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Employer - Register User (Please Read) he’

Welcome to UtahJobs - Utah Department of Workforce Services' Employer Job Listing and Job
Seeker Search System

DWS Ofices

[Hers you have the abily to

© Access the largest talent pool of Utah job seekers, 24 hours a day, 7 days aweek

© Seach for job seekers by e qualifiations that you set

© Immediately view summary information of job seekers who meet your specified qualifications

© Electranically sortjob Seeker summaries hased upon your review pracess.

© Directly contactjob seekers of your choice

© Search far job seekers added o Utahlobs daily

[The website is easy to use and has no fees. We have alsa compiled a list of commercial job listing
ebsites for you to access, if needed. You will notfind a larger pool of talented job seekers to choose
fom anywhers else in the state of Utah!

[These services depend on the exchange of accurate and timely information. We make every efortto
lencourage job seekers to keep their information up to date. We depend on you to do the same with your
job listings as well as other information about your company. We reserve the rightto remove any job
ffom UtahJobs if it contains inaccurate or inappropriate information. We also purge old information in
laccardance to an established schedule,

[Employers using UtahJobs must adhere to the following:

© Information provided an this site i for the exclusive use of emplayers to connect with job seekers
through employer ob lstings

You cannot charge a fee to provide job seekers accessto a job listing

You cannot ask job seekers to purchase any materials or charge a fee as a requirementfor being
considered for @ job

You cannot use this service to recrut replacement workers in a labor dispute

You cannot resell or repast job seeker information found on this website; such resale or reposting
violates an individual’s privacy

© ou cannot list a ob that recuires a specifc gender, minority, age, andior religious preference
Unless itis a bona fide job requirement

Any specified salary must be at least minimur wage according to Department of Labor standards
You must have a valid, curtent business license to use this website

oo

oo

oo

folations of these policies will resultin the loss of access privieges.

© Iagree Ol pisagree

lote: YYou will need your Unemployment Insurance 1D (U1 ID) and FEIN to set up your account. v
&@oore © et
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Contacts:

O ROBERT WADE
(301)468-0041
rwade@utah.gov
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(3392221111 ext 1111

Otest
(333)444-6555

O ROBERT WADE
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rwade@utah.gov

® None ofthe above (New Contact)
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Tie:
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“Ciy:
~ Gtate: Uteh v ~zip -

*Phone: - - Ext

Other Phone; - - Ext
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Employer Home
Change Contact Info
FAQ

DWS Offices

New Hire Registry

Help

Job Listing

Employer Job

Job Title: Nurse

DWS Job Listing #: 8438150

DWS Job Classification: Nursing Aides,
Orderlies, and Attendants

Enterthe Job Listing information and requirements below. You must complets all required (4 fields.

Comments/Suggestions FindJob Seskers ] [ Creste Copy ] [ Putdobontiod ] ((Dlesedob
OISR Vou dob = -
Back to Login *What s this job's Title? Nurse

Log Out

How many Months Of Experience are required?  [12

*What s the Description ofthis job? (1500 characters mag)

provide case management.

[hssess patient health problens and needs, develop and iuplement
mursing care plans, and maintain medical records. Administer
mursing care to ill, injured, convalescent, or disabled patients.
May advise patients on health maintenance and disease prevention or

Include advance practice nurses such as: murse practitioners,
clinical nurse specialists, certified nurse midvives, and certified
registered nurse anesthetists.

Licensing or registration required.

*When should this job Close?

1

02711707 (mmidaiyy) (Max date 04711107)

“How Many Job Seekers can apply?

“Which Job Seekers can apply?

Enter Instructions for Job Seekers :
(250 characters ma)

250 | inirmum of3)

© Qualified Job Seekers O All Job Seskers

E-nail resune in Word foruat.

“Address 1
Address 2:

“WWhat s the Worksite Address for this job?

