
UrTechCity - Job Portal Post Jobs, Accept Applications

1. Click Post Jobs from the menu:

a. Desktop

a. Mobile Devices
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2. Once you click the Post jobs it will take you to this page. Take note of the instructions
below.

- Add button adds new Job Post
- Edit button updates/changes existing job Post
- Delete button deletes existing Job Post
- Skills for this Job button will navigate you to list down the skills needed or good

to have for a specific job posts

a. Desktop
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b. Mobile Devices
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3. Once you click the Add or Edit Button, it will take you to this page. Please take note of
the below:

- Fill-in all the entries then click the Save button to save the changes made.

a. Desktop
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b. Mobile Devices
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4. Job Posters can see who applied on the job they posted by selecting the Find Jobs
option in the menu

a. Desktop

b. Mobile Devices



UrTechCity - Job Portal Post Jobs, Accept Applications

5. Inside the job posts, you can see a list who applied to that job. If there is no list, then it
means none has applied yet to that job post. Please take note of the below:

- Select the employee’s name to see their Information and resume;
- Click The ‘Offer hourly rate’ to give them Job offer
- Click the ‘Send Message’ to communicate with the applicant.

a. Desktop

b. Mobile Devices
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6. The applicant will receive an email regarding an offer or a message from the employer.

a. Desktop and Mobile Devices
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7. Once the user clicks the link, the page below will be shown. Once the user clicks the
Accept button, then the user has already accepted the job. Otherwise, user can Send a
Message for further negotiation, or just Delete the application:

a. Desktop



UrTechCity - Job Portal Post Jobs, Accept Applications

c. Mobile Devices

8. Employers or recruiters can go to the Employees page to see their list of employees:

a. Desktop
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b. Mobile Devices



UrTechCity - Job Portal Post Jobs, Accept Applications

9. Inside the Employees page, employers can see their employees per
businesses(Employers can have multiple businesses). The employer can also look at the
profile of each employee to see their particulars again. The employer can also change
the employment status of each employee.

a. Desktop

b. Mobile Devices
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