
Employer Guide to Entering Job Listings 
Visit www.imatchskills.org 

 
All services through WorkSource Oregon Employment Department are pre-paid through your Federal 

Unemployment Taxes, there are no additional costs for any level of recruitment services! 

 

 

 

Start Here 

with 

“Employers 

Click Here” 

Insert your 

Username and 

Password, click 

“LOGON” or if 

you are new to 

the system, 

create a new 

registration at 

“Employers 

Register Here”. 

You will need 

your FEIN to 

establish a new 

employer 

account. 



 

 

 

 

 

 

Update Company 

information, User 

Administration 

Information and work 

site location 

information. 

Note: Authorized 

administrators can 

update authorized 

users, post job listings 

and make changes to 

your employer profile. 

You can add a contact 

in a job listing just for 

that job listing if 

preferred. 

This page gives you 

Employer Tools and 

Recommendations, 

any system 

information or 

updates. 



 

 

 

 

Choose how you 

would like your 

listing to be worked. 

For recruitment 

assistance through 

the business team*, 

please select the 

second option. If 

you’d like to post on 

our job board and 

see all candidates, 

please select the 

first option.  

* Working with the Business Team saves you time and money. We work as an extension of your 

recruitment team promoting your opportunities, collecting resumes, prescreening candidates and 

narrowing the talent pool to the top candidates for your consideration. Your company remains 

confidential through this process until you decide whom you’d like to interview. We can provide 

potential candidates with skills assessments. WorkSource has many programs and services available, 

contact us for more information. 

Select “Create 

New Listing” to 

start a new job 

listing. Each 

position should 

have its own 

listing unless 

there are 

multiple 

openings for the 

same job title. 



 

 

 

 

Insert the “Job Title” the 

“Job Description”, 

generally our listings are 

written with four, 

sometimes five 

headings: 

REQUIREMENTS, 

PREFERENCES 

(optional), JOB DUTIES, 

HOURS, and PAY. 

Complete number of 

openings, hours per 

week and shifts. 

Note: Requirements are 

quantifiable and/or 

measurable hard skills and 

qualifications or 

experience. Describe the 

job, not the applicant. 

Screenshot 

showing hours 

and pay below 

the Job Duties 

section, part 

two of above 

screenshot. 



 

 

 

 

 

Add any 

licenses or 

certifications 

qualified 

jobseekers 

should 

possess to be 

eligible for 

consideration 

of this 

position. 

Select occupational title most 

closely matching the position 

you’re recruiting for, use the 

drop down menu to select 

experience that qualified job 

seekers should have. 

Remember, the higher you 

set the experience, the more 

you limit your candidate pool. 



 

 

 

 

Insert Keyword Search for the license or 

certificate you would like to require for this 

position, for best results, use one word. Note: 

Driver’s Licenses are on another screen. 

Insert minimum level of 

education and answer 

the subsequent questions 

as applicable. 

For any needed 

clarification, select the 

blue title to be connected 

to guidance on subject 

through hyperlink. 



 

 

 

 

 

Insert the wage range 

that will be displayed 

to the job seeker. If it 

is depending on 

experience or 

qualifications, select 

that box and leave the 

wage range blank. You 

will need to enter a 

number in the 

Maximum 

Wage/Salary Offered 

field (Only seen by 

WSO staff) and certify 

that you are offering a 

minimum of minimum 

wage. Select benefits 

offered for this 

position.  

If you require a Driver’s 

License you must 

justify the reason for 

this. It needs to be a 

Bona Fide Occupational 

Qualification, meaning 

it’s necessary to 

perform the duties of 

the job. 

Wage range 

displayed to 

jobseekers. 



 

 

 

 

 

  

Select contact person for this listing. If they are not an available JLR, 

please add them by selecting the “Add New Contact”.  

NOTE:  Contacts added here will only be authorized to work this job 

listing. This does not authorize them to insert new job listings or 

make changes on the employer account.  

Select or add the 

new Work Site for 

this position.  



 

 

 

 

 

 

 

 

 

If you chose to 

have 

applicants 

apply directly 

to you without 

pre-screening 

from 

WorkSource, 

please DO NOT 

check the 

confidential 

box. Choose to 

display your 

job title and 

name or just 

job title to job 

seekers. 

Contact information 

is where you 

provide application 

instructions to the 

job seeker. Checking 

other and entering 

instructions is the 

easiest, but you can 

select for the 

contact details 

above to be shown 

based on the boxes 

you select under 

Contact 

Information.    

You can also enter Employer Referral instructions to Employment Department 

Staff, if you have a special request.  

NOTE: We do not review auto-open self-refer listing. If you chose to have job 

seekers apply directly to you without screening from our staff or choose to auto 

open your listing we most likely will not see any special instructions entered here. 



 

 

 

Insert Application Deadline if 

there is one, otherwise, leave 

it to default. Self-Refer Listings 

generally stay open for 90 

days, you can edit or delete 

during that time as needed by 

visiting “Manage Listings”. 

Future open date means the 

posting will not be made 

public until this date. 

Lastly, submit listing at the bottom if you’d like staff to review before posting or read special instructions. 

Review the summary and choose from the available options. If needing to be reviewed, a WSO staff member 

will process the listing in the next 48 business hours and contact you with any questions. If the listing is eligible 

for auto opening to make live on our job board immediately, you will see the option to automatically open: 



 

 

 

 

For additional assistance, questions or inquiries, please contact your local 

WorkSource office and ask to speak to a business representative. 

http://www.worksourceoregon.org/Centers.html 

 

For other available business programs and services, please visit 

Employment.oregon.gov 

 

 

 

All your listings can 

be managed from 

this tab.  

http://www.worksourceoregon.org/Centers.html

