Posting a New Job

= 1. Start at the Dice.com home page.
& http: | pwww.dice.com/ v )= ([Cl:( Google )

2. Click on the Employers Login button.

Job Seekers Employers

BNGD" HESERRNE 0cs- My ToohFood Toch Nows & Advice Y ——— 3. Log in with your email address and
password.
Search 84,676 tech jobs 8] Upload Your Resume 4. If you don’t know your password, click

on Forgot Your Password?

5. To post a job from the Dashboard, go to
Jobs, and click on Post a Job. OR

Job Title, Keywords or Company Name City, State or Zip Code Advanced Job Search

BROWSE JOBS: By Skill/Job Title | By C By Location | By Empl tT .
y Skill/Job Title | By Company | By Location | By Employment Type a. On the black toolbar, click on Post

Jobs & Find Candidates.

Today on Dice Join the Dice Talent Network b. Under My Jobs click on Post a New
Tech news & career advice Job.

ene ' =
Android Device Makers Like OS Fragm ° ) o Qg _—
App developers take note: Device manufacturer
/ Android fragmentation and “forking” their own vi E—

they can make it without Google and the Googlé
continue...

Employers
Login Post Jobs

Job Seekers

H ® The career _ : :
L Sign U
"’ge hub for tech™ yDice?  Employer Resource Center ogin  Sign Up

HP Pays for Computer Tear Downs
What if you could tear apart computers and ana
component? Or, test the durability of computers
destructive tests? And get paid for it? continue...

The Latest at the Employer Resource Center
Tips, trends and tools for tech hiring 3 Employer Login

e User Ti: 4 Ways to Targ . emet acorce. |
Dice User Tip: 4 Ways to Target Tech Candidates
m With Dice's TalentMatch resume search tool, you can target your ideal Password

68" 1 for e ' ind Candi
”’ce hub for tech™ MyDice Post Jobs & Find Candidates - 53 (LTINS Search Candidates )

TalentMatoh

Dics usage agresment

My Dice Welcome, Katie

® Find Candidates

MyDice Post Jobs & Find Candidates - 5b
@ Jobs

Last accessed/created jobs Show [5 ~| iAu v/

You currently have no jobs to display that match your job settings criteria. -portant chan

6 PostaJob [  Manage All Jobs [ candidate searc

flts are now calle
®Search Agents abs are now inte]

Up to 20 Search Agents Available clickable link, ra

@ You currently have no Search Agents. al vith yg r bro
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Complete the Following Fields:

1
2

w

v

Enter job title.

Job Number (Position ID): No spaces or
special characters are allowed. This is a

great place to reference an internal job

ID or posting date.

Position Type (Tax term): Rolling over
this field will bring up an explanation of
each of the terms. Select one or many,
using the CTRL button.

Pay Rate: Salary or hourly ranges will
give you better results than open terms
like “negotiable.”

Application Method: How do you want
candidates to apply to this job? Select
either a direct email option, external
URL, or to store the applications only
within the Dice application.

® Apply-to email & CC email - Job
seekers’ applications will be directed
to the email addresses you provide as
well as to your Application Tracking
results. If someone other than you is
listed, you may not list him in the job
description.

® Apply-to URL - Candidates will be
redirected to your company URL
as you enter it here, and will not
be included in the Dice Application
Tracking results.

® Dice Application Tracking - Job
seekers’ applications will be
maintained in the Dice Application
itself. If this last option is chosen, no
email notification will be sent to you.

Questionnaires: (Optional) Pre-screen
your candidates on their hard and
soft skills with multiple choice or yes/
no and free-form questions that you
design and save for re-use.

® Each Questionnaire may contain up
to 10 questions and can be scored.

® The email you receive from the
candidate will show his/her score.

a. Choose from a list of questionnaires
you've created in the past, or design a
new test that will help you pre-screen
candidates specifically for this job.

b.To create a new questionnaire, click
Create Questionnaire.

C.Click Add Question, and choose the
type of question you would like to
include.