140E BROADWAY

SALT LAKE CITY
Uteh
a1 |[2308
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(X TEST EMPLOYER

*Should Job Seekers See The Employer Name? ) yes O No

*WWhich Method(s) do you want Job Seekers to use to contactyou aboutthis job?
(enter information nextto each checkhox you select)

O Email:

[ Phone: -
Narme (optional)

O Fax: -

Website :

i holruses com

In Person at Warksite Address above
[ Mail to Worksite Address below

Whatis the Starting Pay? Occupational Wage Information

O wage
O Negotiable
© Not Specified
I5 this a Commission Or Piece-Rate joh? @ ves O Mo

“WhaLIS his obs Duration?  ®) Over150days O 4150 days O 1-3 days

FullTime [ PartTime [ Temporary [ seasonal

Day [ swing [ Grave [J Rotating
Whatis the Work Schedule?  [gio5

*Terms (check all that apphy):

“WWhat Shifts are required?

iWhat are the Days Off? Omon Ctue Cwed Clthu CIFi sat Sun
Is aVehicle Required to perform this joh? Oves ®no
*WWhat Minimumm Driver License Class is required? Nere v
What Driver License Endorsements are required? (you may select up to 5)
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[ Passenger [ school Bus [ Tank vehicle
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Help
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NOTE: The Jah Classification is used to find Job Seekers so it is important that you selecta correct
Back to Login Job Classification. Click on the Job Classification Title to make your selection

Log Out

Al Job Classifications
Edit Job Listing
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Job Classification #0f Potential Job Seekers
(Statewide)
Licensed Practical and Licensed Vocational Nurses. 270

es, Orderlies, and Attendants 1900
1"
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Change Contact Info
FAQ

DWS Offices

New Hire Registry

Help
Comments/Suggestions

Back to Login
Log Out

Employer - Confirm Job Classification

Employer Job: 002 DWS Job Listing #: 8439306
Job Title: Nurse DWS Job Classification: Pending Classification

YourJob Title: Nurse

The Job Classification you selectsd: Registered Nurses

Description: Assess patient health problems and nesds, develop and implement nursing care plans, and
maintain medical records. Administer nursing care t i, injured, convalescent, or disabled patients. May
advise patients on health maintenance and disease prevention or provide case management Licensing or
registration required. Include advance practice nurses such as: nurse practiioners, clinical nurse
specialists, certfied nurse midwives, and certfisd registered nurse anesthetists. Advanced practice nursing

Ifthe Job Classification you selected is cortect, click the Confirm Job Classification button below.

Ifthe Job Classification you selected is incorrect, press the Select Different Job Classifiation button below.

Edit Job Listing

Confim Job Classficalion Select Difrent Job Clssifcation
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Employer Job#: 002 DWS Job Listing #: 5439306

EZZ"BE Contact Info Job Title: Nurse DWS Job Classification: Registered Nurses
DWS Offces

New Hire Registy | Conoratulations! Your Job Listingis completed and is now open.

Help

Comments/Suggestions | [_FindJob Seskers ] [_EditJob Listing

m
Help Job Title

Back to Login Job Description : Assess paient health problems and needs, develop and
Log Out implement nursing care plans, and maintain medical records,
9 Administer nursing care {0l njured, convalescent, or disabled
patients. May advise patients on healih maintenance and
disease prevention or provide case managerment Licensing or
registration reguired. Include advance practice nurses such as:
nurse practioners, clinical nurse specialists, certfied nurse
ridwives, and certiied registered nurse anesthetists
DWS Job Classification : Registered Nurses
Employer Job #: 002
How Many Job Seekers Can Apply? 750
Which Job Seekers Can Apply? All Job Seekers
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Employer Name :
Websit
Appear In Persor

TEST EMPLOYER
www.hotnurses.com

40 E BROADWAY

SALT LAKE CITY, UT 84111-2305
- mail resume in Word format,

urse

+ Assess patient health problems and needs, develop and
implement nursing cae plans, and maintain medical records.
Administer nursing care to i, injured, convalescent,or disabled
patients. May advise patients on healih maintenance and
disease prevention or provide case management. Licensing or
regisiration required. Include advance practice nurses such as
nurse practiioners, clinical nurse specialists, certiied nurse
midwives, and certfied registered nurse anesthstists.

