Add Job Postings on http://healthcarejobs.org
(Print This Document For your records)

Add and manager your job listings and manage applicants that apply for jobs on this site. Remember, an email with
resume attachment is sent to the email address listed on your job posting registration for each applicant that applies
for your job postings. Review the applicant's resume to determine if you wish to contact that person for an
interview. Post unlimited jobs on this site, they are automatically removed on the date that you specify.

1. Visit the Health Care Jobs Add a Job Page at the following web address: http://healthcarejobs.org/add_job.htm
2. Please enter your User ID and Password once you enter the Add Jobs page. (See below)
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Log into any of the functions belaw to add and manager your job listings, and to manage applicants that apply for jobs on this site. Sign in with the user name and password
that you established when you registered. It takes between 24 to 48 hours from the time you first submit your registration for us to approve and activate your account.

Your account wil typically be activated the next day.

An email with resume attachment is sent to the email address listed an your job posting registration for each applicant that applies. Review the applicant’s resume to
determine if you wish to contact that person for an interview. Post unlimited jobs on this site, they are automatically removed on the specified date. If the job is filled,
remove the posting through the “Manage Jobs™ function. call 412-494-6926 for assistance.

o Add Jobs {Past new job vacancies on this site]
New Release o Manage Jobs {Monitor, remove, add, and modify listings as needed)
* Manage Applicants (Review all applicant's initial date submissions and resumes)

HEAL‘I‘H ® Go to Job Listings (Master Job Posting List)
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 _MEW/ Sign up for our expanded paid job listing service for critical job vacancies.
Add Jobs

Use this form to add jobs to our jobs list. Applicants apply online and send you their resume via an email attachment. Sign in with the user name and password that you
established when you initially registered. Only submit jobs related ta the health care industry.
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3. Now that you have entered your User Name and Password you are now able to post jobs to our site. Basically, Now
you will see a blank template. Fill in the applicable fields with your job posting information. Important: Position Id,
Job Id, Location, and Expiration Date are REQUIRED fields. Add an appropriate job description, experience,
requirements, and contact information. (See Below)
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4. Important: Once you have posted your job information make sure to check the box that reads Check To
Publish Immediately. If this step is not done your job information will not post to the site. While there
are reasons why some companies will not want to post immediately due to information changes etc. please
remember to check the box when you intend to publish change.

5. Then Click the SUBMIT Button to add the job to our site. (See Below). It’s as easy as that to post a job.
Feel free to add as many jobs as you like to our site.
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For more information visit http://healthcarejobs.org . You can also post jobs on our environmental health and
safety web site located at http://ehsjobs.org using this same process. You must register separately for each
service.

Our other web sites are located at:

Environmental Health & Safety Career Center — http://ehsjobs.org
Federal government Career Center — http://federaljobs.net

Federal Employees Retirement Planning — http://federalretirement.net
Post Office Jobs Career Center — http://postalwork.net

Company Web Site — http://bookhavenpress.com

This free job posting service is provided by Bookhaven Press LLC
REFERENCE Information
Annotate your USER ID and Password here for future reference:

USER NAME:

PASSWORD:

If you have any questions about our job posting service call us at 412-494-6926 Monday through Friday 8 am to
5 pm EST.
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