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Procedure: Create a Job Post (Regular, MSFW, FLC, Internship) for an Employer
(One-Stop Staff)

Note: All Jobs must be posted on OMJ, not on local systems.

Go to OMJ.com.
Click Go to Employers site.

7/~ Ohio Means Jobs - Welcome - Microsoft Internet Explorer provided by ODJFS =101 x|
& & - O rpsiiionio bs.comjomi/ =l & |4 )[x]|[Sena [2]-]
File Edit View Favorites Tools Help
¢ Favorites | <2 (O Ohio Means Jobs - Welcome # | HTA Tutorial # | Logon Page £ | Toagle () Workforce Administration - ...  |ilij Connect to Discoverer () myOhic () Ohio Means Jobs - Job Post & | Innerweb 2
(O Ohio Means Jobs - Welcome | ol Tools - far - - (7l dmh - Page~ Safety~ @-
COhio [ —
Jobs ......., ) f£lin]
“eom  monster &= Tube ST
E 1 : itiativ
7
mployers Initiatives
Search talent E Ohio Learn To Earn
Wiions ot resumes for free. 3rd Frontier Internship
= OhioMeansVeteranJobs
Post a Job OhioMeansinternships
Internships, Training Opportunity, more
. Tweets w7 Follow @OhioMeans Jobs ﬂ | |
Go to Employers site »
OhioMeansJobs 8 Aug ;!Ll
=

3. Click Post a Job.
=T

6@ < [O hitps:/iohiomeansiobs.com/omi/erployer/home.do =& [l 4]l x| S sna =8

File Edit View Favorites Tools Help

< Favorites | 515 (O Ohio Means Jobs - Welcome & | HTA Tutorial £ Logon Page € | Togale (O Workforce Administration - ... il Connect to Discoverer (=) myohio (0) Ohio Means Jobs - Job Post £ | Innerweb i
— >
(O Ohio Means Jobs - Employer I | Tools - {3y » B v [ deh - Page - Safety ~ @~
com _ monster (& kel EIgEE

EMPLOYERS
Find and hire
FAQ How doll... your top talent.

Request #
= Assistance ; Search talent

Millions of resumes for free.

On  Live chat

k. o )
Ohio Means Jobs m:p.:?r?ﬁning Opportunity, more

BUSINESS

SUPPORT
CENTER

Trng SCAMALERT Ohio Strong!
A robust, motivated, well-educated, A group called Venus Remedies Aveteran in Ohio has an edge in
and highly trained workforce is critical ~ Limited has been emailing finding their next career.
for the retention and expansion of all individuals claiming to have reviewed

More >> More >> More >>

4. Complete the fields in the General Information section, starting with an email address.

The email address is the email address to which job post confirmations and other job post updates
are sent. The email address can belong to the employer or to One-Stop staff.
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Notes:
» Fields marked with an * (asterisk) are required.

= ¥ (blue circles) and underlined text can be clicked for help with the fields.

Job Fosts
Post a Job/Training Opportunity

All job postings submitted here are governed by the d
OhiolMeansJobs.com ferms and conditions.

Job Description Writer 4

Resumes
General Information
Search Talent

Mational Talent Search
Note: Job will remain on the National Job Bank vandor's wabsite for an initisl pericd of 30 days

More

. - - READ: To enable the ability to make future updates or to print out your job post, please provide a valid e-
Business Support Center mail address below. (llote: A confirmation e-mail will be sent to the email address that you have provided
£l Link below. Please check your SPAM mail box as this e-mail may be sent there).

mployer Links

* E-mail Address

0OMlJ-Help-Desk@jfs.ohio.gov

" Employer Hame: ACME Manufacturing

| Job Title: Production Supervisor —

New Registration/Login . .
Start Dste: 08/08/2013 i

Post/Update Resume [ Close Date 09/08/2013 ] {mmiddiyyyy
Search Jobe EEGULAR EMPLOYMERNT

* |5 this a Green Job? FOREIGN LABOR CERTIFICATION 7]
Advanced Job Search APPRENTICESHIP -

INTERNSHIP
Desired SkillsDuties: FEDERAL CONTRACTOR

TRAINING OPPORTLINITY

Job Seeker Links

5. Inthe Worksite Zip Code field, verify the worksite zip code with the employer and be sure to
update it if it is different from the company/business zip code.

=TT T =

“ Type of Job [REGULAR EMPLOYMENT =
Search Jobs

* Is this a Green Job? = (2]
Advanced Job Search [ro =

Desired Skills/Duties: Wil supervise a crew responsible for manufacturing various

) prod ccordance with specifications provided. Must
Job Seeker Links v rking in a non union facilty. Strong
2]
Number of Characters Left =2801

salary: £0000.00 O houty ® vaany

* Education Level: VOCATIONAL/TECHNICAL DEGREE =

Licenses/Certifications Required: [ ]

* Work Days:

* Work Shifts

* Duration:

* Werksite Zip Code: 321

Tote: City, Siaie snd County are automatically determined from the Zip Code
Select City State County
& COLUMBUS oH FRANKLIN

Contact Information

* Contact Name: Sam Snerdly

* Preferred Method of Direct Contact: I Cails wanted ¥ & mail wanted -|

6. Complete the fields in the Contact Information section.

Remember the contact information indicates to whom job seekers will make contact or send
resumes regarding the employers job posts. This can include the employer’s contact information or
the One-Stop staff’s contact information, if the One-Stop staff is working the job post on behalf of
the employer.
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g Opportunity - Microsoft Internet Explorer provided by ODJFS
&5 v [O s rahiemeansiobs.comiomfemployeriborder ok postdo
Filz  Edit Wigwvr Favorites Tools  Help

¢ Favarites | 5% () Ohic Means Jobs - Welcome & | HTA Tutorial | Logon Page & | Toagle (0 workforce Administration - ... il Sonnect ko Discoverer =} myohio (L) Ohio Maans Jobs - Job Post € Innerweb
| | Tooks ~ %3+ EJ - (1 dwh - Page - Safety ~ @- 7

S e

() Chic Means Jobs - Job Post/Training Gpportunity

[ seem ] v [ sae ] County \
| = [cotumsus [on [FRAwwin

Contact Information

+ Contact lame. T

“ Preferred Method of Direct Contact ™ caits wantea I &mail wanea

Choses any of the coniact meihoss T fesimes wa [

™ ey in Pe = spoty ontine

+ Contact E-mail Address. O -Heln-De

Clear

Save

Quick Links

How Do 17 Employer Home
Job S. r Home Success Stor
On the Jeb Training Ohio Here to Help Apprenticeship Information

Home | Employer | Job Seeker | Youth Events VWorkforce Links | Contact Us Privacy Policy | Site Index

ndows - Chrome 14, Firefox 6, IE 2 & 9

Browser Compatibility: Mac - Firefox 8, Safari 5 and
011 Ohislieans obs com Al rights reserved. our parners. INIIFEIB Tmonscer

7. Click Save.

led by DDIFS =1ol x|
& = O ropsiioriomeansyor 3 quickpost. o =l *2|[ | [Fora 2

File Edit View Favartes Tools Help

<z Favorites | <2 (O Ohio Means Jobs - welcome # | HTA Tutorial € Logon Page @ | Toggle (O) Workforce Administration - il Connect to Discaverer () myOhia () Ohia Means Jobs - Job Post £ | Innerweb

(O Ohio Means Jobs - Job PostiTraining Opportunity I | Tools - #5; ~ B - [ #=5 - Pags - Safcty - @~

[ seeet ] o [ s ] G |
| @ [cotumeus o [Framn |

Contact Information
= Contact Name: Sam Sneraly

* Prafarred Method of Direct Contact ™ ot wantes

tact math

* Contact E-mail Address PTTR—

Clear |

Quick Links

How Do 17 Employer Home Media Center
Job Seeker Home Success Stories “Veterans Information
= Job Training Ohio Here to Help Apprenticeship Information
Home Employer | Job Seeker | Youth Events | Workforce Links Contact Us | Privacy Policy | Site Index

Browser Compatibility: Mac - Firefox 8, Safari 5 and Windows - Ghrome 14, Firefox 6, IE 8 & 9

© 2011 OhioMeanslobs.com. Al rights reserved. Our partners:  INDIFEIB T™monster
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8.

