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1. Login into your account. 

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

mailto:support@talentsquare.com


2. In the Dashboard menu, click on “Create a Job” on your upper right corner. 

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

mailto:support@talentsquare.com


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

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

mailto:support@talentsquare.com


3. Follow the steps and fill in the mandatory fields regarding to your job. 

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

mailto:support@talentsquare.com


Step 1 : “Create job”

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

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.

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

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

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).

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

Using Tags on Jobs Offers:

"Public Job Tags" will be those that the Talents will find on your Career Page as a new criterion for finding your job offers.

Therefore the "What" field on the Career Page has been renamed "Job Category".
For these "Job Categories" to appear on your Career Page, they will necessarily have to be allocated 
to at least one active job offer!

Step 1 : “Create job”
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Fill in the fields regarding the people that are responsible for the job. 

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

Step 1 : “Create job”
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When applicant will apply to the job, you can specify if applicants should upload his CV or his Cover letter.
Moreover, if you have specific questions you want the applicants to answer, you can also do so 
in the final field of “Questions”.

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

Step 2 : “Requirements”
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For each job, you’re able to customize your selection workflow.
Only ‘Screening’, ‘Interview’ and ‘Offer’ are editable and you can add specific “substage” as much as you need.
Only these specific stages will be used on applicants selection process.

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

Step 3 : “Workflow”
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If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

Step 4 : “Members”

When filling the members responsible fields, please bare in mind the different roles provided: 

Manager: The person responsible for managing the job, tracking its applicants, editing the information and 
ensure the job is published. 

Assistant: The person employed by your company who can follow the recruitment activity for a specific job.
This person will not be able to modify the information of the job, only to consult them and to be able to make 
comments on the candidates.
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If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

Step 5 : “Media”

Video URL: If you have any company intro, a video about the job, you can insert it here to display along with the 
job public page.

Banner: The image you want to display along with the job, as a banner. 

In order to be more attractive through your job promotion, you can attach a banner and/or a video to your job.
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If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

Step 6 : “Publish”

Click on “Save” to just save the job and not publish it. 
If you want to publish it immediately you can click on “Publish”. 
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If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

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. 

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

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

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

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. 

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.

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

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

“Job List”
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