HOW TO POST A JOB
Employers are not required to create an account on OhioMeansJobs.com
to simply post their employment opportunities at no cost. In just a few
easy steps, businesses can advertise their vacancies to job seekers
throughout the entire state of Ohio.

Step 1: Visit www.ohiomeansjobs.com

Step 2: Under “Employers”, select “Get Started”

Step 3: Click on “Posting a Job Opening”

Note: Email address entered is for
the receipt of confirmation number
only and is not visible to job seekers.

Step 4: Complete all required fields.

*Denotes required field.
Click the

for help with each field.

Note: If you wish to include a pay
range, you must do so in the
“*Desired Skills/Duties” field.

Step 5: Once all fields have been
entered and reviewed, click “Save”.

Would you like resume mining access?
Employers can create an employer account through OhioMeansJobs.com to gain

free access to Monster.com’s resume database for the state of Ohio.
(FEIN and State of Ohio Tax Withholding ID Number required.)
Ask your county Business Services Representative to find out how!

Step 6: This message indicates your posting is ALMOST complete. Review the information; as a best
practice, write down or print the “Job Post/Training Opportunity” confirmation number for your records.

Step 7: Visit the inbox of the email address you entered to receive your confirmation number. You must
click on the link within the email to activate your posting (which will become searchable within 4-6 hours).

Step 8: Once you have clicked on the confirmation link, your posting will reappear for editing. If you are
not making any changes to the posting and are simply confirming, click “Close” at the bottom of the page.

Revisiting this link prior to the expiration date will permit editing of the job posting to include closing or
extending the posting for a total of ninety (90) days in addition to making changes to the posting criteria.

Step 9: Share posting confirmation # with your county Business Services Representative for additional
exposure (ie: have posting linked to local sites, Facebook, shared with partner agencies, emailed, etc.).

Questions about posting? Contact the OhioMeansJobs Business Support Center by:
1. Using the “Live Chat” feature on OMJ Employer page
2. Calling 1-888-385-2588 (Monday-Friday, 8 AM- 4 PM)
3. Emailing employerassistance@jfs.ohio.gov

