
1.  Once you 
have registered, 
the thank you 
page will look like 
this.  On this page, 
click “Take Me to 
Employer Tools” 
to view the 
Employer Tools 
page and be able 
to post a job.  If 
you have already 
registered and are 
returning to the 
site, you will be 
taken directly to 
Employer Tools 
upon login.

Posting a Job on IREMjobs.org

2. The Employer 
Tools page looks 
like this:

Whenever you log 
in to IREMjobs, you 
will be taken to this 
page.  It is your 
home base, from 
which you can read 
messages in your 
on-site mailbox, 
search resumes, 
view active job 
applications to jobs 
you have posted, 
edit your company 
information 
and account 
preferences, and 
post a new job.



4. The add 
subscription page 
looks like this:

Be sure to check 
that the price is 
correct for your 
subscription 
type - if you are 
registered as an 
IREM member, 
the price will be 
$100 for a 30-day 
posting, and if you 
are a non-member, 
it will be $200.  
Select Continue.

You must fi rst 
“subscribe” in 
order to post a job.  
You will need a 
credit card in order 
to subscribe online.  
(If you cannot pay 
by credit card, 
send an email to 
jobs@irem.org, and 
indicate you need 
to be billed for 
your job posting.  
Your IREMjobs 
account will be 
given a credit so 
that you may post 
a job, and you will 
receive an invoice 
in the mail for the 
posting.)  Click the 
Subscribe Now 
link to begin the 
payment process.    

3. To post a job ad, click the Post Jobs link in the center column, or the Job Postings link in the 
navigation bar on the right side of the page.  You will be taken to this page: 



5. Enter your 
billing information 
on this page.  

Select Process 
Payment when 
you are fi nished 
entering the 
appropriate 
information.  The 
credit card number 
must be entered 
with no dashes or 
spaces.  When the 
payment process is 
complete, you will 
be taken back to 
the Job Postings 
page.

6. If, when 
you are taken 
back to the Job 
Postings page 
after processing 
payment, it 
still says that a 
subscription is 
required, click on 
the Employer 
Tools link in the 
navigation bar 
on the right hand 
side of the page.  
Then, click on Job 
Postings and you 
should now see 
that you may post 
one job:  

Click on the Post 
New Job link.



7. Fill in the 
relevant fi elds 
for the job 
description. We 
recommend 
writing the job 
description in 
Word, then 
cutting and 
pasting the text 
into the correct 
fi elds to avoid 
being logged 
out for inactivity. 
At the bottom 
of the page is 
a check box for 
Confi dential.  If 
you do not want 
your company 
information 
displayed with the 
ad, make sure this 
box is checked.  
If you do want 
your company 
information 
displayed with the 
ad, make sure it is 
unchecked.  Either 
way, applicants 
will be able to 
apply to the job 
through the site, 
and you will get 
a message in 
your Employer 
Tools Mailbox 
and an email that 
someone has 
applied to your 
job.  Be sure to 
click Save when 
you have fi nished 
fi lling in the job 
information!  



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