To print the page, click Print this Page. The “confirmation email” will need to be retained, to allow

the job post creator to

update the posting or to close the posting earlier than the default close date.

Note: Job Posting/Training Opportunity information can also be printed from this page.
NOTE: The Job Post should display on OMJ.com within 4-6 hours.

/= Dhio Means Jobs - Job Post,/ Training Opportunity Complete - Microsoft Internet Explorer provided by DDIFG

@?} - IO https: {/ohiomeansjobs.comfomjfemployerfjoborder fquick/post do

j\&l *2 (1% I Eing

File Edit V“iew Favorites Tools Help

{3 Favorites | 1:‘3, O Ohio Means Jobs - Welcome & | HTA Tutorial @ | Logon Page & | Toogle O Workforce Administration - ...

O Ohio Means Jobs - Job PostyTraining Opportunity Com. .. | |

@ Connect ko Discoverer @ myChio O Ohio Means Jobs - Job Post & | Innerweb
Toals = ﬁ - - [ @ ~ Page ~ Safety - @v

Chio
Jobs ..

.com monster

Employer

Job Seeker

ERDE &

Media Center | Success Stories

Youth | Events | WorkforceLinks | Partners

Employer

Job Post/Training Opportunity Complete

Account Information
New Registration
Login/Update/Evaluate

Job Posts

Post a Job/Training Opportunity

Job Description Writer

Resume

“rour Job PostiTraining Oppertunity has been successfully saved.
Job PostTraining Opportunity expiration date: 09/08/2013
“our Job Post/Training Opportunity number: 2710580

If you have any questions, please contact the nearest One-Stop location

e Print this Page

£ Print this Job PostTrainin

Search Talrie  ear

i Favorites

Print
Preview
screen

Employer ories

ral Infory
Employer General Information
[ Job PostTraning Gpportunity ®: |
2710880

Account Information

New: Registration ‘ i Araaat|
Login/Update/evaiuste

Posts I

OMJ-Help-Deski®|fs.ohio.gov

Job |

POSE & JoBTraIning Opportuni ACME Manufacturng

Resumes Froduction Supervisor

Search Talent [ Start Date: |
Hational Talent Search e TETIE]

More ‘ Cioss Daier |
Susiness Suppart Center

05/08/2013

employer Links ‘ Tyweorion]

REGULAR EMPLOVMENT

\ e e a Groen Job71 |

HO
L 1 1

7= Ohio Means Jobs — Job Post/Training Opporty mplete - Microzoft Internet Explorer provided by ODIFS =T
Ko ) = [ hepa:iohiomeariobe.com oo borderfauichfpost . do =1 & |[+2 ][ x| [Fora 2=
v Favorites  Tools  Heln
e € Shio Means Jobs - welcame [§ Means Jobs - Job Post/Training Opportunity Report - Microsoft Internet Explorer pro — |0 | p - Job Post & Innerweb
() Ohia Maans Joks - dob Post{Training Oppartunisy. ://ohiomeansjobs.comiomijemployer fioborder fquickipostireport do S [ [ o -+ Page »  Safety - dle
- it View  Paverites  Tacls  Help =
Chio - =
HTENTE T - | 2% O ohic Means Jobs - Welcome &£ | HTA Tutarial & | Logon Page & | Togale () Warkforcs Administration - ...
Jobs ... Tar - 63 - [ dwh - Page - Safety - d@h- O Kb [T]
s Erat | f_—l
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9. In your email inbox, open the email from email address omj-no-reply.

Frorn Subject Dake -
= CSRs in Progress with 15
= COWICMS Access Requesks
=< 2012 E-MAILS
B4 | <omij-no-reply@ifs.ohio.gow = | OhioMeansJobs.com Job Post 2710! 8,/9,/2013 2:10 PM

10. Click the link in the email to validate the job post. When a job post is validated, the contact person

(employer or One-Stop staff) confirms he or she entered the job post and wants the job post to
display on OMJ.com.

Important: If the job post was created using the employer’'s email address (the employer and not
One-Stop staff will receive the validation email), make sure the employer understands that he or
she will receive an important email that includes a link that must be clicked to validate the job post.
If the job post is not validated, it will not be displayed on the OMJ website.

5 OMJ-HELP-DESK - Mail From j-no-reply@jfs.ohio.gov >

=0 x|

File Edit Yiew Actions Tools ‘Window Help

J 3L Close QReply &ﬁReplyAH QForward - ﬂ v

Hai |Pr0perties | Personali

&« o3

Message Source | Discussion Thread |

{MPORTANT - YOU MUST TAKE FURTHER ACTION TO DISPLAY THIS JOB OW OUR WEB SITE!

Click on the link below to display this job on our Web site and make updates to the job infarmation. IF vour email program doesn't recagnize the Web address below as an active link, please copy and paste it into vour \Web
browser:

FLEASE KEEP THIS E-MAIL, You will need it ta make huture updates ko yaur jab or ko print out your job post.
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Procedure: Post a Confidential Job

1. From OMJ.com, select Post a Job.

/= Ohio Means Jobs - Employer - Microsoft Internet Explorer provided by ODIFS —10( x|

> [O etps:/johiomeansiobs.comjomjemployerihome.do =& ]<][x][= 28

File Edit View Favorites Tools Help

- Favorites | <5 () Ohio Means Jobs - Welcome £ | HTA Tutorisl £ Logon Page & Toggle () Workforce Administration - ... |} Connect ko Discoverer (2 myohio (0 Ohio Means Jobs - Job Post £ | Innerweb i

(©) Ohi Means Jobs - Employer | | Tools v fay » 6 v [ dmh v Page~ Safety v @~
‘com  monster e

EMPLOYERS
Find and hire
FAQ How dol... your top talent.

Request f
>4 : Search talent
Assistance 4 Millions of resumes for free.

On  Live chat

Ohio Means Jobs e o

BUSINESS

SUPPORT
CENTER

Incumbent Workforce Trng SCAM ALERT Ohio Strong!

