
1

Job Board User Manual

Job Board
Create Employer Account

In the top navigation, click the Job 
Board button

Click the apply here button 
in the right column of the Job 
Board listings page

Step 

Step 
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An employer fills in the information in the form and submits

Successful Submission

Step 

Job Board
Create Employer Account
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Job Board
Adding a Job Post

Step 
There are two ways for an approved employer to login

	 By clicking the Login here button in the right column of the Job Board listings page 

	 By visiting https://ejatt.com/job-board-login/ directly
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Step 

Job Board
Adding Job Post

On the Employer Job Dashboard click Create New Job button
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	 Fill in job details

Step 

Job Board
Adding a Job Post

 Job posts can include features and application forms specific to each job.
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Job Board
Adding Job Post

 Set job categories, like full-time or part-time and type, such as Master, Journeyman or 
Apprentice can be set for each job. 

	 Click the Others box and enter needed Job Category, Job Type or Job Location and click the 
Add Category button. 

	 Once item is added, click the drop down selector and select the newly created item. 

If the Job Category, Job Type or Job Location isn’t in the drop down list, it will need to be added. 

To add a Job Category, Job Type or Job Location: 



A

B

A

B
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 Set resume requirement options

 Set Admin specific email notifications by clicking the check box. Example of an admin email is 
a supervisor(s) who will have input on hiring decisions. 

 Add notification details:
•	 Email(s)
•	 Subject
•	 Message Details

 Jobs can be set to expire on a specific date. To enable check box and set date.

Step 

Job Board
Adding a Job Post
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 Same notifications can be enabled and configured for HR and Applicant notification.

Job Board
Adding Job Post

 Fill in remaining company details and click Submit


