company profile in the My Company tab, which is described in the “ACCESSING YOUR EMPLOYER ACCOUNT” chapter.

Under the Settings section is the Job Basics section.
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The information the user enters here WILL be visible to job seekers.  All fields marked with the red asterisk are required.

Beneath this section is the Job Details section.
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Information that is entered here will further define the job offering to weed out people who do not hold the minimum qualifications or who have higher demands of salary, job duration, etc.

The next section is Location, and this is where the user specifies the city, state, zip code, and country for which the position will be located in.  This will be used to filter the job when job seekers are looking for jobs in a certain area.

[image: image36.png]Location

Tellus where the ob wil be located

You have not entered any locations.
Please use the form on the rightto add one.

city:

State:

Zipipostal
Code:

Country:




Important!  Be sure to click the “Add Location” button when the city, state, zip code, and country have been entered in. 
After the Location section, the user needs to complete the Contact Information section.  Information that is entered here will instruct job seekers as to how they should apply for the job.  All of this information will appear publicly to job seekers, so the user needs to be sure that  only the information that you want is entered for the live posting.
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The final section to be completed before posting a job is the Applications section.  
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Here you specify whether or not you want to allow online applications.  If do allow online applications, job seeker cover letters and resumes will be emailed to you in text format.  You have the ability to specify who you would like the online applications emailed to.  You can either select a stored contact from your account (i.e. Andis Vildavs in the above graphic) by clicking in the checkbox next to their name, or you can add a new contact by filling in the information on the right and clicking the “Add Recipient” button.

If you would prefer that candidates apply directly to you by sending you their cover letters and resumes via email, fax, or postal mail, then remove the checkbox from “Allow Online Applications” and be sure that you have filled in the information in the previous Contact Information section.

When the user has completed the job posting, they can either preview the posting to see how it will appear to job seekers by clicking “Preview” or they can click “Post Job” to proceed to checkout.

After clicking “Post Job” on either the job posting screen or preview screen, they will likely be offered an upgrade or two, which they can either accept or decline.  The final checkout page will display the charges and payment options for the order.  Note that this is the screen where the user would enter any coupons they might have, should the job board be doing a special promotion.
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SECTION 5 - PRODUCTS/PRICING PAGE

On the Career Center homepage, the Products/Pricing page is the third option under the Employers/Recruiters section.  Click on the link to be brought to the Products/Pricing page, which lays out the different products available and their corresponding prices.
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As you can see above, the products are organized into categories to make it easier for you to browse.  To buy any product, just click the “Buy” button on the right under the cost, and you will begin the order process.

-ADDITIONAL QUESTIONS-

As always, if you have any other questions at all, please feel more than welcome to contact an Employer & Job Seeker Specialist at 860-437-5700 or custserv@jobtarget.com.






























Search for specific Job Seekers you have saved in your Resume Cart





Browse through Job Seekers you have saved in your Resume Cart





Access the shared resume network, if applicable





Access the resumes directly posted to the job board





(a)





(b)





(c)





“Yes” will make it mandatory for job seekers to answer the question.  “No” will make it optional for them to answer.





This is where you specify which question # you are creating.  (You’d begin with 1, then work your way onward to 2, 3…)





Here, you can select the format for the questions that you like the candidates to answer.
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Be sure to enter any coupon code you have here EXACTLY as it appears (case sensitive).  The button “ADD COUPON” must be clicked to apply the discount. 





Here, you specify whether you are paying via credit card or buy check/invoice.





Specify whether you would like your receipt or invoice mailed to you at your primary address or to a different contact/address.








PAGE  
1

