
Employer How-To Tutorials 
How To Create and Manage Job Templates



Why job templates ?

Reason 1:  For your HR department to save a lot of time in the creation of open positions and most importantly to keep itself well-organised.
Once your job templates are created, you just have to copy them and your new job will be automatically created (in just one click).
Then feel free to make any changes you deem appropriate.

Reason 2 : It is fundamental to your company’s credibility towards your candidates in the long term.  Standardize your job descriptions.
If your company is subject to a big turnover, it saves you from having to explain to new recruiters your way of working. 
They can just simply use the job templates that are already formatted and well-structured.
This will also ensure your job keep the same structure and format across all your job descriptions.

Reason 3 : Thanks to the job template, you will be able to create customized Jobs in full accordance to your personas. 
That way you will be able to use a specific banner and video in line with your business type. This will allow you to get 
the most of your marketing materials.



1. Login into your account. 

If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com
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2. How to create a job template ?  
a. Create a template from an existing Job
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b. Create a template from a new Job
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If you need any assistance, please don’t hesitate in contacting us at support@talentsquare.com

3. How to retrieve and use your own job templates ?  

1. Apply a job filter on “Template”
2. Create your job from your selected “Template”
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