How To Manage Job Postings on www.ehsjobs.org:

This free job posting service is provided by Bookhaven Press LLC. Annotate your USER ID and
Password here for future reference:

e USER NAME:

e PASSWORD:

Use these instructions to manage companies, job postings, and applicants. Monitor, remove, add,
and modify listings as needed for the EHS Job Listing Service & Health Care Job Listing Service.

1. For EHS Jobs: Go to the web address http://www.ehsjobs.org/manage_jobs.htm

2. For Health Care Jobs: Go to the web address http://healthcarejobs.org/manage_jobs.htm

3. Enter your specific User Name & Password in either the Manage Companies, Manage
Jobs, Or Manage Candidates Boxes (See Below)

) Manage Job Board - Mozilla Firefox [AEE]
Ble Edt Vew Hgory Bookmarks Tools Hel
ol @i () | httpsfivwm.ehsjobs.orgimanage_jobs.htm B e ———— F
8] Most Visited ] Accessories | ] Customize Links | ] Extended Service [ ] Free Hotmail [ ] Home [ 7] Jbab Funny Jokes, .. [ ] MsM.com [ ] Radio Station Guide [ ] RealPlayer [ ] search [ SonicSalutions [ Spyware Protection >
“¥? Yehoo! Sports Fantasy Footbal &= Jomamas at Dawgs Box Score: Week 1 "¥? (0 unread) Yahoo! Mail, mediawebsource [} Manage Job Board =] -
- = o a
Ma s, job lists, and applicants. Monitor, remove, add, and modify listings as needed for the EHS Job Listing Service
| Home
| EHS Careers Sign in with Bookhaven's master user name and pass word. When you log into any one of these accounts all three open together so you can access any function from this
| _EHS Jobs sereen
| Compliance Programs Manage Companies
| Directory
| Products
| Services
| About Us
| o e E—
| Privacy =
[
| sitemap
Fan
[ Resources Il Manage Jobs
‘ads by Google
Healthcare Jobs User name: l:l
Quickly Find
Employment
Resources in Our | Login |
Online Directory.
s Busings o Ponered by Caspic
Manage Candidates - Master Applicant List
Healthcare Jobs
Find a new job
today! Search our
ey e — .
< >

%) Manage Job Board - .. | ) Pittsburgh Hotel Dinin... | [§ Document1 - Microsof... B T &LIE % sazem

4. Once you have signed in you can now change your companies information, edit / delete
your previously posted jobs, or manage your applicants (candidates)

5. To Delete a Job - Just click the delete button at the far right of the job you want to
delete. Toward the middle of the page you will see the jobs you have posted listed by
job id. Once you discover the job you would like to delete just click the delete button to
the far right of the job id.

6. To Edit a Job — Click on a Job ID that you would like to edit, scroll down the page until
you see the job description, Make any changes that you deem necessary, and make sure
the box is checked that says: Check To Publish Immediately. Then click the UPDATE
button. See an example of the box below.


http://www.ehsjobs.org/
http://bookhavenpress.com/
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7. Manage Applicants — Find and sort candidates that have posted for your particular job
postings. Search by Job ID, position, location, name etc. See the Box below. You can
find this area toward the bottom of the page once you have entered the manage jobs

page.
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For more information visit http://ehsjobs.org. Our other web sites are located at:

Environmental Health & Safety Career Center — http://ehsjobs.org
Federal government Career Center — http://federaljobs.net

Federal Employees Retirement Planning — http://federalretirement.net
Post Office Jobs Career Center — http://postalwork.net

Company Web Site — http://bookhavenpress.com

If you have any questions about our job posting service call us at 412-494-6926 Monday through
Friday 8 amto 5 pm EST.
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