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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. 

 

To register as an employer, start by clicking on the Register as an Employer

[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.] 

 link as shown above. 

 

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. 

. 

 

 

 

 



 

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

If you forget your password, simply click on the 

 to 
access your profile. 

Forgot your password? link to have it emailed to you. 

 

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. 



 

 

 

 

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.  

 

 

 

 

 

 

 



 

 

 

 

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. 

 

 

 

 

 

 

 



 

 

 

 

 

 

To post a new job, click on the Post Jobs tab.  Complete the information and click on Next

 

. 

 

 

 

 

 



 

 

 

 

 

 

 

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

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. 

 to view the applicant’s resume. The statistics will also let you see 
how many people have viewed your job posting.  

 

 

 

 

 

 



 

 

 

 

 

This is an example of a competed job posting. 

 

 

 

 

 

 

 



 

 

 

 

 

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. 

 

 

 

 



 



 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
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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