
Once you have signed up to the website go to ‘My profile’ at the top of the page. 
Then click on ‘My companies’ on the left. You then need to add your company 
information and click the ‘Add company’ button at the bottom. Once you have 
done this your company goes to be moderated and should be live in a few days. 
You do not need to wait for your company to be moderated before adding a job, 
as this will go to moderation as well. To add a job posting to your company you 
need to click on the relevant company under the ‘My companies’ section and 
then click on ‘Add a job posting’, which is underneath.

1. Job details
a. Job title
Recommended format: Title of position – city, country (city and state for US). The job title 
must not contain any HTML tags as this isn’t supported in this section. 
b. Job reference code 
This is not a required field. If no reference is associated with the job then leave blank. 
c. Job description
Copy the text into the “Job description” panel and format as required. You can put in basic 
HTML to make the text bold, add bullet points or add hyperlinks.  
To make text bold you need to put in HTML tags as follows: 
	 <strong>text to be displayed</strong> 
To make text italic you need to put in HTML tags as follows: 
	 <i>text to be displayed</i>
To add bullet points you need to put in the following HTML tags: 
Unordered list: 
	 <ul> 
	 <li> first bullet point </li> 
	 <li> second bullet point </li>    (and so on) 
	 </ul>
Ordered list 
	 <ol type=“a”> 
	 <li> first bullet point </li> 
	 <li> second bullet point </li>    (and so on) 
	 </ol> 
For a numbered list then put in “1” (1, 2, 3, 4) instead of “a”, or for Roman numerals enter 
“i” (i, ii, iii, iv) or “I” (I, II, III, IV). 
To add hyperlinks to the job description, put in HTML tags as follows: 
	 Url: <a href=“http://www.samplewebsite.com” target=“new”>text or url to 		
	 be displayed</a>
	 E-mail: <a href=“mailto:firstname.lastname@company.org”>text or email 		
	 address to be displayed</a>
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2. Job location 
a. City
This is not a required field and can be left blank.
b. County/Region/State
This is not a required field and can be left blank.
c. Location
Choose country as applicable.

3. Salary and closing date
a. Currency
This is not a required field and can be left blank.
b. Minimum salary
This is not a required field and can be left blank.
c. Maximum salary
This is not a required field and can be left blank.
d. Closing date
This is not a required field and can be left blank. Please use the date format dd/mm/yyyy, 
e.g. 25/12/2010.

4. Options
a. EU residents preferred
Tick if applicable.
b. Allow agencies
Tick to let agencies know they can supply candidates for your job posting.

5. Billing details
a. Posting period
You can post the job between a minimum of 30 days and a maximum of 360 days.
b. Purchase order number
This is not a required field and can be left blank.
c. Special billing instructions
This is not a required field and can be left blank.

6. Add Job Posting
This will send the job to the moderation section of the website.

NOTE: You may return to the job and make amendments at any point. However, if you do edit the job after it has been made live then it 
will go back to the moderation section.
If you are experiencing any difficulties or would like further advice on how to add a job listing, e-mail stephen.jones@iop.org.