A robust, motivated, well-educated, A group called Venus Remedies Aveteran in Ohio has an edge in
and highly trained workforce is critical ~ Limited has been emailing finding their next career.

for the retention and expansion of all individuals claiming to have reviewed

More >> More >> More >>

2. Inthe General Information section:
= Inthe Employer Name field, type Confidential.
* In the remaining fields, type or select job post information.

y FPUTCY T Where s EIEConicany —
LoginUpdate/Evaluate to job seekers across the country. =l
Job Posts Alljob postings submitted here are governed by the
Post a JobiTraining Opportunity OhioleansJobs.com ferms and conditions.

Job Description Writer

Resumes . - e Resuie
General Information = Raquirad Fiald
Search Talent @ = cligfo

National Talent Search

HNote: Job will remain on the Netionsl Job Bank ve s website for 20 initisl

£30 days.

More

) READ: To enable the ability to make future updates or to print out your job post, please provide a valid e-

Business Support Center mail address below. (Hote: A confirmation e-mail will be sent to the email address that you have provided
below. Please check your SPAM mail box as this e-mail may be sent there).

Employer Links

* E-mail Address

omj-help-desk@jfs.chic.gov

" Employer Hame: CONFIDENTIAL

e Production laborer
New Registration/Login .
Start Date: 08MZiZ0Nz2 £ (st
*Cl Date
Postilpdate Resume ore b 0912013 | ] (mmidsiny)
* Type of Job [REGULAR EMPLOYMENT =1
Search Jobs @
*Is this a Green Job?
Advanced Job Search [ro =l

Desired SkillsDuties

Viork as part o a Assembly Team assembling preducts to
specifications in accordance with the current production plan
Abilty to communicate effectively with both management and
coworkers. One year of production experience preferred
Iust email resume to the Delaware One-stop

Job Seeker Links
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3.

In the Contact Information section, type or select One-Stop staff contact information.

Salary:

* Education Level

LicensesiCertifications Required

*Wiork Days
*Work Shifts:
= Duration:

* Worksite Zip Code:

10.50 F ticury O vasny

I ATTAINED CERTIFICATE OF EQUIVALENCY FOR A HS DEGREE
2

I sin ¥ en ¥ ries M owea Moren B0eq M0ca

e ™oz T 2e T rotating T sane

& it Time © Part Time © Sessensl © Temoorary ¥

23018

Note: Gity. State and County are autemstically d

‘ Select | City | State

County |

‘ (ol | DELAVVARE | OH

‘ DELAWARE

Contact Information

* Contact Name:

* Preferred Method of Direct Contact:

Chaase any of the contsct methads i

* Contact E-mail Address:

Delaware One-Stop

I fex
g

omj-help-desk@ifs.ohio.gov

¥l & msit wanteg

Clear Save

Click Save.

Salary:

* Education Level:

LicensesiCertifications Required

* Werk Days
* Work Shifts:
* Duration:

= Worksite Zip Code:

10.50 F eurty O vasy

| ATTAINED CERTIFICATE OF EQUIVALEMCY FOR A HS DEGREE

I ein ¥ jen ¥ 1ue @ [ R R o
a2 T ae T Rotaiing I senie

F i Time O PanTime O Ssasena U7 —

23018

Note: City. State and County are automatically determined from the Zip Code

[ Select [ City [ stae | County |
‘ i« |DELA‘NARE |UH

‘ DELAWARE

Contact Information

* Contact Name:

* Preferred Method of Direct Contact:

Chaase any of the contect methads i

* Contact E-mail Address:

Clear

Delaware One-Stop

omi-help-desk@ifs. chio.gov

¥l & msit wanteg
I fex Re

™ sty online
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5. Onthe Job Post/Training Opportunity Complete page, click Print this Page or Print this Job

6.

7.

Post/Training Opportunity.

Ohio
Jobs ...
.com monster
Employer | JobSeeker | Youth | Events | Workforcelinks | Partners | MediaCenter | Success Stories
Job Post/Training Opportunity Complete
Employer g ©pp y P

*our Job Pest/Training Opportunity has been successfully zaved
Account Information Job Post/Training Oppertunity expiration date: 08/11/2013
New Regiztration
our Job PostTraining Opportunity number: 2710969
Login/Update/Evaluate
If you have any questions, please contact the nearest One-Stop location.

Job Posts

Post a Job/Training Oppertunity £ Print this Pags

Job Description Writer ¥ Print this Job Post/Training Opgortunity
Resumes

Search Talent

National Talent Search
More

Business Support Center

Employer Links

In your email inbox, open the email from email address omj-no-reply.

. <omj-no-rephy@ifs.ohio.goy = ChioMeansJobs.com Job Post 2710969 &/12/2013 10:15 AM

Click the link in the email to validate the job post. When a job post is validated, the contact person
(in this case, One-Stop staff) confirms he or she entered the job post and wants the job post to
display on OMJ.com.

&5 OMJ-HELP-DESK - Mail From: <omj-no-reply@jfs.ohio.goy > o Dlﬂ
File Edit Yiew Actions Todls ‘Window Help

J 32 Close @Reply &Reply.ﬂll QForward - 9 -

Mail |Pr0perties I Personalize I Message Source | Discussion Thread I

e & G |

TMPORTANT - YOU MUST TARE FURTHER ACTION TO DISPLAY THIS J0B ON OUR WEE SITE!

Click on the link below to display this job on our Web site and make updates to the job information. IF your emai program doesn't recognize the Web address below as an active link, please copy and paste it into yvour Web
browser:

hikps: i ohiameansjabs. comfomilemplover joborder fquickiupdate. da?cammand=YALIDATE&addr=omi-help-desk@ifs ohio, govaid=13081 22710963

PLEASE KEEP THIS E-MAIL, You will need it to make future updates to vour job or to print aut vour job post,

Important: DO NOT DELETE THIS EMAIL. You must click the link in the email to edit the job post or

to close the job post before the default close date (30 days after the posting start date).

10
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Procedure: Edit a Job Post

1. From your email inbox, open the job post confirmation email and click the link.

=0 ]

File Edit Wiew Actions Tools ‘Window Help

J 3L Close QReply JﬂReplyAII QForward - g -

Mail |Pr0perties I Personalize I Message Source | Discussion Thread I

IMPORTARNT - YU MUST TAKE FURTHER ACTION T DISPLAY THIS JOB ON OUR WEE SITE!

Click on the link below to display this job on our Web site and make updates to the job information, IF your emai program doesn't recognize the Web address below as an active link, please copy and paste it into your Web
browser:

hittps: i ohiomeansiobs, comfomiferployer jobor der fquickjupdate, do?command=YaLIDATE&addr=omi-help-desk@ifs . ohio.govaid=1308122710963

PLEASE KEEP THIS E-MAILL, You will need it to make future updates to vour job or to print out vour job post,

2. Onthe General Information page:
= Update the job information as necessary.
= Click Save.
Note: Notice the Job Post/Training Opportunity Status is set to Open.

General Information - =R=guired Fisld
¥ = Click for Help

Hote: Job will remain on the Maticnal Job Bank vendor's website for an initial pericd o

=

20 days.

READ: To enabkle the akility to make future updates or to print out your jobr post, please provide a valid e-
mail address belowr. (Note: A confirmation e-mail will be sent to the email address that you have provided
below. Please check your SPANM mail box as this e-mail may be sent there).

