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Employers - Posting a Job

Video Transcript
1. Introduction
1.1 Introduction

Geographic Solutions’
Learning Center

Creating and Posting
Job Orders for Employers

| i

Transcript:
Welcome to the Learning Center. In this video, we will demonstrate how
employers create and post job orders to fill their company vacancies.

Let's take a closer look at how employers can create and post job orders.

Please note, your actual system settings and options may differ from those
shown in this video.
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1.2 Importance of Creating Job Orders

o | Importance of Creating Job Orders

Theseareyour,  JOD Details

Downtowg
400 44
Tompa,  *Positions: | 1 i
* Earliest date to display this job order | 2001 8] oy
on the system:

*Last date this job order will be
Contact B displayed on the system:

*Type of job:
* Full-Time or Part-Time:

* Work At Home:

* Anticipated job duration:

cted

Does this job fall within any of the | Nene Sele

g

*Maximum number of applicants you [ 55 | .0
would like to consider at this time: s

Transcript:

Employers that register in the system to create job openings and look for
qualified candidates are known as recruiting employers.

Recruiting employers can quickly post job openings that attract qualified
candidates. Jobs are created using a step by step process known as a wizard
tool. As employers complete information by navigating from page to page,
the system will save the completed pages. If employers are unable to
complete all pages of the wizard, they can return later to finish all the steps.

The job order is designed to identify the best qualified candidates in the
system. This video will show how this process works.
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1.3 Where Do | Create Job Orders in My Employer Account?

« | Where Do | Create Job Orders in My Employer Account?

Employer Identification

Vi

" "Manage Jobs
Candidate Search

Employer Resources y -

Employer Portfolio >

v Employer Profiles
Corporate Profile

[l Search History Profile

Communications Profile

v Human Resource Plan
Job Order Play
<

Recruitment Plan

Transcript:

Employers must be a system registered employer to post a job order. As
part of this process, employers must be verified by a staff member before
the system will allow your job order to be viewed by job seekers.

Employers can create job orders by accessing the Job Orders tab. There are
multiple ways to access this location. One way is to click on Manage Jobs in
the Quick Menu, or click Employer Portfolio. The Employer Portfolio shows
all features available to you. Navigate to the Job Order Plan, and then the Job
Orders tab, to begin the process of creating a job order.
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1.4 Job Order Options

((] | Job Order Options

o ler - Build your new Job Order by transferring the information from an existing Job
¢ Job # plate
Chef »
REMINDER: You have ‘% the create date to compete the job order wizard before 1t ks deleted from the systen

Exews
Next >>
We value your input, did you find what you were looking for?

About Settings Services Legal Resources 14 Marketing

Sign Out Accessibility For Individuals Privacy Protect Yourself Contact Us

Home Statement For Emplayers Statement Feedback 400 BawBad - '

Sice Map Preterred Labor Market Terms of Use Assistance =l O chat

Site Search Settings Disclaimer

Submit
O chat
Transcript:
.

You can click the Add a New Job Order button to begin.

This goes to the first page of the Job Order Wizard form.

From here, there are five job order options: Manual Entry Basic Job Order,
Manual Entry Custom Job Order, Copy Existing Job Order, Create Job From an
Existing Template, and Create Job From one of Your Templates.

Basic is a shorter form that enables you to finish and post your job order
quicker. It includes some default settings and asks less information. In
comparison, Custom is a longer form that allows you to elaborate on your
candidate expectations.

Copy Existing Job Order is the easiest and quickest job creation method. If
you have a job order already, copy it. You can make edits as needed.

Creating a job order from a system template or one of your templates are
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two quick methods to build a job order. They are located in the Job Order
Templates tab.

1.5 Walk-through

Walk-through

Transcript:

Let's review how to create a job order in more detail.
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2. Posting a Job Order

2.1 Manual Entry Custom Job Order Steps

= Mew @ Home @ Accessiiity @My Dashbowrd [P SignOut & Services for Indviduials BB Services for Employers 13 Labor Market Analysis

A %
W) Marketing
Step 1 of 10.

Please select a title and occupation. Click Next to continue.

« Indicates required fields. For help click the information icon next to each section.

If you are 2 H-28 emplover. please click here,

Job Creation Method

® Manual Entry Basic Job Order - Minimal Data entry will use some default settings

O Manual Entry Custom Job Order - Build your Job Order using a step-by-step data entry process. More
Flexibility and custom settings

O Copy Existing Job Order - Build your new Job Order by transferring the information from an existing Job
Order (quickest)

QO Create Job from Template

Job Title

O chat

Please accurately describe the position in the job title as this will be searched by individuals using keywords. As you are'@

Transcript:

After selecting the creation method, other options on the first page of the job
order wizard asks you to identify a job title and an O*NET occupational code.
For jobs like “nurse” or “office assistant,” as you type characters, the system
provides options. Select the appropriate job title. This step is very important
to attract qualified candidates.

