
Hire Heroes USA’s Job Board offers job seekers access to over 30,000 job opportunities
nationwide and overseas. Employers purchasing job board packages gain access to a
resume database via the job board. To access the job board, visit:
https://jobs.hireheroesusa.org/
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EMPLOYER'S GUIDE TO THE
HIRE HEROES USA JOB BOARD
Overview

1. Navigate to https://jobs.hireheroesusa.org/

2.  Navigate to the Employer tab at the top of the webpage.
      Click "Employers"

3. Click "Log In"

https://jobs.hireheroesusa.org/
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4. Click "LOG IN"
     Log in using your credentials

5. You will be taken to the dashboard upon logging in.

6. The Employer Dashboard provides tools to:
View purchased job board packages.
Access the resume database.
Manage the Employer Profile.
View and edit all posted jobs.
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7.  Managing the Employer Profile You can access the     
      Employer Profile in two ways:
      • Directly from the Employer dropdown after logging in.
      • From the Employer Dashboard.

 Click "MANAGE PROFILE"

8. The Employer Profile allows you to:
Share information about your organization with job seekers.
Upload your company logo.
Include YouTube or Vimeo links.
Once your profile is complete, scroll to the bottom of the page and select “Submit”
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9. Click "VIEW YOUR PUBLIC PROFILE" to see how your profile will look to job seekers.

10. Sample Public Profile

11. To get back to the "Dashboard" select the drop down next to      
       your name. Click "Dashboard"
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12. Job Postings
      Scroll down on the dashboard to view and edit job postings.
      Use the “Your Purchases” tab to view package details or download purchase receipts.

13. Posting a Job 

       To post a job:
       From your dashboard, select “Post a Job Via This Purchase”

Note: Employers with unlimited job board packages can set up an XML Feed for automated job
postings. The feed updates daily, refreshing all jobs on the job board.

14. Click "POST A JOB VIA THIS PURCHASE"

15. Complete the job posting details on the provided page.
       Preview the job before publishing.
       After submission, a confirmation page will appear, and the job will be posted once approved.
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16. Click the "Job Title" field.

17. Click "PREVIEW JOB"

18. A preview of the job will appear and you can click submit.
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19. Click "SUBMIT"

20. Your post will appear under "Your Jobs" on the dashboard

21. Job Posting Performance Statistics
       • View job performance statistics directly from the Employer Dashboard.

22. Select a position if you would like to see the total number of views.
       Ie. "IT Quality Assurance Analyst"
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23. "Views:” and "Email Applies" will be featured under "Job Statistics"

24. Click "PUBLISH" when you are ready to post the position.
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26. To repost a closed position click "COPY"

25. Roles must be approved by HHUSA staff and will go into pending status 
       of "Awaiting Approval".

27. Utilizing the Resume Database
       Access the resume database from the Employer Dashboard.
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29. Refine searches using filters such as job title, location, education, military branch, service   
       rank, security clearance, keyword/skill search, city, and state.

28. Click "SEARCH OUR PROFILE DATABASE" to view the Hire Heroes USA resume database.
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31. To contact a job seeker, select ”Contact” on their profile. They will receive an email from you,    
       and any response will be sent to the email address you provided.

30. Select a candidate provide to view.
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32. Result of a new search for skills will populate.

33. Click "Newest"

Tip! As a best practice, we recommend searching by “Newest” to view the most recent accounts created. 
The filter will default to “Best Match” with each new search and must be updated accordingly.
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34. Use the dropdown menu next to your name and select “Team Admin”.

35. To delete a team member, click the “Delete” button next to their name.
       You will be prompted to confirm. Select “Confirm” to proceed.
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36. Click “Invite Team Member”, provide the requested information, and select the Role.

37. Click “Invite Team Member”, provide the requested information, and select the Role.

Note: The “Role” can be either “Admin” or “Standard.” Both roles have the same permissions;
however, only an “Admin” can delete the job board account.



38. Click "INVITE"

39. The new team member will appear among in alphabetical order according to first name.

40. Settings Tab 
       The Settings tab allows team members to:
      · Reset their password.
      · Update their email address.
      · Delete their account.

15



41. Access by clicking "User Settings". To view your own individual profile informaiton.

42. Edit user information here

43. Our Employers Tab 
       Employers choosing not to hide their profiles are listed in the “Our Employers” tab on the       
       job board homepage. Job seekers can access these profiles to learn more about each company. 
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44. Featured Employers have purchased an unlimited job board package and are displayed on    
       the home page.

45. All active postings can be found under "Partnered Employer Jobs"

46. View our FAQ
      The Frequently Asked Questions page answers common questions for both employers and    
       job seekers. Access this page from the job board homepage.

17


