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Create a job

Title ags

Project Manager - Viaan...
Expires on O 10, 2017

®, Latest logs

Status
e Cllent Advisor - Medisch... 'i- Valerie Lambert changed the  Cresed 10 minutes ago
o o stage of Katla Chombart from New to Viewed for
¥ Spontaneous Application,
Payroll Consultant Hasselt

Expires on Oct 6, 2007

Jessics Bonadonna has uplosded aCrested 2 howrs ago
new document for Payroll Consuitant - Lidge

£xpires on Oct 5, 2007

Payroll Consultant - Udge I |essica Donadonna

e Isabeflo Wandesmal sent an emal| Crased 2 nows ago
' to Jessica Bonadonna,

Customer Care Officer- ..,

Business Project Manage... odernidreMisaajour.pef

expreson Sop 28,207

Cheo/Chéve Jessica Sonadonna,Nows souhaitans
View all Vous remartuer pour yotre candiditive pour I
fanction de Payroll Consultant - Uége
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Recruitment software made simple.

In the Jobs menu, you can also click on “Create a Job” on your left corner.

Create a new job [ Dl |
e Create job

English % + Add a translation

&= Jobs

Create a job Requirements

Job Titie *

I

Workflow

Short Description *

Full Description *

Publish
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Step 1: “Create job”

When filling the mandatory fields, please bare in mind the meaning of each section:

Public Job Title: The title applicants will see when you publish the job.

Short Description: A generic perspective of the job responsibilities and purpose.
Full Description: The detailed job description and its requirements.

Job Level: The seniority level and experience the job requires.

Education Level: The desired academic degree level the job requires.

Hourly Type: To indicate if the job is Full-Time or Part-Time.

Contract Type: The type of contract you are offering to potential applicants (E.g. Contract Duration).
Sectors: The industry sector the job relates to.

Functions: The main functions the job will demand.

Languages: The spoken languages the job requires applicants to have.

Location: Where the job will be located.

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com
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Step 1: “Create job”

Job Category

First of all and at the request of several customers, we are introducing a new notion of "Job Category".
This notion will allow you to segment your job opportunities on your Career Page according to your specific activities.
Here's how to use them :

Tag definition :

- First, go to : Menu > Company Settings > Tags > under "Job Tags" tab
- There you can define two types of Job Tags: "Public" or "Non public"

The "Public Job Tag" will be published on your Career Page under "Job Category" while the "Non public Tags"
will only be used as tags within the application (Similar to Talent tags).

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com
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Address *

Indiquez un lieu

Reference Tags/job category

A Are you sure you want to publish a job without public Tags/Job category ?
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Contact Information
First name Position Title

Photo

_ No file chosen
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Requirements

O Talents need to upload their CV
Talents need to upload their Cover letter

Questions
Add your question

Add gquestion
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In Review Screening Interview Offer

2-Enrevue 3-Screening F 4. Interview F 5 - Offre &z

Add a substage + Add a substage +
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Banner i Take the default barvier
Drop image here or dick to uplaad

Usually i 1170%300 format, Please note that we'll
ondy reduce the wigth to 1170px If necessary.
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Publish

Publish job for 3 manths,

@) Promote the job to free job boards @
@ Company career page ©
0 Talentsquare ©

In placement @

A Are you sure you want to publish & job withous public Tags/job category 7

Job-sharing campaigns
M&M (MEDIA MARKETING)

Share on sodial media

noBsuseno
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“Job List”

You can see the generic info and the job information in the section “View all jobs”.

You can see the Status, Stage of each job on the left side of each job card and New, Active, Total
Talents on the right side.

=
i § I hed) ¢ Ow
Tal
| T Members N Ac T \
o i T P R—
TSGR [saies rrofessionats [ Maruine Otamore L Aueors Seocub 0 0
CLImD [aurars bourgus
oragrer
v C D [ Aururs bouerud 18 1 1 1
Pay t g — —

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com



mailto:support@talentsquare.com

.' "' TALENTSQUARE Recruitment software made simple.

“Job List”

You can apply different actions to the job through ‘Actions’ button on the right side of each of them.

e
Home ~ Jobs
You have 46 jobs @

Saarch » Clear search

Sortby: Creation Cate $  Descendng 3 View 10 jobs & Filter by:  Active (draft, published) $ 1) Show only my jobs

View all jobs

Talents
Status Stage Title Mombers New Active Total

Adlans v

= Your spontaneous applic., %mm 640 1010 1156

Account Manager West-v,..
— L rine oumons L aurors soucave =
m Exploes on Ot 13,2017 - 0 Awrors Boucgud

View Candidates

Account Manager Antwe.., . - Promote
Martioe Obamorct L Auera Seocu
Explies on Sep 31, 2007

Edit

m Project Manager - Viaan. Duplicate
Expires on Oct 10, 2017

Close

m m Cliant Advisar - Medisch.., [ Aurare Boucqué JiAR Martcks ) Customise URL
Espires on Ost 10, 2017

Payroll Consultant Hasselt [ seefrve Nacran 1 Aurvrs oot ] Martine Dsmond B L Actlons v
[ naitat TR - Expires an Oct §, 30617 -
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“Actions” button description

The different buttons mean the following:

View Candidates: To view and review all candidates that applied for the job.

Promote: To share the job to different social networks, job boards and/or targeted online
recruitment campaigns.

Edit : To edit the information related to the job description and other related fields. Customise URI

Duplicate: To duplicate the job description (all fields will be equal, but editable).
Close: To permanently close the job. If you do this, you won’t be able to open it again or receive applicants.

Customise URL: This feature allow you to export your job URL on a specific web page related to
a specific Campaign, Source, Medium.

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com



mailto:support@talentsquare.com

.' "' TALENTSQUARE Recruitment software made simple.

“Job List”

If you want to create a job similar to another one, don’t hesitate to win time and use ‘Actions’ button ‘Duplicate’.

e
Home ~ Jobs
You have 46 jobs @

Saarch » Clear search

Sortby: Creation Cate $  Descendng 3 View 10 jobs & Filter by:  Active (draft, published) $ 1) Show only my jobs

View all jobs

Talents
Status Stage Title Mombers New Active Total

Adlans v

= Your spontaneous applic., %mm 640 1010 1156

Account Manager West-v,..
— L rine oumons L aurors soucave W
m Exploes on Ot 13,2017 - 0 Awrors Boucgud

View Candidates
Account Manager Antwe.., . - Promote
Explies on Sep 31, 2007
Edit
== Ry Messger Voo
Expires on Oct 10, 2017
Close

m m Cliant Advisar - Medisch.., [ Aurare Boucqué JiAR Martcks ) Customise URL
Espires on Ost 10, 2017

Payroll Consultant Hasselt [ seefrve Nacran 1 Aurvrs oot ] Martine Dsmond B L Actlons v
[ naitat TR - Expires an Oct §, 30617 -
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