The system uses O*NET occupation codes as a method to find qualified
candidates. A suggested O*NET code may appear already after completing
the job title, or you may have several options. If you have options, select the
one that best fits the job order. You can also click Search for an Occupation
if no occupation code comes up. Once an occupation is identified, click Next
to proceed.

You may have some job order customizations. This video will discuss only
the required questions related to the wizard.
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Click Next, and the system will move to Step 2, and additional questions.

2.2 Locations and Contacts

= Mew  fHome @ Accessibiity @My Dashbosrd [P Sign Out & Services for Individuals BB Services for Employers 1 Labor Market Analysis

@Marketing

Step 2 of 10.

Enter the location/worksite for your job order. Click Next to continue.

Job Title: Chef

» Indicates required fields. For help click the information icon next to each section.

Location/Work Site of this job

These are your currently active location/worksite. Please select a location for this job.
@® Downtown QO lron Griddle
400 4th St 400 Bay Blvd
Tampa, FL 33602 Tampa, FL 33602
Contact Person for this Job
O chat
[ =}

Transcript:

In this step, you can verify the worksite where the job opening is located, and
the primary contact person. Default locations and contacts will appear based
on registration information. Additional locations and contacts can be added
here by clicking the links.

A link at the bottom of the page, Exit Wizard, enables you to exit the form
before the final step. This will automatically create an Incomplete Job Order.
You can return later and continue from the page where you left off.

Click the Next button to continue.
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2.3 Job Details

= Mew  fHome @ Accessivity @My Dashbosrd [P Sign Out & Services for Individuals BB Services for Employers 1 Labor Market Analysis =

Step 3 of 10.

Enter job information. Click Next to continue.

Job Title: Chef

» Indicates required fields. For help click the information icon next to each section.

Job Order Information to be Displayed Online

i)
Display online to job seekers: ® Yes O Mo
Display your company name: (Confidential) ® Yes O No
Display worksite full address: ® Yes O No
Display worksite street address: ® Yes O No
Have a local workforce staff member screen () Yes @ Mo
your applicants: (Suppressed)
Job Details
-
O chat
* Positions: 1 e Gag
Transcript:

In Step 3, you can provide some important information about the job order.

Information to be displayed online is how you want your company to appear in
the job order. Do you want your name and address hidden or accessible?
You may want workforce staff to review all applicants instead of doing it
yourselves. You must select the radio buttons based on how you want to be
visible to job seekers.

Job Details includes job characteristics, such as number of positions, date to
display, job type, work at home, full or part time positions, special categories
and the number of applicants you are willing to consider.

Click Next to move forward to the next step.
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2.4 Job Description

= Mew  fHome @ Accessivity @My Dashbosrd [P Sign Out & Services for Individuals BB Services for Employers 1 Labor Market Analysis ]

Step 4 of 10.
Please enter a job description o click the Insert Sample Text link. Click Next to
continue.

Job Title: Chef

+ Indicates required fields B For help click the information icon.

Job Description

*Job Description
Click the Insert Sample Text link to insert the occupational description or create your own job description by entering the
text below.
Some HTML tags such as embedded videos are not allowed in this text box and will not be saved.

BI UL E =2 28 3= =0MmE
: AR v o

O chat

Transcript:

The Job Description, enables you to be informative in explaining the
requirements and tasks of the job, what is expected of a successful candidate,
and any interview expectation steps. Links at the bottom enable you to

paste any saved text, use an O*NET job description based on the occupation,
and other tools.

When complete, click Next to continue.
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2.5 O*NET Skillsets

= Mew  fHome @ Accessivity @My Dashbosrd [P Sign Out & Services for Individuals BB Services for Employers 1 Labor Market Analysis ]

Step 5 of 10.
Please select which option you would like to use to add skills to your job order
Click Next to continue.

Job Title: Chef

« Indicates required fields. For help click the information icon next to each section.

Skill Set Select Method

* Please select the method which you would like to get a list of
skills for:

(® Use the default skills for the occupation
(O Copy the skills from an existing job order to this new job order
O select skills for this job from a list of all available skills

O Do not define any skills for this job

Tools and Technology Skills

O chat

Transcript:

The system works closely with O*NET skill sets. You can create skill sets to
find qualified job seekers. This enables you to add or copy a skill set using
multiple methods. Additional search tools include O*NET Tool and
Technology sets, which add more matching criteria so you can make

educated decisions. Information can also be provided on any special skills
that are necessary.
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2.6 Skillset Review

= Menw  fbHome @ Accessibiity @My Dashbosrd [P Sign Out & Services for Individuals 4Bk Services for Employers 134 Lsbor Market Analysis

Step 6 of 10.
Please select which skills you would like to use to add to your job order. Click Next
1o continue.

