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Before posting a job, ensure you have access to the appropriate website. Refer to Step 1to check your access. If you are unable to gain access,
speak to your manager or email marketing@greencastlesolutions.co.uk to request login details.

/Step One @tep Two

. N ; Once you have logged into the website, Control Panel..»*
To begin posting job vacancies on the you will see the screen shown in the o e
website, you will need to access the control ; ; e | eatoocs Publshed Unpubish
Yy ; h preview on the right. P | - @
panel. To do this, go to your brand website
and press ‘Ctrl + Alt + Space’, which will From the control panel on the left-hand # Manage Websie o
open the login page. side, select ‘Recruitment’. This will ——
: display a dropdown menu, from here
To log in, select the Office 365 button (as click 'List/Edit Vacancies'. M Recruiment
shown in the screenshot below) and B
H H H List/edit vacancies
continued using your laptop credentials. This page allows you to view all existing e ——
L job listings, along the with the number of z""w_‘”"
Lontrol Fanell applications received. You can return to .
this page at anytime to edit or remove a & Recuitment Setup
jOb. == File Storage
To create a new job vacancy, click the N Feme Find your perfect jc
'+New' option at the top of the page. @ compiance @
al Reporting
== Administration
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Step Three

You should now see the New Vacancy page. Ensure that all sections are

New Vacancy [Fsae [ canc
completed.

Job Title"

Please make sure to select if the vacancy is Temporary, Permanent or Contract.

‘ Live on website

Sector

Select the appropriate contact and sector from the dropdown menus, and choose iy
a location that correctly populates on the map.

Choose folder...

Contact”

| Marketing Red Group

At this stage, you will also need a job description. The Marketing team provides

job post templates to support this. If you do not already have a suitable template, : pecilty
speak to your manager or email marketing@greencasltesolutions.co.uk for ’
assistance. Benefit

Expiry Date

None

For roles involving work with vulnerable individuals or within regulated
environments, job adverts must clearly state that the successful candidate Salary
will be subject to an Enhanced DBS (Disclosure and Barring Service) check.

Salary Currency
cBP(f)

Examples of such roles may include (but are not limited to) positions within Saary rom* Saary Priod
healthcare, homecare, education, or other support services.

Salaryupto (optional) Salary Preview
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Step Four

Once dll fields have been completed, click ‘Save’ at the top of the page. Your job will then be automatically published on the website.
It is recommended to view the job on the front end of the site to ensure it is formatted correctly.

You can also confirm the job is live by checking the ‘Active’ status. If the toggle is green, the job is live. If it is red, click the toggle activated the job.

@ N (e n,

tep Five New Vacancy Cancel
If you intend to share the job on external . . =
Now your job is at a point where it can be
shared to LinkedIn.

ep Six

platforms (e.g. LinkedIn), you will also
need an Open Graph (OG) image. This

can be added within the vacancy page. ' ,
For more information on posting on

LinkedIn, please visit the dedicated guide

To create this, use Canva to design a ) g
we have created in the link below:

relevant job post graphic. The Marketing
team provides editable Canva templates
that can be quickly adapted for your
role.

LinkedIn Job Posting Guide

Request access to your brand'’s job
posting Canva template, then update
the text to reflect the role you are
advertising.
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