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Employer Instructions

Welcome to JobsInOwasso.com. This booklet has been prepared to provide instructions on how
to register as an employer, post jobs, and review resumes and applications.

First, the technical contacts for the site. If you are experiencing any problems with the site, call or email
our staff Monday — Friday, excluding holidays, from 8:00 a.m. to 5:00 p.m.

Teresa Willson — 376-1514, twillson@cityofowasso.com

We continue to look for ways to improve the site. Therefore, if you have suggestions for the site, we
would love to hear from you.
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To register as an employer, start by clicking on the Register as an Employer link as shown above.

[JOBS POSTED ON THE JOBSINOWASSO SITE MUST BE FROM THE OWASSO, AIRPORT, CHEROKEE
INDUSTRIAL, OR PORT OF CATOOSA AREA EMPLOYERS. NO OTHER POSTINGS WILL BE APPROVED FOR
THE SITE.]


mailto:twillson@cityofowasso.com�

Complete the registration form and click on Register.

Privacy settings determine whether the fields you select will be visible to visitors of your job postings.
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My Account Find Resumes Post Jobs FAQ Employer

Billing History | Edit Profile My Preferences
Employer Registration
User Information Company Information
Username mycompany Company Name 1, company
Password . . Primary Phone  595.999.9395
Confirm Password o o eeeee Fax Mumber 918-999-9393
Email Address meErmycompany.com Street Address 11 |y Any Street
Salutation - Street Address
{cont)
First Name Wy Country United States -
Middle Initial State Oklah
ahoma
Last Name Name City Owasso
Last Mame Suffix - ZipPostal Code 74755
Other Titles Company Type Direct Employer =
Privacy Settings Website 7wm_mycumpany com
Showe Mame Show Phone
Show Fas Show Email
Shaw Location Show Address
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@ Internet | Protected Mode: On 0% v




GO ] g P v i o g s w4y 3¢ [ L Searet

[
R e ———— Eioe (D vt v o bBagew 3 Tass e

Wome | Logh | Comtectls Wiy Owesan | Gl of Omsess =

@ Itermet | Protected Mide: On

When you’ve completed the registration, the username and password you defined during registration
can be used to log you into your account.

After you’ve registered, each time you visit the site you can click on the My Account tab or Login to

access your profile.

If you forget your password, simply click on the Forgot your password? link to have it emailed to you.
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To upload your company logo, click on Edit Profile when you log in and browse for the file. At this time,

logos must be .gif files. If you need assistance, call Teresa.
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Even though posting jobs and reviewing resumes is free, it is necessary to click on Purchase before you
post the first job on the site.
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Fihnd Resumes Post Jobs FAQ Employer

Billing History | Edit Profile My Preferences

Resume Search Job Postings

In order to post jobs or view resume's you must first purchase the ahility to do so0. Hesume
Enter Keywords Views and Joh Postings are available in many gquanties and price structures to fit 9
] needs, For each resume view vou purchase, you are allowed to view a specific usgrs
resume and cover letter as many times as you would like within the time limit.

Job Type
Select Job Type - . " N "
Name Quantity Duration Type Price  Option:

Major

Select Major - Unlimited .Job Posting 64000 35335 Job Postings  Free

Minimum Salary

Select Experience Unlimited Resurme 4000 365 Resurme Free =

Minimurm Education View Days Views

Select Education -

Select Country Listed Jobs

United States -
“ou do not have any posted jobs.

Select State

My Job Credits

Name Quantity
Unlimited Job Posting 4000

My Resume Credits

“fou have no resume credits to display

Home | Reaister | My Account | | Contact Us | Tulsadabs cormn | OwassoCharmber com \lm

All contents © Copyright 2007 City of Owasso All rights reserved Il
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Resumes can be accessed through the Resume Search on the page shown below, or by clicking on the
Find Resumes tab, as indicated by the red circles below.
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My Account Fihnd Resumes Post Jobs FAQ Employer

Billing History | Edit ProTite

ave successfully added resume viewing credits. To find a resume, use the search box below.