Job Title: Chef

+ Indicates required fields B For help click the information icon.

Select Skills for Job Order

elete All Saved Skills

[ General Skills (4)

[ Computers & Mathematics (0)

¥ Construction (2)

[ Education & Social Services (1)

[# Entertainment & Media (0)

[ Einanclal Services (0)

[ Agriculture & Wildlife (0)

[ Healthcare (0)

[ Legal & Protective Services (0)

£ Management & Office Services ($)

[# science & Engineering. (1)

[ Service & Sales (23)

[ skilled Trades (3) =
[ Transportation (1) . o chat

Transcript:

Step 6 enables you to review and edit your completed skill set.

You can also build Tool and Technology Sets which are useful in finding
qualified candidates.

Once these are in place, click Next to move forward to the next step.
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2.7 Additional Requirements

= Mew  fHome @ Accessivity @My Dashbosrd [P Sign Out & Services for Individuals BB Services for Employers 1 Labor Market Analysis =

Step 7 of 10.

Please enter the additional job order information. Click Next to continue.

Job Title: Chef

« Indicates required fields. For help click the information icon next to each section.

Hiring Requirements

Check any hiring [[] Drug Testing/Screening
requirements for this ] g, 4 ground Checks (at WorkOne Office)
job:
! [0 Credit Checks (at WorkOne Office)

[ Reference Checks

[[] Motor Vehicle Record Check (at WorkOne Office)

[] other(specify)
*Test Requirement: No test required -

O chat
Transcript:

Step 7 is designed to identify the necessary candidate requirements.
Requirements are divided into different sections, including:

e Background, Drug Testing, and Reference Requirements
e Education, Experience and Age Requirements

e Minimum Months of Experience and Education

e Licensing Requirements

eJob Accessibility, and

e Typing Speed and Security Clearance.

Some information is required and some can be skipped. Based on the job,
this is useful information to know from every job seeker before they apply.

Complete the Captcha at the bottom of the page and click Next to move
forward.
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2.8 Compensation and Hours

= Mew  fHome @ Accessivity @My Dashbosrd [P Sign Out & Services for Individuals BB Services for Employers 1 Labor Market Analysis =

Step 8 of 10.

Enter job information. Click Next to continue.

Job Title: Chef

« Indicates required fields. For help click the information icon next to each section.

Compensation and Hours

Employment Wage Statistics

This section shows the estimated employment wage statistics for individuals in Hillsborough County employed for Chefs
and Head Cooks in 2012. Use the sliders to adjust the Minimum and Maximum salary you wish to offer candidates.

Entry Level Experienced
$27,681.00 $50,987.00
a
Lowest Advertised Mean Highest Advertised
$13,840.50 $41,920.00 $58,27086

Q@ Use the sliders to adjust the Minimum and Maximum salary you wish to offer candidates. Job postings that meet or i) ichap
market average will attract more applicants

Transcript:

In Step 8, you can identify salary, shift information, and benefits.

Under Compensation, you have 3 options: identifying a single salary rate, a
salary range, or no salary at all.

A Compensation Salary Slider makes the job of identifying minimum and
maximum salaries easy by allowing you to show different salary
requirements based on experience.

Additional information can be provided on shifts, pay types and hours per
week.

Job applicants may want to know what additional benefits are available. The

bottom of the page enables you to list benefits, like insurance and paid time
off.

Click Next when you are ready to move forward.
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2.9 Application Methods and Question Sets

= Mew  fHome @ Accessivity @My Dashbosrd [P Sign Out & Services for Individuals A8 Services for Employers 1 Labor Market Analysis ]

Step 9 of 10.

Enter job information. Click Next to continue.

Job Title: Chef

« Indicates required fields, For help click the information icon next to each section.

Job Application Methods Accepted

« Check the methods that individuals may use to apply for this job
Provide an 14 VOS Resumé Online or uploaded Resumé (recommended)
[ Provide an 14 VOS Application Online
[ Via Email (MAlverez@gsi.com) Edit
[ 8y Mail: (400 Bay Bivd, Tampa, FL 33602) Edit
By Fax (the contact for this job does not have a fax number) Edit
[J By Phone: ((813) 555-1212) Edit
E] In Person (400 Bay Blvd, Tampa, FL 33602) Edit
[ At the Nearest One-Stop
[ via Company Website (Address provided below)

e.q.(http;//www.applicationwebsite.com)

O chat

Enter a brief description of the application process: (2500 characters max.)

