
Job Postings 
 
1) Click “Job Postings” on the shortcut menu on the left-hand side of the screen 

2) Click either blue button (“Add Job Posting” or “Manage Job Postings”) 



3) Enter the title of the job and a description. 

4) Enter what category the job falls under and whether it’s part-tme, full-time, etc. 



5) This is very important—enter in the dates you want the job posting to run on the Chamber web-site.  You 
 need to choose each week you want the ad to run. 

6) You can  upload your company logo to appear along with the job posting.   


