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How to Post a Job

On the Jobs tab, click ‘Post a Job’ at the top of your screen. 

1. Select a Job Template or Start with a Blank Job Posting Form 

2. Confirm your location.

3. Click ‘Create Job’ to continue.
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Select Job Status

• Active - Your job will be immediately posted on your Careers Page and sent to the 

external job boards. It will appear on job boards within 24-48 hours.

• Accepting for Future Openings - Your job will be created and posted on your Careers 

Page, but not on any additional job boards.

Adjust Email Notification Settings

• Daily Applicant Summary (default notification setting) - The system will send an email 

every morning with a recap of the resumes from the previous day.

• New Email for Each Applicant - Receive application notifications in real time.

• None - Turn off applicant notifications.

Add or Review your Job Description
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Prescreen Questions

These are questions on the application page that an applicant MUST answer in order to apply. Use the 

search feature or scroll through the library to select a question, then click the orange plus sign to the 

right to add. You can also add your own question by clicking ‘Add Blank Prescreen Question’. 

BEST PRACTICE: We recommend asking 4-5 questions.  Remember you still want to make it 

easy to apply and too many questions might overwhelm applicants.  

FAST TRACK

 Identify and contact your top applicants faster using Fast Track. Based on responses to initial 

prescreen questions, applicants will be sorted as Fast Track or Disqualified. When editing a 

prescreen question, you can choose the Fast Track type from a dropdown list:

- Normal (default): This means that no matter how the applicant responds, the response is 

scored normally and will not be considered for Fast Track.

- Auto Fast Track: This means that no matter how the applicant responds to other prescreen 

questions, if they select an Auto Fast Track response they will automatically be considered Fast 

Track. This is useful if you have one key response or requirement you know you will want to 

move forward with in the hiring process.

- Fast Track: This means that if the applicant chooses a Fast Track response, that person has 

potential to be considered Fast Track. These applicants must correctly select all other Fast 

Track responses you have set up in order to be considered Fast Track.

- Disqualify: This means that an applicant should not be considered in the hiring process if 

they select a Disqualify response.
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Assessments 

Checking the Math/Verbal and Personality Assessments does not mean that an applicant will 

be required to take them, it simply gives you the option to send it to them during the hiring 

process. Use the assessments to measure candidates on the characteristics most important to 

the position.

JOB POSTING TIPS 

The best time to post a job is towards the beginning of the week because this is when applicant activity 

is highest on the job boards. Over time, your incoming flow of applicants will slow down so use the 

Refresh button after 30 days to send it back out to the boards. 

Since you have the ability to post an unlimited number of jobs, you can always try a new job title or 

description to attract more applicants.
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How to Review Applicants

REVIEW - View your applicant’s resume as well as their prescreen score - an average grade 

based on their answers to any prescreen questions that you chose when you created this job 

listing. The prescreen score gives you a quick idea of an applicant’s qualifications and how 

they stack up against others who have applied. 

As soon as a Fast Track applicant applies, the jobs hiring manager will receive a notification 

email. You will also be able to see the Fast Track icon next to their prescreen score.

ASSESSMENT - Sending out an assessment can be a great way to learn more about an 

applicant. Sending the assessment links to the applicant is the same as inviting them to the 

Video Interview step. Simply click ‘Invite’ and this will load a pre-written message that you can 

send straight from the system.
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INTERVIEW - The next steps are the Phone Screen (a basic phone interview with your 

applicant) and the Interview (an in-person interview with your applicant). Inviting an 

applicant to the Phone Screen and the Interview is the same as inviting them to the

Assessment. Click ‘Invite’ to ask the applicant for some days and times they would be available 

for the interview. Once you and your applicant have agreed upon a time, you can click 

‘Schedule’ to send a confirmation email to the applicant and check off a box to sync it to your 

calendar as well. 

TIP: What’s nice about sending emails through the system is that you will be able to 

track the day you sent the email and your entire communication thread will appear 

below.
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Scorecards: These are interview guides filled with suggested questions for you to use 

while you are interviewing your applicant. You can rate your candidate’s responses, 

make comments on them, and save their Scorecard into your system for other 

managers to access.

FINAL CHECKPOINTS

REFERENCES - Click Request References to load a pre-written message requesting 

professional references. 

OFFER - You can create Offer Letter Templates on the Settings tab. 

BACKGROUND- We do not conduct Background checks within the system but if 

that is something you are interested in, we do work closely with a Background check 

firm and can connect you with them to integrate that into your account.

HIRE - Selecting Hire will move the Applicant and all of their information into the 

Team tab.

MAKE INACTIVE - During any part of the hiring process, if you do not wish to move forward 

with an applicant, click ‘Move to Inactive’. This will not completely remove the applicant 

from the system, it will simply filter them out. It will also give you the option to send them a 

Rejection Letter.

MOVE TO PIPELINE - During any part of the hiring process, if you find a strong applicant 

that is not exactly right for the position for which they applied, click  ‘More’ and then ‘Move to 

Pipeline’. Using this option will enable you to save an applicant for future openings for which 

they may be a better fit.
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Questions? Need help? Give us at call at 
512.579.0163 or email support@careerplug.com.  

We’d love to hear from you! 

Careers Page

This is the custom site we built out for your company and one of the key pieces of your recruiting 

system.  You can find this by clicking ‘My Careers Page’ to the right of your account.  All of your job 

listings will be located on this link, so if you ever need to refer an interested candidate to your job 

application, you can tell them to apply directly from here. 

This link may be placed on your email signature line, on business card, and even on your website. You 

can also post this link to outside sources such as Facebook or local university career centers to drive 

applicant traffic from those sources to your CareerPlug system. 
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