Process for Creating a New Job Order (staff)
Log on as staff
Manage Employers > Assist an Employer
Enter employer name (or other search method) to find the employer account
Go to the job order section to create the new job order.  You can either click Job Orders in the action column in search results or go to:  Human Resource Plan > Job Order Plan > Job Orders
To create a totally new job order, click Add New Job Order
The “preferred method” is to use the Manual Entry Custom Job Order.  This option takes more time but generates a much better job order. (This is the default option on the live site.)
The Manual Entry Custom Job Order process is as follows:  (this system uses a “wizard” process)
· Enter job title - this should generate some suggested occupations, if not, click Search for an occupation
· Agency Job ID is not required.  This would be something like the company’s position number
· Select Location/Work Site for the job – if work site is not listed, click Add New Location and complete the New Location steps.  (Be sure to select the new location for that job order.)
· Select Contact Person for this Job – if contact is not listed, select Add New Contact
· Set Job Order Information to be Displayed Online.  Note: In general, Display online to job seekers should always be Yes.
· Complete job details section
· Positions – actual number of open positions being recruited for
· Display dates should never be over 60 days
· Job Description – can copy and paste from another document, can hand type description, or can Insert Sample Text (based on the occupation/O*Net code from the first page).
· Skills Set – pre-checked is the default skills (from the occupation/O*Net code from the first page).  The default skills are by far the easiest method to add skills.  Technical and other skills are not required.  The selected skills can be reviewed and modified in the next option/page.
· Complete the Hiring Requirement (not required), Minimum Education, Experience, & Age Requirements.  Please note: if age requirement is entered a reason must be given.  Driver’s license can only be required if driving is a part of the job responsibilities.
· Compensation and Hours – Salary is not a required field but is strongly encourage. The benefits list is generated from the employer’s registration profile
· Job application method – default is “Provide a VWC Resume Online (recommended)”.  I do not recommend this option be selected.  Work with the employer to determine the method(s) they wish for candidates to select.
· Job Order Upload Options and Other Information.
· The Staff Information section only will display when staff are creating the job order for the employer.  The employer will not see/use this section.


A quicker process to create a job order is to copy a preexisting job order.  If the employer already has a job order similar to the one needing to be created do the following:
· In the job order section, click Show Filter Criteria
· Change the Job Order Status from Active to Any
· Click Filter
This will show all job orders in the employer account.  If the new job order is the same as an older job order you can click Copy in the action field.  You can then select “Copy job as is (exact copy)” or “Copy job with advance options”.   The advance options will allow the staff (or the employer) to view and, if needed to change various job sections.
[bookmark: _GoBack]
Another job order creation option is: Manual Entry Basic Job Order
This option is quicker but does not give a quality job listing.  The only sections included in the Manual Entry Basic Job Order are:
· Job Title and Job Occupation
· Job Description
· Compensation and Hours
· Skills (default from the O*Net code)
· Minimum Education, Experience, & Age Requirements and Transportation Requirements


Some important things not include in the Manual Entry Basic Job Order are location, contact person, and the application method.