Job Location : SALT LAKE CITY, UT 84111-2305
Experience Required : 12 monthis
Number Of Openings

Job Close Date : 02/13/07
Starting Pay : Not Speciied
Commission Or Piece-Rate job : Yes

Duratio

Work Schedule :
Days Off : Saturday, Sunday
Velicle Required : No
Minimum Driver License Class : None
Driver License Endorsements : Not Specified
Skills {Tools : Not Speciied
Minimum Degree : None
Licenses / Certificates : Not Speciied
Benefits Offered : 401K
Lifting Requirement : Not Specified

Find Job Seekers EditJob Listng
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CAROLYN ROPER
8267 BOULDER CREEKRD
WEST JORDAN, UT 84088-1898
(801)282-4770
ROXYTULIPROPEI I0TMAIL.COM

Employment History:

L COUNTY JAIL. Location:

Date(s): 03/2001 - 042002

EGISTERED NURSE,

Employer : ALEXANDRA
HOSPITALASW
Title :
Descriptior

Location:

Date(s): 11/1998- 0411999
EGISTERED NURSE, HOSPITAL NURSE ON MEDICAL, SURGICAL FLOOR
DISTRIBUTION OF MEDS, IV STARTS, SHOTS, WAND CARE,

Education:

Location:
Date:

achelors

Skills | Equipment:
o Bilingual Spanish

our notes about this Job Seeker.
(200 charasters ma)
(Job Seekers cannot see your

notes)

[ BccestiobSesker ] ([ Drdecided ] [ Featiob Sesker

Print Job Sesker Summary

(isable Pop-Up Blockers)

Job Seeker Summar

s Not Viewed: 2 Fifine Seaich Citeria
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To register, create an account and gain access into the system the Employer must enter the company UI-ID and FEIN.





Employers should use the Employers tab to find Employer services and information that are provided through this web site. There is also a Job Seeker and Information and Services tab.





Access jobs.utah.gov to register and set up an online account. First time users should select the Sign Up button to create an account. Employer accounts can have one username and password or they can have multiple usernames and passwords. 








Once a username and password are created the employer can enter them to login to there account.





Rules of Use:





This page reviews the benefits of using this site and the rights and responsibilities of the seeker and Employer while using the site.





Employers will select “Accept” to advance to the next screen.





Other Users for this employer will be listed on the “Users” page. New Users should select “None of the above (New User)” if they are not in the list.





The “Contacts” page lists all the employer contacts already in the system. New contacts should select “Users” page. New Users should select “None of the above (New Contact)” if they are not in the list.





The “User Profile” page is used to enter the persons Contact information and create a Username and Password.  After this is done the employer is ready to log into the system.





The message will show that the Username and Password were created successfully.  Now the person can enter the Username and Password they just create to access the system.





Click any Column Heading to resort the information in that column.





The Employer Home page is divided into 3 tabs: 


Employer Managed Jobs


DWS Managed Jobs


Closed Jobs


From the Employer Home page you can Create New Jobs, View & Edit current jobs, Copy jobs, Find Job Seekers and Review Job Seeker Summaries. 





Click a Job Title to view more information about that job on the (View Job Page).





From the DWS Managed Jobs tab all of the open jobs that are managed by DWS are displayed.





From the Closed Jobs tab all of the closed jobs that are employer managed or DWS managed are displayed.





Default Job information will populate in many of the fields when a new job listing is created. New job listings have a few fields that have example text (Ghost Text) that disappears when you start typing in that field. 





When a job is Copied, the information from the copied job listing will populate on the new job listing.





Changes (Edit) can be made to job listings as long as the job listing is open and is being managed by the employer.





The Job Listing page is used to Create New Jobs, Create Copies of existing jobs and Finish Creating Jobs that did not get completed.





Questions with a red * next to them are required fields.





Enter all other fields on the page that applies to your job listing.





There is an Occupational Wage Information link to help find the most up to date wage information for the job.





