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Job creation and approval tips

Job advert templates 

Job advert templates are 
accessible via the left hand 

menu “Jobs” option. 

If you cant see the option to create a new 
template – select the settings icon

If you cant see the option to create a new 
template – select the settings icon



Job creation and approval tips

Approval process tip

Option 1 – Edit team members.

Option 2 - Forward 



Job posting tips 

Can’t see the edit job advertisement 
option on the posting tab 

On the posting tab – select the 
arrow next to job advertisement –
add new job advertisement 

Once the advertisement has opened – you can 
import the contents from job description



On the posting tab – select edit job 
advertisement – a save here will refresh 
the job on wmjobs.co.uk. 

How to make changes

How to amend live jobs



Change a posting date

How to amend live jobs

Clicking onto “External Career Site” will bring up the posting 
options 



Amending a application form

How to amend live jobs

Where possible please edit the online 
application process as this creates a 
better candidate experience. 
Do remember to save via edit job 
advertisement so the changes pull 
through to your live job. 

Only unpost a job if its crucial to do so. 



Unposting and Reposting jobs 

How to amend live jobs

Job unposted and then reposted before the next API runs - The wrong apply link is available 
and candidates will see the following error message 



Thank you – questions?


