WELCOME GUIDE jobs.lu

You're about to post your first job listing - we got you!
Our option of self-posting your ad is a time saving, convenient option which offers you a
great application management. C‘}

] YOUR ACCOUNT

LANGUAGE ENGLISH JOBSEEKERLOGIN OR REGISTER || EMPLOYER Your recruiter accou nt |S

o accessible via this link:
JObSqu FIND 3 BLOG ADVERTISEA JOB

Jobs By Category S Jobs By Location OR

When you are already on

Employer Login

Login to manage your jobs and find the perfect candidates WWW'IObS'Iu yOU can C“Ck on
the employer login button on
Username the top right screen
Username
| Enter the credentials you
Password . . .
— received in your Welcome Email
7 7 from your Customer Success
O srowpassuers . representative and change your

password

Not currently a client? Check out why you
should Advertise a Job

] YOURACCOUNT

After logging in - you see the
dashboard of your recruiter
account:

jobs.lu
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Welcome
s Here you have access to all

details of your listings and can
see how many CREDITS and/or
A — SLOTS you currently have in
\ use/ available

] YOURACCOUNT

You can add your company
description and a logo (in jpg.
or png. format) to your

jobs.lu
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Welcome recruiter account by simply
Jokslv 353 sending it to your Customer
Success representative via
Email.
All Jobs 4 || Type keywords. i%\‘ ‘sﬁx D_DfO 3of4
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jobs.lu PS: If you have any queries, please contact us at:

5, rue des Mérovingiens | L-8070 Bertrange info@jobs.lu oron +352 2799 2798


https://en.jobs.lu/Client/Login

WELCOME GUIDE jobs.lu

How to publish a listing?

] HOW TO PUBLISH A LISTING

Press the blue "add a new job" button

*If the button does not appear in blue, please contact your

Welcome Customer Success representative to assist you (you can find
e the contact information on your Dashboard)
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] HOWTO PUBLISH A LISTING

Select "SLOT" or "CREDIT" and
\ Job Details add the title of your job listing

Edit Your Job Information

Listng Type* (5ol Lting Type 9 Describe in a few lines the
Job e .summary"  [Enteryour Job Tis folwed by any addifonalinformation you wouldfe displayed n search resuts com p a ny & an outline of the
e Tasg—™ role and the responsibilities
involved, skills, competencies,

{— qualifications, salary and

benefits
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Jobdescription” | ¢ 3 Paragraph V‘ B I ‘E

Select 1 to 3 categories max.
Attention: the choice of
categories is based on the job
Categories” SelmAane or two categories that match your job description. pOSition & n Ot on the

‘ company's industry

Sales Management

Complete the categories
corresponding to your job
description:

e Salary

e Hours

Iltime  Parttime

Abroad France-Lorraine Luxembourg

Allemagne-Rheinland-Pfalz

e Contract type
e Regions
e.g. if Cork selected as a region then enter Mallow, Cork. .
iy N 5125 ® Job Location

on* [Enter the location you want to appear on your ad

Please select/add an email
address or URL-link (redirecting
to your website) to receive

applications
_ , , Attention: If you want to change the
Optional candidate questions. Leave blank if you wish to ignore. . . . .
questont d method of receiving applications,

Question2

Gt ; please contact Customer Service

& You can add optional questions
— if needed to pre-screen

jobseekers

jObS Iu Itis sugge.sted to. add a-n .
& automatic confirmation receipt

YOURACCOUNT  APPLICATIONS  INVOICES(  AUTORESPONDER  PROFILESEARCH + MAP  NEED HELP? + to give candidates a confirmation

that their application is received

Autoresponder via Email

Email templates
AutoResponder
Subject: Merci fir Ar Kandidatur als JobTitle} bei jobs.lu
Léiwen/Léif {Name}

Merci fir Ar Kandidatur, Mir warten elo an encem weidern Schrétt Aren Dossier préiffen an lech um | aafenden haalen,

jobs]u PS: If you have any queries, please contact us at:
5, rue des Mérovingiens | L-8070 Bertrange info@jobs.lu oron +352 2799 2798



WELCOME GUIDE jobs.lu

Manage your Applications, Profile Search & Deactivation of Ads

] APPLICATIONS

Applications

Detal eceived

On this page you have access to all

h your applicants' CV's and cover

letters and you can contact the most
suitable profiles

Profile Search is an additional

\ provided by jobs.lu, which
allows you to look for suitable

profiles for your open positions in our
CVv-Database

[ DEACTIVATE YOUR AD

Welcome

jobslu3s3

To deactivate a job ad, select
the "expired" hourglas

Jl HELP! HOW TO USE jobs.lu 's TOOLS?

Do you need help to publish and manage your jobs, or to find the right profiles in our
Direct Search?

Don't worry - of course you can also request a private training that is tailor-made for
your team.

Whatever you need help with, do not hesitate to contact us.
You can find all our contact information below.

jobs]u PS: If you have any queries, please contact us at:
5, rue des Mérovingiens | L-8070 Bertrange info@jobs.lu oron +352 2799 2798