* E-mail Address: breadbeanjobs@hanuseftware.com

= Employer Hame:

TLT Babcock
* Job Title: Wielder
* Start Date: 07/25/2013
" Clese Date: 08/22/2013 [EF] (mmvddiy)

REVESISHICE | REGULAR EMPLOYMENT

* s this a Green Job?

=
[rio =l =
Job PostTraining Opportunity Status [oren LII L7 ]

[=
Leitner Fabrication iz a stable industry leader that offers —
outstanding medical benefits with NO DEDUCTIBLES, profit
=haring, and a 401 K. Leitner Fabrication iz committed to
being the employer of choice for world class operators,
focusing on employee growth and development. We LI L2 ]

Mumber of Characters Left =1985

Salary:

Contact Information

* Contact Name:

TLT Babcock
* Preferred Method of Direct Contact: I o wanted I E-mail wanted
Choose any of the contadt methods listed here: I_ I_
Resumes Wanted Fax Resums
I_ Apply in Person at Interview Site £d Apply Online

= Online Applicaticn Add : » - .
TSR R ress hitpoiies wow . aplitrak. comi?adig

- Mew Search J List of Job Fosts for this Employer J Send Email J 11
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Procedure: Prove a Job was Posted for the Required Number of Days
Scenario 1: Job Post Created by an Employer or Another One-Stop Staff Member
Use this procedure when:

« The job post was created by an employer or by other One-Stop staff.
« You do not have the confirmation email.

1. From the WCMS What’s New page, click OMJ Admin.

| What's New |

,,,,, Is & Training

Reminder

There are no reminders at this time.

WIA Tip of the Week LE Tip of the Week
There are no WIA Tips at this time. There are no LE Tips at this time.

[Fo]

Pawnlond
Workforce
Trainin,
[ weT J

2. Onthe Login page:
= Type your Novell ID and password in the appropriate fields.
= Click Login.

Administration
B

Login

% Registered User Login

Username: Good Morning!
Welcome to the Ohio Workforce Systems Administration login page. As a

: Workforce Professional you may access functional areas of the system to assist
Password: you in your endeavor of helping Ohioans.

(pessword is case sensitive)

Login

3. Under User Roles, click OMJ Admin.

Wivorkforce Systems Administration

Sood Morming., MCEANY D !

As a Workforce Professional you may access functional areas of the system
to assist you in your endeawver of helping Chicans.

L1 ]
- O Admmin
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4. Under Employment Services, click Browse Job Posts.

Workforce Systems Administration

Good Morning, MCKAYJ !

As a Waorlforce Professional you may access functional areas of the system
to assist you in your endeaveor of helping Chioans.

User Account Maintenance Employment Services Workforce Systems
» Reset Password / Delete User | » Browse Job Posts | » What's New Home Page
» Maintain LDAP Accounts » Job Search » ETPO Home Page
» Manage User Accounts » Job Search - Advanced » Discoverer
» Search OH Jobs by Cateqory » Ohio Business Gateway
[ TR 1 P S ——

5. Onthe Browse Job Posts tab:
= Verify the Job Post # radio button is selected.
= Enter the job post number in the Search For field.
= Click Search.

Browse Job Posts

Job Post Maintenance
To start, please select the type of search you want to perform.

Ifyou do not know the exact Job Post number, you may change the Search by option to select the employer's E-mail Address to
bring up alist of Joh Posts for that emplayer.

* Search by o Job Post#
E-mail Addre

* Search For:

| Search I Clear All FieldsJ

6. Inthe OMJ Job Post# column, click on Job Number.

Browse Job Posts

Job Posting Opportunity

FEIN
UCAN:

Job Posts

| OMJ Job Post # rs |.Iub Title & |Status 4 | Update Uploaded? & | Employer Job Post #

| 2706724 | \ielder OPEN

MNew Search
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7. Onthe General Information page, view the dates in the Start Date and Close Date fields.

General Information - =Required Fisld
¥ = Clidk for Help

Mote: Job will remain on the Mstional Job Bank wendor's website for an initial pericd of 20 days.

READ: To enalkrle the abkility to make future updates or to print out your job post, please provide a valid e-
mail address below. (Hote: A confirmation e-mail will be sent to the email address that you have provided
belowr. Please check your SPAM mail box as this e-mail may be sent there).

== 1 Add g j
o=t ress broadbeanjobs@hanusoftware.com

= Employer Mame: TLT Babcock

IF Job Title:

} Start Date: O7/25/2013

e DE8/22/2012 [Ta] trmmiddiinnng

= Type of Job [REGULAR EMPLOYMENT =l

= Is this a Green Job? INO LI g
Job PostTraining Oppeortunity Status [SFEN =1 @

Desired Skills/Duties:
7 rrsr 4

=1
Leitner Fabrication iz a stable industry leader that offers IS |
out=tanding medical benefits with NO DEDUCTIBLES, profit
=haring, and a 401K. Leitner Fabrication i= committed to
being the employer of choice for world class operators,
focusing on employee growth and development. Wwe LI
Number of Gharacters Left =1955 o ’

©

Salary:

Scenario 2: Job Post Created by One-Stop Staff
Use this procedure when:

« You are the One-Stop staff person who created the job post.
« You have the confirmation email.

1. From your email inbox, open the job post confirmation email and click the link.

&5 OMJ-HELP-DESK - Mail Fro mj-no-reply@jfs.ohio.govz o Dlﬂ
File Edit Wiew Actions Tools ‘Window Help

J 32 Close QReply JﬂReplyAll QForward - g -

Mail |Pr0perties I Personalize I Message Source | Discussion Thread I

2 E} |

TMPORTANT - YOU MUST TARE FURTHER ACTION TO DISPLAY THIS J0B ON OUR WEE SITE!

Click on the link below to display this job on our Web site and make updates to the job information. IF your emai program doesn't recognize the Web address below as an active link, please copy and paste it into your Web
browser:

https: ' ohiomeansjobs, comfomiferployer fjoborder fquickjupdate., do?command=YaLIDA TE&addr=omi-help-desk@ifs ohio.govaid=1308122710963

PLEASE KEEP THIS E-MAIL, You will need it to make future updates to vour job or to print aut vour job post,
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2. Onthe General Information page, view the dates in the Start Date and Close Date fields.

= Employer Hame:

Crappy computers

* Job Title: Sales fAs=sociate

= Start Date: 081332013

" Glose Date: 09122012 [ (e

* Job Type I REGULAR EMPLOYMENT LI

*|s this a Green Job? INO LI 07 4

Job PostTraining Opportunity Status

Desired S

PEMNDING
OPEM

UENS  lthe knowledgeneeded to demonstrate functionality of devices
and products to customers. Prefer 12 months experience.

Note: A job post close date can be set for up to 90 days after the start date. If a job post must
remain open for more than 90 days:

= Wait for the first 30 days to expire.
» |nthe Close Date field, type or select a close date 30 days after the current close date.