Dice Customer Support: support@dice.com or 1.888.321.DICE(3423), ext. 1

Post Jobs & Find Candidates

ing® The career "
Dice” iitorte ™0

Chat with an Agent

Edit Job Mon-Fri, 8am to Spm CST

Step 1: Edit your job posting position ID: 893704
= Required Fields

Job owner. [jenkma03@gmail.com  v|  Group ldentifier: happy

Dice Talent Network-
Connect Company: | happy - Dice Test Happy Do ¥

Job Title and Number

Categorization
Position type. ) Py Rate: Required Travel:  Job Length
Fulktime a [ ] [None o [

Part-time

Contract - Corp-to-Corp

Contract - Independent

Contract - W2

Contract to Hire - Corp-to-Corp

Contract to Hire - Independent v

[ Telecommuting position

B Application Method
Choose your preferred method to receive applications. Use Apply-to URL only if you want to direct candidates to an application form on your website
© Applyto Email O Applyto URL O Dice Application Tracking

] None ]
Front End Developer (279550) PHP Developer (244292) 7. |
PHP Developer (279549) Front End Developer (244293 a ‘
|
—O") —

7. Auto Response Letters: (Optional)
Create letter templates that will be
sent to candidates automatically when
they apply to your jobs to let them
know you received their applications.

Create Questionnaire

Marne the guestionnaire and then click the Add Question hutton to select whi
at Free Form. Your gusstionnaire can have a maxirurm of 10 gquestions. Click!

Scoring - The purpose of scoring is to allow you to review the most qualified
nat have to have the same score

“Name: |

a.Choose from a list of Auto
Responses you’'ve created in the
past, or write a new template that
will be sent automatically to all
candidates

Shared: ] Check this box to allow everyone in this account U

Description: |
(For your internal use)

Yes/Mo
Chuice

b.To create a new Auto Response,
click Create Auto Response.

Free-Farm

c.(see below) Copy and Paste the
template keywords into the Email
Body to personalize the template.

Create Letter Template

D = Required Fields

Description: ‘:
Reply To: (Use a comma to separate mutiple e-mail addresses. Maximum 5 email addresses)

Auto Response: (4 (allows for use of addtional tempiate keywords that only work properly when used as an auto response to a job posting.)
Email Body

Edit l Preview

¥ Check Spelling © Template Keywords

When creating a template, keywords may be used to fill
in the appropriate values from the seeker's profile when
the template is sent. Use the Previewtab to see the
email as it will appear to the seeker. The available
keywords (and the value they will be replaced with) are:

$TODAYS (today's date)

e $FULL_NAMES$  (seeker's first and last name)
$FIRST_NAMES (seeker's first name)
SLAST_NAME$  (seeker’s last name)
$JOB_TITLES (title of the job)
$JOB_NUMBERS (job number)

—
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8. Location:

® (City, State, & Area Code - Required.
An Area Code Lookup link is included
for your reference.

® Zip Code - Required. The zip code
must match the City/State. A Postal
Code Lookup link is included for your
reference.

9. Required Skills: List the key skills
needed for this role. No punctuation is
needed between skills.

10. Job Description Field: Sell the job to
candidates. Expand on the required
skills, list the nice-to-haves, and be
clear on education and experience
requirements. Explain what they’ll be
doing, what sort of environment they’ll
be in, and why this is a great opportunity
for them. Sell the role, your company,
and the benefits. Encourage them to
apply NOW.

The Job Description field offers
formatting including:

® Bolding

® |talics

® Underlining

® links

® Bulleted Lists

® |ndentation

11. Job Notes: This field will not be seen
by anyone but you. Use this section
to note the original posting date for
your records. You may list candidates’
names, your technical interviewers,
internal timelines and process notes.

12 . click on Continue at the bottom of the
page.

v/ Tip: The three fields
automatically searched by
the Dice search engine to find
matching candidates are the
following:

® Job Title
® Required Skills
® Job Description

These fields are important.

Dice Customer Support: support@dice.com or 1.888.321.DICE(3423), ext. 1

eY sobcity [ ] dobStateProvince: [~ v

Job Country: [ United States

Job Avea Code: | Area Cade Lookup

Area code required for US

Job Postal Code:

"] Postal Cade Lookun

Job Details

of) Required Skills:

Job Description: ¥ Check Spelling

Use Previous Text Editor

5 E = o | X G2 @ 3= 4=

D Job Notes:  (For your internal use)

Preview, Edit, Save, and Post Your Job:

1. Preview your job — Check spelling,
grammar, and the details of the job itself.

® To edit the job, close the screen by
clicking on Close Preview. You will
return to Preview Job and Choose

3. Save as Inactive — Save the job
without posting to job seekers at this
time. You can access the job later from
the Inactive Jobs tab under Post Jobs
& Find Candidates.

