
EMPLOYERS’ SET UP PROCESS 
 

Step 1: Create an Employer Profile 
• From the Home page, click the Hire Local (see example below). 

 

 

 

• Complete registration form, then click Submit (see example below). 

 

 



 

• After you Submit the registration form, you will receive a notice thanking you for registering and 

notifying you of an activation email you will receive (see example below). 

 

 

 

• Activation Email (see example below).  Click the link as directed in the email to confirm your 

registration. 

 

 

  



Step 2: Sign In 
• After clicking the link to activate your account, you will be linked to the website and get an 

activation confirmation message (see example below). You can SIGN IN NOW! 

 

 

• Once you are logged in, you will see your Dashboard (see example below).  

 

 

• From you Dashboard, you can: 

1. Set up and/or Edit you Company Profile (see links highlighted by red arrows above); 

2. Post your open positions/jobs (see links highlighted by green arrows above); 

3. Post and View your events – e.g., job fairs (see links highlighted by yellow arrows 

above); and 

4. Search for qualified candidates to fill your open jobs (see links highlighted by blue 

arrows above). 