* Start Date: , .
art bate D&M 32013 ] (mmiddiyyyy

* Close Date: 09

Procedure: Foreign Labor Certification (FLC) Process

1. OWD FLC Program will create Job Post in OhioMeansJobs.com

2. OWD FLC Program will send OMJ Job Post information to One-Stop Owner (Job Post Holding

Office)
a. Send ETA790
b. Send Job Post number
c. Send Special Instructions
d. Send Employer Referral Information
e. (optional) Send qualifications & requirement

3. One-Stop works Job Post

Run a resume match in OMJ

Save resumes in Staging Folder
Review resumes to find best candidates

coow

ETA790 and other job post attachments as necessary
Save best candidates in Referral Folder
Contact employer and schedule interview(s)

o

4. One-Stop completes FLC Referral form and sends to OWD FLC Program
a. Name(s) of referred individuals
b. Date(s) / Time of referral appointment per individual
c. Address of each referral

Contact best candidates to see if interested in being referred to job and send candidates
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d. Contact phone number of each referral
e. Alternate phone number of each referral (optional)
f. Email address of each referral

5. One-Stop performs follow-up with Employer
a. Was any referral not show up for interview?
b. Was any referral Hired?
c. Reason why no referral Hired?

6. One-Stop updates FLC Referral form if needed and sends to OWD FLC Program

7. Out-of-State FLC Job Post
a. Follow previous step (3) above
b. No FLC Referral form required
c. No Employer follow-up required

Procedure: Close a Job Post
Scenario 1: Job Post Created by an Employer or Another One-Stop Staff Member
Use this procedure when:

« The job post was created by an employer or by other One-Stop staff.

« You do not have the confirmation email.

1. From the WCMS What’s New page, click OMJ Admin.

| What's New =

Manuals & Training | WIA Information

LE Tip of the Week

There are no LE Tips at this time.
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2. Onthe Login page:
= Type your Novell ID and password in the appropriate fields.
= Click Login.

Workforce Systems.
Administration

e

Login

(% Registered User Login

Username: Good Morning!
Welcome to the Ohio Workforce Systems Administration login page. As a

: Workforce Professional you may access functional areas of the system to assist
Password: you in your endeavor of helping Ohioans.

(pessword is case sensitive)

Login '

3. Under User Roles, click OMJ Admin.

Wvorkforce Systems Administration

Sood Morming, PMICRH AN !

As g Workforce Professional vou may access functiconal areas of the system
To assist vou in vour endeavor of helping SOhicans.

L]
e AL Adimin

4. Under Employment Services, click Browse Job Posts.

Workforce Systems Administration

Good Morning, MCKAYJ !

As a \Workforce Professional you may access functional areas of the system
to assist you in your endeavar of helping Ohioans.

User Account Maintenance Employment Services Workforce Systems
» Reset Password / Delete User | » Browse Job Posts » What's New Home Page
» Maintain LDAF Accounts ¥ Job Search » ETPO Home Page
» Manage User Accounts » Job Search - Advanced » Discoverer

» Search OH Jobs by Category » Ohio Business Gateway

[ RPN ¥ [
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OhioMeansJobs.com

5. Onthe Browse Job Posts tab:
= Verify the Job Post # radio button is selected.
= Enter the job post number in the Search For field.
= Click Search.

Browse Job FPosts

Job Post Maintenance

To start, please select the type of search you want to perform

If you do not know the exact Job Post number, you may change the Search by option to select the employer's E-mail Address to

bring up alist of Job Posts for that employer.

“Searchby @ jop post#

=TT

Search For:

Search J Clear All Fields J

6. Inthe Update column, click d (paper).

Browse Job Posts

Job Posting Opportunity

FEIN
UCAN:
Job Posts
OMJ Job Post # - |.|uh Title & Stawe |u;~da1e |Upluaded? & | Employer Job Post#

2708724 Welder OPEN

MNew Search

7. Onthe General Information page:

» From the Job Post/Training Opportunity Status list, select Closed.
= Click Save.

General Information

Mote: Job will remain on the Mational Job Bank wendors website for an initisl pe

- —m=suires Fisls
“F = Tlioefer b=l

ricd of 20 days.

READ: To enable the ability to make future updates or to Print out your job post, please provide a wvalid e
mail address beloww. (Hote: A confirmation e-mail will be sent to the email address that you have provided
A sent there).

bBelows. Please check your S| P mail box as this e-mail may be

= E-mail Address

broadbeanjobs@hanusocftware com

= Employer Name:

= Job Title:

= Start Date:

= Close Date:

TLT Babcocock

weelder

O7/Z25/2013

OE/23/2013 ]
S LE S = IREGULAR EMPLOYMENT ~1
== this a Green Job? = =] >
Job PostTraining Gpportunity Status [GFEN = @
Leitner Fabrication is a =ta|:|= industry leader that offers —_—
nut}tﬂndlng medical ben with NO DEDUCT] IBLE: prnfll
nacioo ao S andic )= ab tioo
being the emplowver of choice for world class OD‘rat0r=
focusing on employee growth and development. We -]

Number of Charscters Left =1955
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Scenario 2: Job Post Created by One-Stop Staff

Use this procedure when:

« You are the One-Stop staff person who created the job post.
« You have the confirmation email.

1. From your email inbox, open the job post confirmation email and click the link.

=0] ]

2 OMJ-HELP-DESK - Mail From: <omj-no-reply@ijfs.ohio.goy>
File Edit Wiew Actions Todls ‘Window Help

J 3L Close @Reply &ﬁReplyAll QForward - g -2 E |

Click on the link below ta display this job on our Web site and make updates to the job infarmation. IF your emai program doesn't recognize the ‘Web address below as an active link, please copy and paste it inta vour Web

browser:

https:ohiomeansiobs, comfomifemployer /joborder fquickjupdate. do?command=YALIDATE&addr=omj-help-desk@ifs .ohio.qovaid=1308122710963

PLEASE KEEP THIS E-MAIL. You will need it ko make future updates to your job or bo print out your job post,

2. Onthe General Information page:
=  From the Job Post/Training Opportunity Status list, select Closed.

= Click Save.
~Employer Hame: Crappy computers
* Job Title: Sales Associate
* Start Date: 08132013
* Close Date: 091242013 [F] (mmiddivy)
T ok Type | REGULAR EMPLOYMENT =]
* Is this a Green Job? INO LI ‘_}
Job PostTraining Opportunity Status
the knowledgenseded to demonstrate functionality of devices
and products to customers. Prefer 12 months experience.

Procedure: Working with Duplicate Job Posts

Sometimes job posts are duplicated, but the automation of OMJ takes care of this problem. For
example, an employer posts a job on Monster.com, Career Builder.com, and OMJ.com. All of these
sites are scraped for Ohio jobs, so OMJ would be scraping the same posting three times. Because of
the OMJ automation, only the posting from OMJ.com will display. The postings from Monster.com and
CareerBuilder.com will remain in the background, invisible to users. The OMJ job posting will always be

first priority; the Monster.com entry will be second.
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Procedure: Search for a Job (helping a client; tips; filters; advanced; Job title
search vs Keyword search)

1. Inthe OMJ.com Home page Job Seekers section, click Search jobs.

Ohio

Sobs o ¢[in]
~ com "IQ"S[QD’ Tube

Employers Job Seek Initiatives

Search talent S mh F bs : Ohio Learn To Earn
PR i afiuhs: " g 3rd Frontier Internship

2 . OhioMeansVeteranJobs
POSt _a JOt_’_ = OhioMeansinternships
Internships, Training Opportunity, more

P
Tweets W Follow @0OhioMeansJobs :I

“ Diane Larson @DianelLarson 1h ;Ill

Go to Employers site »

2. Onthe Search Jobs page:

= Type or select search criteria. Search criteria includes keywords, location, job post number, or
job title, or even a radius from a location.