Transcript:

In Step 9, you will be asked to:

e Identify the acceptable application methods. By default, résumé is checked,
but other methods may be selected.

e Select the default information required from all applicants, such as
education and employment history.

e Include an Interview Question Set as part of the application process.
Question sets are part of the system and they can provide additional
insights about each applicant.

e |dentify how you want to be notified when job seekers apply.

Click Next to continue.
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2.10 Upload Options

= Mew  fbHome @ Accessibiity @My Dashbosrd (9 Sign Out & Services for Individuals 4 Services for Employers 134 Lsbor Market Analysis

@Marketing

Step 10 of 10.
Please enter the additional job order information. Click Finish to create your job
order

Job Title: Chef

« Indicates required fields. For help click the information icon next to each section.

Job Order Upload Options

Which sites would you like to upload your job to?
[ National Labor Exchange (visit)
Note: By checking the National Labor Exchange box, your job order will be uploaded to the National Labor Exchange, which may
share it with other sites
Other Information O chat

Transcript:

Step 10 asks you if you want to upload your job order to other job boards.
Additional questions are asked to better identify job order characteristics,
such as whether it is a Federal Contractor job or an H2-A or H2-B defined
position.

This is the last page of the job order. You can also preview the job to get an
idea of how it will appear to the job seeker.

When completed, click Finish at the bottom of the page.

©2021 Geographic Solutions, Inc. Page 15 of 18



Geographic
" Solgtlons
2.11 Final Job Order Review

= Mew  fHome @ Accessivity @My Dashbosrd [P Sign Out & Services for Individuals BB Services for Employers 1 Labor Market Analysis 2

Use this form to review the job order information.
You may use the links below to jump to a specific section for review. To modify this
job order, click the Edit link underneath the section you want to edit

[Job Title and Occupation | Location/Work Site of this job | Contact Per
Job Details | Job Description | Skills | Other Skills | Hiring Requirement:
Age Requirements | Transportation Requirements | Compen:

on for this Job | Job order information to be displayed online |
| Specialized Requirements | M

mum Education, Experience &
tion & Hours | Benefits Offered | Job Application Methods Accepted | Job

Apgplicant Information Needed | Application Question Set | Applicant Notification Method | Job Order Upload Options | Other
Information ]

B For help click the information icon.

Job Order Number 159

Job Order Summary Image

job order and when the view your Job
ovide an image the systel

I automatically attempt to locate one related

mpany from th ernet for you. Changes made to Hide or Display the company logo on this

job order will be company wide and will Hide or Display the company logo for all job orders you have in
the system

Using the link provided below, you may edit this image or select to have no image shown by selecting
“Don’t show."

@ Show Job Order Summary Image

Don't Show Job Order Summary Image

[ Edit Job Order Summary Image Settings |

Transcript:

Once the job order steps are complete, there is a section-by-section edit
page that shows the information provided. If the job order is acceptable,
there are multiple buttons at the bottom of the page, including:

eView any Applicants for the position.
e Preview how the job will appear online.

e Conduct a cold search for candidates.

eTurn the job order into a template for future use on similar job orders

e Copy the Job Order, Print the Job Order, and Print a QR Code of the job
order,

e Conduct a résumé search of candidates that match the job characteristics,
or simply

e Return to the Job Orders tab.

Let's select Return to Job Orders.
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2.12 Job Orders tab

= Mew  fbHome @ Accessibiity @My Dashbosrd [P Sign Out & Services for Individuals 4B Services for Employers 134 Lsbor Market Analysis

Application Questions Job Skill Sets Tools and Technology

B For help click the information icon.

& Show All Jobs Filter Criteria

Results View: Summary | Detailed
To sort on any column, click a column title.

# | JobTitle | Employer On:line System | Created | Inactive | Actual Views Applicants Action | Select
Job Status | Status = Status After Close L]
Date

159  Chef Openand on- Openand  5/28/2021 7/27/2021 N/A 0 Q
available  line available

Transcript:

The new job order appears in a table, and it includes:
¢ Job Title, which is a link to edit or view

e Status

e Creation Date

e Inactive Date

e Close Date

e Number of job seeker Views and Applicants

e Action column that includes Copy the job order and make another one, Edit,
Delete, Conduct two different candidate searches, review any applicants,
preview the job order, and convert into a template.

You may wish to return often to check on applicants or make modifications.
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3. Conclusion

3.1 Conclusion

Geographic
" Solgtions®

Building Integrated Workforce Development Systems

Transcript:

This concludes the “Creating a Job Order” video presentation.

Be sure to access the Learning Center to explore other system features.
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