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This document will show step by step instructions on how to post a 
job opening to Labor “Idaho Works” from ATS (Applicant Tracking 

System). 
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While creating your announcement in the ATS database please ensure that you have followed 
the instructions provided to you by the Division of Human Resources on Web page 
development.  Following these instructions will assist you in publishing a great announcement 
as well as help in the process of posting to Idaho Works. 
 
When you have completed your announcement and have already published to the DHR website, 
then scroll down to the bottom left section of the announcement details where it states  

“Idaho Works Listing” 
 

 
 
 
You will then see a button below the Idaho Works listing header that states “Add Listing” 
(seen above) Press this button and it will take you to the following screen. 
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You will then get a pop up window with Job Order ID (which is the ID number of the listing 
with Idaho Works) 

 
 

 
 

Click on the hyperlink which will take you to the Labor posting area. 
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Once you come to this screen, you will have the opportunity to update important information 
about your announcement.  This will be seen by applicants who visit the Labor website in 
search of employment, and is your opportunity to talk about your agency as well as promote 
your position. 

 

 
 
 
 



 5

 
The first area to focus on is the “Job Title:” It is important that you have the correct title in 
this field so applicants can search using the Labor engines.  In NON-CLASS announcement the 
Job Title will state NON CLASS CLASSIFICATION (you will have to place the working title 
of the job in this section.) 

 

 
 
 
Please leave the First statement, the Salary and the Closing date in the body of the Job 
Description. 
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“Job Description” is where you place the most important information about the position that 
applicants read to see if they are qualified and interested in applying.  This area is usually 
updated from the announcement section of ATS.  You will have to do some manual placement 
of information into this section, which is found in your announcement. You may just copy and 
paste the responsibilities from the announcement in this area. (NOTE: There are a total of 2000 
characters that can be used in this section. If you find that copying and pasting information from 
the announcement uses more than the 2000 characters make sure you edit the information to 
less than the 2000 character limit.)   In NON CLASS announcement you will have to update the 
job title here as well. 
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In the Job Description area you will need to place  

a. Salary Requirement 
b. Job Responsibilities and Minimum Qualifications:  copy and paste the 

responsibilities and minimum qualifications from the announcement in this area. 
Also include minimum experience, education, special licenses,  whether a 
background check or drug testing will be performed, is  P/T, Temp, Seasonal, is  
shift work, etc. This information can be easily found by previewing the exam from 
the published announcement (comes from the typical statements for the questions))  

 

 
 

c. Any other information that would be helpful to the potential employees of your 
agency. 

d. Ensure that the close date (M/D/Y) is at the end of the announcement 
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Update the “Salary Range:” on the Idaho Works webpage.  By updating this information, 
applicants can search based on salary. 

 

 
 

The next area to focus on would be the Hours per Week: Number of Openings: Shift:  and 
Job Duration.  Some of the agencies have part time positions, seasonal positions and temp 
positions.  This would be an area where you would complete if you had some type of 
circumstance where it was not a single opening, full time, day shift position. 

 
The next area of importance would be the Job Site County (this is a drop down menu where you select 
the county where the job is located).  This area is a searchable area on the Labor database and needs to 
be correct so applicants know where the position is as well as the Job Site City (you have to 
manually enter this information into the field. If an applicant places information in the 
search engine and you do not have this filled out correctly, the applicant will not see your 
position and you could potentially lose the opportunity of a great employee. 
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After updating the fields on this section you will then press the button labeled “NEXT” 
You will then go to the next set of criteria which is known as “Job Requirements”. 
 

 
 

This section is very important if you are screening applicants based on experience, education 
and licensing.  Fill out each field where you would need applicants to meet certain criteria for 
the position.  (NOTE: If you need an employee with a specific license or certification, please 
make note of this in the first section of the posting site.  It is important that applicants know 
what licensure and certifications you are requiring. This should be based on the Minimum 
Requirements of the position.)  
 
Once you have updated these fields, press the “NEXT” button to continue forward with the 
posting process. 
In this section of the posting area you will have to update if you wish to send the posting to 
“America’s Job Bank in 5 days” or send “Immediately” or “NO”. You will also have 
to verify that the dates for opening and closing are correct (this information is auto-filled from ATS and if 
you post a day after you post to DHR this date will have to be updated).  If you see that the dates are incorrect, 
then you need to update them. 
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To continue through the process, press the “NEXT” Button. 
 

 
 
 
*Jobs like the clerical categories, which have an on-going recruitment, are generally put in 
for 6 month period and will need to be re-entered, if still need to recruit after six months.  
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This section is auto-filled with DHR information and must be edited.   

 

 
 

State Agencies do not have the option of Labor screening their applicants so this option has 
to be selected “NO”. All other information on this screen is auto-filled based on DHR 
information.  EDIT this information to state your agency and contact phone numbers. Also, 
“Send  a Confirmation E-Mail for this Job Listing” should be marked NO.  Please remember 
this is the information that is given to applicants who are interested in your positions and it is 
important that this information is current and correct at all times or applicants can be missed.  
If a non-classified announcement has been published, then the reference to apply online 
needs to be deleted and replaced with the instructions on how to apply from the 
announcement so the applicants know they must contact the agency. 
Click on the “NEXT” button to the final screen.  Once you have completed posting your job 
announcement on the Idaho Works website, you now have the opportunity to verify the 
information you placed in the announcement is correct.  You will also be able to see the job 
posting as applicants will see it.   
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If you click on the link that states “View the Details of your Job Listing”. You will 
be able to view all the information that you placed in the announcement and update 
information that is inaccurate or looks funny. 
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If any of the areas need to be adjusted, you will have to click on the hyperlink above the 
section to edit.  This process updates immediately so you can see the results of your update. 
DO NOT click on the “Create a Duplicate of this Job Listing” button.. 
 
 
 
 

You have completed the process of placing your announcement onto the Labor “Idaho 
Works” Website.  If you are experiencing any difficulties please contact a representative 

from either DHR or Labor. 
 