= Click Search.

Note: For additional job search hints:

= Click Workforce Links.

= From the left navigation bar under Job Seeker, click Job Seeker Links.
= From the list of options, click Job Search Hints.

Ohio LR
;
Jobs ... E n ﬁ -
com monsker L J Tube]
Employer Job Seeker Youth Events Workforce Links Partners Media Center | Success Stories
Job Search | My Career | Profile | Resume | Saved Jobs | Saved Searches | Login Job Seeker Help | Fraud/Security

Salary Calculator Insights
Search Jobs @ _
Job Title )
Job Title (job title) Career Exploration
I To find helpful occupation
City ; 2 .
information, career videos,
Keywords (keywerds and/er job number) training providers, jobs and a
IAssEmb\Er AMND Assembly & State whole ot more, Click here to
Location (City/Town or Zip) State Radius Ohio LI explore a career.
43015 OH ~| |Exact location only = 3 powersd by
I I = y =l i PayScale
Cost of Living Calculator Read more...

Salary Calculator

P Display Advanced Search
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3. From the list of job search results, click the job title to view the posting.

Results 115430 jobs as of 8/11/2013 Save this search Current filters
1-25 of 254 Page 1of 11 Pzge: [1]2345 6-10=> [lext == and email me jobs.
X| 1gb Title: welder
Sortby Relevance | Date
X| State: OH
Job Summary Date Company Location
Clear all and start new search
op !ree Skills: welding, steel, mechanical ability Job
Description: Welding conveyor systems and other process Toleda, OH - Expand All
oriented machinery, This will be maintenance welding. They will 2013-08-15 Agerotek Pce.iﬁc,: Mao Refine —
be rezponsible for working with the maintenance team to fix view Map
machinery... ¥ Other Opportunities
Save | See all jobs from this company | From Aerotek ) _
Exclude Staffing Agencies
Include All - Other
ooublin, Hilliard and West Columbus manufacturer Acloche ; Green Job Opportunities
seeking Welders. - Must have experience - Pay rates based 3013-08-14 DU'?'!”; CH Federal Job Opportunities
upon positicn but range from S_ll 15 per hour. Visit P iew Map Show Corporate Sites Onl
www.acloche.com to apply onling, or call our... =Now Lorporate oftes DNV
Save | See all jobs from this company | From Chio Means Jobs

Procedure: Perform an Advanced Job Search

1. Click ‘Display Advanced Search’. The screen will expand with search options.
IJnh Title (job title) ‘ li

Career Exploration

To find helpful occcupation

City
information, career videos,
Keywords (keywords and/er job number) training providers, jobs and a
IAssembIer AND Assembly Search I State whole lot more, Click here to
Location (City/Tewn or Zip) State Radius Ohio j explore a career.
43015 OH ~| |Exact location only * 5 powered by -
| | = = : PayScale adl

Cost of Living Calculator Read more...

Salary Calculator

P Display Advanced Search

Results 118489 jobs asof 8/11/2013

1-13 of 13 Page 1 of 1 pzge: [1]
Sortby Relevance | Date

Save this search Current filters

and email me jobs.
X| keywords: Assembler
AND Assembly

X| Zipcods: 43015
(Radius: Exact location

Job Summary Date Company Location

Temporary Assembler

PURPQSE Under direct supervision, performs one or more
repetitive jobs on an assembly or sub-assembly line to produce
building material compenents or millwork products. ESSENTIAL

ESSENTIAL DUTIES AND RESPONSIBILITIES 1. Loads and
unloads...
Save | See all jobs from this company

In

| From ProBuild Holdings

Delaware, OH

only)

Clear all and start new search

P View Map

2013-08-11 ProBuild Holdings Inc. N

DUTIES AND RESPONSIBILITIES Assembles building material roBuld ROldings NS e view Map
components... Refine S
Save | See all jobs from this company | From ProBuild Holdings Eelmleall
Inc.

¥ Other Opportunities
Lol L ' Exclude Staffing Agencies
PURPOSE Under general supervision performs routine loading Jude all b
and unloading of materials within yard or work site; assembles Include All - Other
load packages into truck for delivery to customer job sites. e prosuild Holdings tne,  Delaware, OH Green Job Opportunities

Eederal Job Opportunities
Show Corporate Sites Only

2. This allows for additional search criteria to be added. When complete you can click on “Hide

Advanced Search”. Warning: Using the Advanced Search feature may severely limit your returns.

NOTE: You can search by Employer Name, which will list all the jobs currently listed by this
employer. You can search by Education Level, search for specific degree, jobs that only require a

High School diploma/GED. The Advanced Search enhances and refines your Job Search results.
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Keywords (keywords and/or job number)
|assemb|er AND Assembly

State
[oH

Radius
= IExact location only x|

Location (City/Town or Zip)
[43015

Search

TTOTTTIE O, Tareer vITETs;

S

training providers, jobs and a

State whole ot more, Click here to
Ohio j explore a career.
* powered by
PayScale W

Cost of Living Calculater Read more...

Salary Calculater

Career/Education Level

| W Hide Advanced Search |
ompany Name Exclude these words

|Kroger
O*MNET Occupations 9

High school diploma or equivalent =
- SELECT -
Less than high school

Producers
Producers and Directors

Production Workers, All Other
Production, Planning, and Expediting Clerks
Program Directors

Results 1isass jobs as of 8/11/2013

1-12 of 12 Page 1 of 1 pag=: [1]
Sortby Relevance | Date

Job Summary Date

Temporary Assembler

PURPOSE Under direct supervision, performs one or more
repetitive jobs on an assembly or sub-assembly line to produce
building material components or millwork products. ESSENTIAL
DUTIES AND RESPOMSIBILITIES Assembles building material
components...

Save | See all iobs from this company | From ProBuild Haoldings

2013-08-11

Doctoral or professional degree
Master's degree

Some college, no degree
Bachelor's degres
Associate's degree
|Postsecondary nond

ree award

Current filters

Save this search
and email me jobs.

J

X| Keywords: assembler
AND Assembly

X| Zipcode: 43015
{Radius: Exact location
only)

Company Location

Clear all and start new search

ProBuild Holdings Inc. ‘;‘?‘a"“a"e- OH

View Map

Refine Expand All

3. Use the Job Search filters on the right side
search results. For example, use the filters

of the Search Results screen to filter for specific job
to search for jobs within a specific salary range, full-

time or part-time positions, or jobs in a specific city or county.