A Job Classification must be selected to complete a job listing. This page lists some Suggested Job Classifications related to the Job Title.  For a list of all the classifications click All Job Classifications. Select the classification that best fits your job posting.





This number represents the number of job seekers with the classification name.





Job Classification cannot be changed after it is confirmed.  Make sure the classification is correct and select “Confirm Job Classification” to finish entering the job listing.





When the job listing is complete the Job Listing Completed page will display. This page allows the person to view the job listing details.  Information appears in the format that the job seeker sees when they search and find the job.





From this page the user can Find Job Seekers or go back and Edit Job Listing.  The Employer Home button is always available to click and go to the home page.





The Find Job Seekers page allows users to look at summaries of Job Seekers that meet the Job Listing qualifications.





The Sorted Job Seeker Summaries section lists the summaries that have been sorted into the different areas.  Summaries are sorted by reviewing seeker summary information on this page and selecting on of the three decision buttons. (Accept Seeker, Undecided and Reject)





 The Job Listing Status section shows information about the number of job seekers that are getting information about the job.





If there are to many or to few summaries to review the search requirements can be changed by clicking the Refine Search Criteria button.





This is an example of summaries that have been sorted into all three of the decision areas.





This page shows the Job Seekers summaries that have been sorted into the Rejected Job Seeker area.





Print Summaries by clicking the box next to the Job Seeker’s name and select Print Summaries.





Move seeker summaries by clicking the box next to the Job Seeker’s Name and then clicking the Accepted or Undecided button.





Notes can be entered or updated by clicking in the Notes field.





Use the Refine Search Criteria page to modify the search criteria.  The most common reason for changing the search criteria is to increase or decrease the number of seeker summaries.





Changing the search criteria will not modify the job listing information.  (Changing data on this page is temporary).





After changes are made click the Find Job Seekers button to search using the new criteria.





When a job listing is closed the Close Job Warning page will open.  Decide if you really want to close the job.  Click “Yes – Close Job Now” to close the job listing or “No – Do Not Close Job” if you want the job listing to remain open.





When a job listing is closed the Job Hire Info screen opens.  Use this screen to enter the information about job seekers that were hired for this job. This information does not go to the New Hire Registry.  Click the New Hire Registry link to report new hire information.





The Change Contact Info page can be used to modify contact information.  DWS may us this information to make contact with an employer if needed. 





From this page the person can change their Username and/or Password by clicking on the Change Password or Change Username links.





To Change Password enter Your Username and Current Password, then enter your New Password and Re-enter your New Password.





To Change Username enter your Current Username and Password, then enter your New Username and Re-enter your New Username.








When you Logout or go to the “jobs.utah.gov” Employer tab you can access this login page by clicking the Find Employees – Post a Job – Search Resumes link.  From this page you can Register, Find your Username or Reset your Password.








From the Login page click the Employer Forgot Username link to open this page to find your Username if you have forgotten it.











From the Login page click the Employer Forgot Password link to open this page to reset your Password if you have forgotten it.





Use you want to put a Job Listing on Hold click the “Put Job On Hold button from the View Job page. The Job Listing page will open.  Decide if you really want to put the job on Hold.  Click “Yes – Hold Job Now” to put job listing on Hold or “No – Do Not Hold Job” if you want the job listing to remain open.





Clicking the Job Title from the Employer Home page will open the View Job page. The View Job page displays a summary of the job listing details. Information appears in the format that the job seeker sees when they search and find this job.





From this page you can Find Job Seekers, Edit Job Listing, Create Copy of this job, Put Job on Hold or Close Job by clicking on one of the buttons at the top or bottom of the page.





The top portion of this page shows job search information.  It shows Employer search information, job seeker search information and job seekers referred by DWS.





For Help click the DWS Offices link from the list on the left side of the Employer Home page. Each office on the map is a link and clicking on the link will open a page with information about the office. 





For Help click the Online Help link from the list on the left side of the Employer Home page.  Type in a Message, enter your email address and phone number.
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