Creating and Editing Jobs

Below are some instructions and tips for creating and managing your jobs in eRecruiting Standard.

Creating Jobs in eRecruiting Standard:

1. From the Home Page, select a school name under Access your Schools

2. Navigate to the Jobs section and click on the link to “Create a New Job”

3. Fill in all required field information

4. Select your preferred application method

5. Answer whether you will be interviewing on-campus

6. Select any desired qualifications and click “Save” to save your job

Editing Jobs in eRecruiting Standard:

1. From the Home Page, select a school name under Access your Schools

2. From the Jobs section, select the Job Title

3. Click the “Edit” button and make any changes to the job

4. Select “Save” to save your changes

**Additional Tips: 

· Interview Schedules and Information Sessions - If you are planning to interview on-campus or host any events on-campus, you will need to contact the career center to have them set up your schedules/events.

· Copying Jobs - You can copy your jobs to easily re-create jobs for different recruiting seasons by following the editing steps above and selecting instead to “Copy” rather than “Edit”.

· Apply Dates – The school career center is responsible for setting your apply dates for you.  If you have questions concerning the application date information, please contact the school directly.

· Closing a Job – The career center is responsible for closing the job for you once your recruiting is complete.  If you need to close a job early, please contact the career center directly to notify them of this change.