Job Postings

Inorderto post jobs or view resurme's you must first purchase the ability to do 0. Resume
Enter Keywords Wiews and Job Pastings are availahle in many quanties and price structures to fit all your
| needs. For each resume wiew you purchase, you are allowed to view a specific users
resume and cover letter as many times as vou would like within the time limit

Job Type
Select Job Type - 5 B B B
lame Quantity Duration Type Price Options

Major
Select Major - nlimited Job Posting 64000 3238 Job Postings  Free  Purchace
Minimum Salary =
Select Experience = limited Resume Genon 284 Resume Free  Furchase
Minimurm Education o Days Views
Select Education -
Select Courtry Listed Jobs
United States -

“ou do not have any posted jobs.
Select State

Wiy Job Credits
Name Quantity
Unlimited Job Posting 128000
My Resume Credits
Name Quantity
Resume Yiews 64000
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Job Infermation

Job Title

Country United States
State Oklahoma
City

Job Type

Job Information (cont.)
Position Type
Min. Experience
Min. Education

Approximate Salary

Salary Type Per Hour

Job Description

Short Description

Long Description

Horne | Redister | My Account | | Cantact Us | Tulsadobs.corm | OwassaChamber.corn | IEEEN

All contents © Copyright 2007 City of Owasso All rights reserved

Done

To post a new job, click on the Post Jobs tab. Complete the information and click on Next.
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Post Single Job ‘ Buy Multiple Postings Joh Stats
Post Single Job

Billing Information
Choose Plan Unlimited Job Posting +

Billing Address
Address 111 N. Any Street
Address (cont)

City

Owasso
State Oklahoma
Zip/Postal Code 74055
Country United States e
Phone Number

918-393-9999
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Done
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If Unlimited Job Posting is not displayed in the Choose Plan field, select it, and then click on Next.
Postings are free, but this is still a necessary step to post the job.



Your postings will be displayed in the Listed Jobs section of your account page. You can Edit or Delete a
posting at any time. If applicants apply for your job, you will receive an email notification. You can then
log into the site and click on Statistics to view the applicant’s resume. The statistics will also let you see

how many people have viewed your job posting.

The posting will not show up on the site until it has been approved. Jobs will be approved and posted to
the site by 5:00 p.m. each day, Monday — Friday, excluding holidays. If we have a question about your
posting we will call or email you, depending on the contact information you submitted when you

registered your account.

€ Your Owasso Job Source - Windows Internet Explorer

= =

@O « [ ] hitpyf e jobsinowasso.com/index php7page=employer_hame
| v & I@vuumwassumbsume l

Home | Logout | ContactUs

o

JobsInOwasso.com

My Account Find Resumes Post Jebs FAQ Employer

Billing History | Edit Profile My Preferences

| Why Owasso | City of Owasso

Resume Search Job Postings

[ 4] % || tive earch £ -

- v = v - Page = (0 Tosls v ”

Select Education -
Select Country

United States -

In order to post jobs or view resume's you must first purchase the ability to do so. Resume
Enter Keywords Wiews and Job Pastings are availahle in many quanties and price structures to fit all your
| needs. For each resume wiew you purchase, you are allowed to view a specific users
resume and cover letter as many times as you would like within the time limit.

Job Type
Select Job Type - . y
Name Quantity Duration Type
Major
Select Major - Unlimited Joh Posting 64000 3235 Joh Pastings
Minimum Salary
Select Experience = Unlimited Resume sanon 384 Resume
Minimurm Education View Days Views

Listed Jobs

Options

Purchase

n

Purchase

Status

Select State

Wiaiting for Approval

My Job Credits
Name Quantity
Unlimited Job Posting 128000
My Resurne Credits
Name Quantity
Resume Yiews 64000

All contents @ Copyright 2007 City of Owasso Al rights reserved

Options

Statistics Edit Delete

Home | Register | My Account | | Contact Us | Tulsadobs.com | OwassoCharmber.cam \lm
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Billing History | Edit Profile My Preferences
Accountant
Company Name: [y Company Approximate Salary: 55000.00 - 65000.00 Per Year
Location: Owasso, Oklahoma Countny: United States
Industns AccountingiFinance Pasition type: Full Time
Experience level: Z- 5years Education level: Bachelor's Dearee
Wehsite: W ImyCompany.com
Contact: My Name Email: me@mycompany.com
Fax: 918-999-93498 D 78

Phone: 918-933-3333

Shert Description:
GCPA

Long Description:
Wye are a rapidly growing manufacturing company in Owasso, Oklahoma. Need an energelic, enthusiastic CPA 1o join our firm

Benefits include:
Health/Dental
Retirement401K

Life Insurance
Paid sickivacation
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Done

This is an example of a competed job posting.
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Statistics Summary

Mumber of Yiews 0 Reset
Mumber of applicants 0 Reset

Mo applicants applied to this position
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This is the statistics page of a job posting. If there were applicants for this posting, a link to their resume
would be listed here.

To get to this page, you click on the Statistics button of a job posting in the Listed Jobs section of your
account.









The City Without Limits.

Economic Development Department
Director, Chelsea M.E. Harkins
111 N. Main, Owasso, Oklahoma
918-376-1518
www.cityofowasso.com www.whyowasso.com www.jobsinowasso.com
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