Posting Options. 4. Post - If everything is perfect, select

2. Edit — Take this opportunity to go back
and correct errors, or take steps to make
the job more appealing to the job seekers.

Post. It may take up to 30 Minutes for
the job to be visible to Job Seekers.

The career

hub for tech™ MyDice

Review Job

Step 2: Preview job and choose posting options.

Preview Job | Preview Questionnaire

Post Jobs & Find Candidates

LTl Search Candidates ®

TalentMatch

Chat with an Agent
Mon-Fri, 8am to 5pm CST

m Display your job as it will appear to job seekers.

You will need to click Post or Save as Inactive in order to complete the

job posting process.

o iy e oy
(2] o

(3]
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Repost (Refresh) your open jobs:

(Gl Google

Dice’ e careey MyDice Post Jobs & Find Candidates

hub for tech™

o Active Jobs

| Welcome, Katie Inactive Jobs

Try out your new Employer Dashboali
Check out what's different. Then click the "Try ou

Once youVve had a look, tell us what you think usil

®06

1. From your home page, select Post Jobs
& Find Candidates and click on Active
Jobs.

(LNl Search Candidates )

Talenthatch

Beta Try our new Dashboard

[AZAccount Access Preferences

2. Check the box to the left of Job
Number.

3. Click on Repost. Your job will stay
active for 30 days if it is not refreshed/

inn® The career o
n’ce hub for tech’ MyDice

Active Jobs Current Group is acmetest.

D remn = reposted or edited. After 30 days it will
P move to your Inactive jobs file.

Post Jobs & Find Candidates Logout

TalentMatch

Chat with an Agent
Mon-Fri, 8am to 5pm CST

Below is a summary of your active jobs. To act on a job, check the box next to the job(s) and click the desired action. For detail explanations of all actions, please click

the Help link.
Need help with the Matches feature?

1 Jobs for ( All Users)

Actions Legend: [ edt [ copy (B0 view |BAl Matches |[E73|Appications wiTotal

1-1 of 1 Results Ma Jnu {11} Dl . Post New Jo M

) Job Number Job Title
123 java developer

Job Status
Active

Edit Date Exp. Date Actions
06-14-2012 07-15-2012 (B @ E 2=

7|-|M1Resulte ﬁi”-r'i a”' iva J nuf”" o in i mzl’ e i &i":‘ '*l‘ri M

o
V-; Google QH

Edit an active or inactive job:

1-1 of 1 Results.

) Job Number Job Title

123 java developer

1-1 of 1 Results ﬁ Repost | - Inactivate | U

1. click on the paper and pencil icon
located under Actions at the right side
of the posting for each job you wish
to edit. You can only edit one job at a
time.

Edit Date Exp. Date Actions

06-14-2012 07-15-2012 0\@ B @ EE 2|

2. Make any necessary edits and select

Duties & Responsibilities

* Good and i designing and

and reusable

Continue. You’ll return to Preview/Edit/
Save/Post.

igning i
Application servers (including but not limited to Jboss).

using J2EE ies, SOA

Job Notes: (For your internal use)

Inactivate a job:

3. To inactivate a job check the box to

the left of the job number and click

Dice Customer Support: support@dice.com or 1.888.321.DICE(3423), ext. 1

Inactivate.

(=

i ®  The career N _ 5 .
Dice’ 5 iricr,- MyDice - PostJobsaFind Candidates Tl searcn candates (8]

TalentMatch

Active Jobs Current Group is acmetest. Chat with an Agent
Mon-Fri, 8am to 5pm CST

Below is a summary of your active jobs. To act on a job, check the box next to the job(s) and click the desired action. For detail explanations of all actions, please click
the Help link.
Need help with the Matches feature?

1 Jobs for ( All Users) Actions Legend: [ edn (@ copy | view BB Matches |[E73|Appications witotal

1-1 of 1 Results Ma tivate | - Upd: JMEJ Job | M

Exp. Date

Job Status Actions

Job Number Edit Date

123 java developer Active 06-14-2012 07-15-2012 B @R F 2=

71-1M1Results W ' Update i nw e .. Post New Job M

Job Title
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