Welcome to Your New Career Center, Lets Get Started!

To post an opening, you will need to register on the site by going to:
Employers may post an opening, by registering on the site at the following link:
http://careercenter.ohiopharmacists.org/register-employer

Please create a username and password and fill in the required fields. If you would like
to upload a logo, headshot or video you can do so under Company Logo and Video.
Once you have reviewed the information, please select Register.

If you already have an account in the system please sign in with your account username
and password at: http://careercenter.ohiopharmacists.org/sign-in

Once signed in you will see the employer dashboard. This is where you can post, edit
and suspend positions, review and message applicants and search the resume
database.

Posting a Position

Please note: if you are a member, you may be eligible to receive a member-discounted
rate. This will require you to obtain a coupon code from the OPA Members Only
page/News and Info article entitled “OPA Members' Only Comp Career Center Listing
Info”.

To post a position please select Post a job. Fill out the required bolded fields and any
additional information you wish to include in the job listing.

You can choose to have candidates apply through the Career Center, your email or
your website.

e Your Email or through the Career Center - If you choose for the candidate to
apply through these two methods, you will be notified of each applicant via email
with attachments and the applicant’s information will be listed under Manage
Applicants when logged into the career center.

e Use your website - If you choose for the candidate to apply through this method,
we will count the number of clicks on the apply button but will not store the
applicants information.

When all of the information is in the form, please select Preview to review your
information. If you are satisfied with the information that is displayed continue the posting
process by selecting Next. If you need to return to the posting form, please select Back.
The information in the posting can always be edited at a later time on the Manage
Existing Jobs page. Please refer to Figure 1.

On the Billing Information page please select the package you would like to use or
purchase and then click Next.


http://careercenter.ohiopharmacists.org/register-employer
http://careercenter.ohiopharmacists.org/sign-in

Using a Coupon Code or Receiving a Membership Discount

If you are an OPA member, you will enter the coupon code from the Members Only
webpage on the next page, Billing Information. You can review the discounted rate on
the next page, and proceed through checkout.
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Manage and Editing Existing Jobs

Once you have returned to the employer dashboard you can edit positions

under Manage Existing Jobs. Please notice the dropdown defaults to Active. You can
organize your postings by Active, Incomplete, Expired and Suspended. When you
have found the position you are looking to edit, review or renew please click on the
appropriate button on the right to make the desired changes. Please refer to Figure 2.



Please note: It can take up to 10 minutes for your changes to appear on that job when
viewed in the search results.
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[Found the candidate before the end of the 30 day posting? Deactive the posting by clicking suspend. ]

Manage and Contacting Applicants

When a candidate has applied to a position you can review their resume, cover letter,
email and message them in Manage Applicants. On this page, you can search by job
title, candidate status and rating. Once you have found the candidate you are looking for
please select their name. The view applicant page will allow you to email the candidate,
add the candidate to another job listing that you have posted, rate the candidate for the
opening and update the candidates status (New, Interviewed, Hired, Not a Fit, etc.).

If the candidate has applied for more than one position, please make sure you have
selected the right position as the resumes and cover letters might differ between roles.
Please refer to Figure 3.

Figure 3 nt to
1 that
e v e o
Ob seeker / require more mformauon or want EX  Message might be:a better
J to srhedule an interview
ekerEmail®gmail.com Add Job
Applied on
September 23, 2016 B Dpelete
{ Rate the applicant for each position } Update the status to track
applicants for each position
Applications (Phone screened, interview
Job Title Rating for Job Status schedulgd, interviewed, made an
Activity offer, hired, not a fit, etc.)

E f . New v
Atlanta, GA Unrated

New H

Sunrise, Fl Unrated