¥ Salary

Refine Collapse Al

Entrv Level Jobes (less than
$30K) (1,342)

Middle Income Jobs ($30K-
$40K) (387)

Upper Middle Income Jobs
($50K-579K) (80)

High Income Jobs ($80kK-

¥ Other Opportunities

Exclude Staffing Agencies
Include 2ll - Other

Green Job Oppertunities
Federal Job Cpportunities

¥ Salary ¥ Career/Education Level

Entry Level Jobs (less than
£30K) (1,342)

Middle Income Jobs ($30K-
4810 (387)

Upper Middle Income Jobs
[$50K-579K) (80)

High Income Jobs ($80K-

High school diploma or
equivalent (1,020)

Less than high school (676)
Bachelor's degree (52)

Postsecondary nondegree
award (44)

Associate's degree (21)

Columbus (185)
Cincinnati (145)

Cleveland (51) ¥ Occupation

Davton (74) Cashiers (356)
ﬁ(fﬁ? Bookkeeping, Accounting, and|

Show Corporate Sites Only 35K) (12) M (12) Doctoral or professional
Ll_ - . . Six Figure Jobs (more than dearee (11)
. Six Figure Jobs (more than $100K) (7) .
Master's degree (4
¥ Location $100K) (7) (4)

¥ Occupation

Cachiers (3586)

Bookkeeping. Accounting, and
Auditing Clerks (242)

Auditing Clerks (242)
Cffice Clerks, General (133)

Retail Salespersons (122)

Springfield (38)
\Westchester (31)

Lima (28)
Stock Clerks, Sales Floor (89)
¥ Job Type Maintenance and Repair

Workers, General (80)

Shipping. Receiving, and
Traffic Clerks (78)

Stock Clerks- Stockroom
Warehouse, or Storage
Y¥ard (51)

First-Line Supervisors of Retai

Fermanent (1,545)
Full-Time (1,061}
Part-Time (662)
Temporary (286)
Contract (197)
Internship/Co-op (4)

Office Clerks, General (133)
Betail Salespersons (122)
Stock Clerks. Sales Floor (85)
Maintenance and Repair
Workers, General (80)

Shipping, Receiving, and
Traffic Clerks (78)

Stock Clerks- Stockroom,
Warehouse, or Storage

Yard (61)

First-Line Supervisors of Retail
Sales Workers (53]

Hotel, Motel, and Resort Desk

Training Opportunities

Sl Wlnrle e fE2Y

Clerks (52)
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Procedure: Inform an Individual about a SCAM Job Post

If you find a SCAM job, IMMEDIATELY notify the OMJ Help Desk. When you notify the OMJ Help
Desk, please provide the following information:

« Screen capture of the Job Post

. Job site

« Job title
Maxim Healthcare !
Contact: Patrick Stewart nm
Phone: 443-860-5571

HEALTHCARE SERVICES

Fax: B55-804-2431

Return to Search Results

Display all jobs by Maxim Healthcare
Employer Description

Print this Job

Job Location
Geographic Location: Akron, Ohio
To Apply

3 =SHARE uf 25 Ay .

Save Job as Favorite |

Registered Nurse Case Manager
Job Code: d94e12feb3eb%2226e38946c8f91267cC

Maxim Staffing Solutions is currently seeking experienced Registered Murse Case Managers in the
Akron/Canton area for full time opportunities. At least 1 year of prior Case Management experience is
required and previocus Disease Management is strongly preferred. Please contact Patrick Stewart at your
earliest conwvenience at 443-860-5571 to schedule an interview.

Responsibilities include:
Perform and coordinate the initial assessments and ongoing reassessments of the patient's status.

Document patient case information within a database system.
Perform chart review/audits monthly or as needed.
Participate in monthly case conferences by providing information pertinent to patient’s needs/goals.

Partner with the Program Director in development and review of the patient’s individualized coordination
of care plan.

Ensure that the patient's medical needs are addressed; consult with the patients physicians as needed,
coordinating plans of treatment, and advocating for the patient when necessary.

Promote understanding of the medical factors affecting the targeted population.

Idené:if\,r and assist patient in accessing entitlements, resources, information, and referrals for psychosocial
needs.

Participate in Quality Assurance and Utilization review activities, as directed.
Empower patients in decision making for care planning.

Maintain accurate and timely patient information, which readily accessible for review and meet all
requirements; assist in data collection for reporting/funding sources.

Foster intra-facility and inter-facility working relationships to help accomplish goals. Aact as a liaison
between primary care providers, specialist, and/or patient.

Advocate on behalf of patient regarding accessibility of services.
Follow State/Country mandated guidelines for the nurse case management programs.

Participate in outreach activities to the entire target population, as directed.
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Procedure: Find Jobs for My County / Area that an Employer Posted Without My
Knowledge

Option #1: Contact a Wanted License Administrator from the list below. These individuals have access
to a tool titled ‘WANTED’, to provide data like this for you

Wanted Analytics License Administrators, as of 2/10/12

Leign Samargia-Pflug Isamargia@mctaworkforce.org Youngstown (Mahoning)
Sherry Marshall SMarshall@cincinnatichamber.com Cinci (Hamilton)

Alice Stephens astephens@eswork.com Canton (Stark)

Roy Landreth rlandreth@cowic.org Cols (Franklin)

thd Nicole.chmielewski@ula-ohio.org Cleve (Cuyahoga)
Kathey Hodges hodgek@odifs.state.oh.us Akron (Summit)

tbd plantl@odijfs.state.oh.us Dayton (Montgomery)
Michael Veh mveh@co.lucas.oh.us Toledo (Lucas)
Michelle Carver Michelle.Carver@ijfs.ohio.gov RR Region 1

Dona Ferraro Dona.Ferraro@ijfs.ohio.gov RR Region 2

Hollie Musolino Hollie.Musolino@ijfs.ohio.gov RR Region 3
Stephanie Pride Stephanie.Pride@jfs.ohio.gov RR Region 4

Matt Kysor Matt.Kysor@ijfs.ohio.gov RR Region 5

Dawn Stanley Dawn.Stanley@jfs.ohio.gov RR Region 6

Tiffany Harper Tiffany.Harper@jfs.ohio.gov RR Region 7

Option #2: Use OMJ below . . .

1. From the OMJ.com Home page Quick Links section (located at the bottom of the page), click
Search by Industry.

Cuick Links
Hoewes Do 17
| Search by Industry |

Register
Login

J

Resumss & ';ILink to Search ©H Jobs by T
a

1 = duskry page on
Whats in a V|ohioMeansJobs.com

2. Onthe Browse Jobs page, view the various options by which you can search for jobs. Options
include location, job categories, industries, and frequently used keywords.
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Erowse Jobs

w Location:

Columbus

Jobs by Cataegory:
Accounting/Financs
Administrative
Arts/Entertasinment/Publishing
Banking/loans

Construction,

ilities

Enginssring/Architecturs
Gowvernment/Militasry

Jobs by Industr
Administrative Support

Acrospace and Defense

Agriculture
Autcmobile Manufscturing

Dawvton
Dublin

E=st Liverpool
Esirfisld
Findlayw
Fremont
Hamilton

Lima

Maricon
Marietts
Mason
Milford

Huntington EBortsmowuth
Lenc=ster Sandusks ¥oungstown

Springfiesld

Heslthcare
Coemputer/Internst
Hospitalitv/ Trawvel

Humsn Resources
Insurance

Law Enforcement/Saecurity
Legal
M=nufscturing/Mechanic=l
Marketing/Advertising/PR

Food Processing
Healthcare and Social Assistance

Mansfield

Steubenville

Eznaesville

Mon-Profit/voluntearing
Eharmsceutical/Bic-tach
BEesl Estate
Pestzsurant/Food Service
Retsil

Telecommunicstions
Transportaticon/Logistics
Upper Management/Consulting

Professional. Scientific
ministration

and Technical Services

Heospitality and Food Services
Telco, Di=ts

ticn, Training Services

Ircon =nd Stesl Manufacturing
Informaticon Technelogw
Legsl

Energyw
Film. FPhotograph:w
Finznce., Insurance

Jobs by Keyword:
Customer Service
Wmrehou==
Administrative Assistant

Mzintenancs
Accounting

Logistics
Manufacturing
Dil. Gas Shale

Manufacturing
PLM
Human Besocurces

FPeoesezsrch =nd Develocopmant
Ret=il Tr=ede

Rubber. Plastic Mesnufacturing
Towrism
Transportation and
wwheolesalse Trade

Warehowsing

Recepticnist
Mansger
Fart Tims
Zlericsl
Construction

Heslthcsre
Finznce
SGowvernment
Insur=nce
Transportsticon

3. Click the appropriate link. For example, to search for all jobs located in Columbus, click Columbus
under Jobs by Location. All jobs posted for Columbus display.

Procedure: Display a List of Jobs on the Job Board

Scenario 1 - Just alist of Jobs

« From OMJ, select Job Post, and enter your search criteria.

« From the results print the screen that displays a small synopsis of each job

. Individuals can read these and if interested can go search for the specific job for more

details

Scenario 2 - Print complete Job Posting

« From OMJ, select Job Post, and enter your search criteria.

« From the results print the of screen that displays a small synopsis each job, click on the
underlined Job Title to see the entire job post details

- Screen print the entire job details page to display on job board
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Procedure: Link Jobs Posted on OMJ to Your Local Website

1. Perform a search on OMJ.com.

Ohio
Jobs ...

S0 monscer

Employer Job Seeker Youth Events Workforce Links Partners Media Cents

Job Search | My Career | Profile | Resume | Saved Jobs | Saved Searches | Login

Salary Calculator

Search Jobs 2]

Job Title
Job Title (job title) I
I City
Keywords (keywords and/or job number) IgI’O\.I'E! city
| Search I State
Location (City/Town or Zip) State Radius IOh'U j
rove cit OH *| |Exact location only = & powered by
E ! ! = | vl 1.3 PayScale il

Cost of Living Calculator
Salary Calculatar

2. On the search results page, copy the URL from the top of the screen.

IO \ohiormeansjobs. monsker . comfSearch. aspxronme=grove % 20ciky & ad=12sid=653%pg=18rad _units=riles j

3. Paste the URL and use it as a link on your web site.

Procedure: Index a Web Site to OMJ

Periodically, employers want their job posts scraped from their websites and the job posts displayed on
OMJ. For this to occur, each job post on the employer web site must contain a unique URL.

Unigue URLs are web addresses that are different from other web addresses. For example, on
jobmonkey.com, each job post has a unique URL, as shown in the following examples.

\ - — a————m
\ A IQ http: e, ji
\ -
\ g s/ IQ http: /v, jobmonkeyjobsCeom/careerf1891586) Automative-Tooling-Engineer-Ohio-Toledo
Ll =

The URLSs for each job posting differ after the career/ portion, making them unique.

On many corporate websites, the differences may be harder to see, as shown in the following
examples.
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\ A/ Ix https://sjobs.brassring.com TGWebHostfjobdetails. aspg7jobld=63540§ partnernj=251'::??E:siten%l5
P —————— P
\ AL Ix https://sjobs.brassring.com/TGWebHost/jobdetails. asp:&jobld=621443 p-3rtnernd=253??i3.-siten€®

The URLSs for each job posting differ in the joblD and siteid portions, making them unique.

After you have determined that the Employer / Provider has unique URLS, then contact the OMJ Help
Desk (my email) and provide the details. OMJ Help Desk will process the request from there to work
with Monster to get this employer’s job postings added to OMJ automatically, on a regular basis.

Procedure: New Job Posting report

To view new job postings by county, refer to the Job Order report.
1. In Internet Explorer or other browser, go to https://owcms.ohio.gov/whatsnew/home.do.

2. Onthe What’s New page, click Job Order Reports.

What's New

Copyright ©2012 Ohio

ODIFS Disclaimer nd Privacy Policy
Department of Job and Family Services

3. On the map window, click the county for which you want to view new job orders.

/& Job Order Reports - Windows Internet Explorer
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View or print job order information for the selected county.

E New Job Order Report - Windows Internet Explorer ol x|
Fle Edit View Favorites Tools Help % @Convert + [B)select

New Job Order Report » Print

County: WOOD Records: 1 Date: 09/20/2013

Min Max

. #
1o # oOffice  Employer |Onen) sakary Salang

10 .
Source JOType  ONET Title
5-2 THE
ELK VALLEY oo, STATISTICAL

WORK
OHS65599 STATION o v bl PLACEMENT

- ATHENS

Bartenders 1

H100% - g

When you are finished, close the window.

NOTE: Currently, this report only contains the OWCMS Staff Assisted Job Postings. In process, is to
update this report to include the OMJ Job Posts (January / February 2014).
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Procedure: BUSINESS SUPPORT CENTER for Employers

Ohio
Jobs ...

‘com monske

Employers

A = A
Search talent Search jobs
Millions of resumes for free. Thousands of jobs and internships.

A A
Post a Job Post resume
Internships, Training Opportunity, more Get noticed by thousands of employers.

Go to Employers site »

Ohio Learn To Earn

3rd Frontier Internship

Tweets W Follow

OhioMeansJobs 1h
@OhioMeansJobs
Great Morning Chio!

E OhioMeansJobs 8 MNov | _

[ Link to Employer page on OhioMeanslobs.com |

Click on the ‘Go to Employers site’ . . .

Ohio
Jobs

powered by
com monster

S EMPLOYERS
Live Chat

Find and hire
your top talent.

4

Request i A

Ass?stance Search talent
Millions of resumes for free.

’ El

Post a Job -
Internships, Training Opportunity, more
you a Job Seeker E

How do I...

Incumbent Work ng SCAM ALERT Ohio Strong!

A robust, motivated, well-educated, A group called Venus Remedies Aveteran in Ohio has an edge in
and highly trained workforce is critical Limited has been emailing finding their next career.
for the retention and expansion of all individuals claiming to have reviewed

More == More == More ==

BSC is located on the Employer Home Page.

e LIVE CHAT (On or OFF): When ON, our staff is available to Chat
e How Do | (documents located under Quik Links too
o Request Assistance: Online form to be completed with what you need assistance with
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Business Support Center

How can we be of assistance? (Select at least one) L7 (* = Required Fields)
él_él:'cnsting a Job

I Finding Talent
I~ Registration/&ccess Help

[~ Customized Training

[~ Other

Employer Information (* = Required Fields)

* First Name
* Last Name
* Company Hame

= Lip Code

Employer Preferred Method of Contact (Select at least one)

—  Email [~  Phone

Submit J Clear J

Other Communication Preferences

» Call 1-838-385-2588 (Available Monday thru Friday, 8:00 AM - 4:00 PM)

» Email us at employerassistance(@ifs.ohio.gov

» Mailing Address:
Office of Workforce Development
ChioMeansJobs Help Desk
P.0OBox 1618
Columbus, OH 43216-1618
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