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HIRE HEROES USA

EMPLOYER'S GUIDE TO THE
HIRE HEROES USA JOB BOARD

Overview

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/

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

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

FAQ Job Seekers v Emplor

Home  Suggested Jobs PostaJob  Our Employers

Hire Heroes USA Job Board

Your Civilian Career Begins Here.

3. Click "Log In"

Home  Suggested Jobs PostaJob  Our Employers  FAQ 2 Job Seekers v Employers ~

I:‘W;"
Create Employer Account

Hire Heroes USA Job Board

Your Civilian Career Begins Here.



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

jmorse@hireheroesusa.org

Password

Remember Me

Sign Up
Forgot your password?

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.

l-"-i HIRE HERDES USA Home  Suggested Jobs PostaJob  OQurEmployers FA( & Job Seekers v " Jamilla Morse v

Signed in successfully.

# MANAGE PROFILE &3 EXPORT DATA H VIEW YOUR PUBLIC PROFILE

|.||.| Hire Heroes USA
HIRE HERCES USA @ loxo.co/hire-heroes-usa
jmorse@hireheroesusa.org
® = 4703393550

Your Active Products

Product: 1 Year Unlimited Job Board Posting Package Product: Resume Search Access for Duration of Package
# of Jobs: Unlimited # of Profile Views: Unlimited
Job Posting Length: 30 Days Expires: 04/19/2025 10:24 am

Expires: 04/19/2025 10:24 am

B POST A JOB VIA THIS PURCHASE > &% SEARCH OUR PROFILE DATABASE >
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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"

¥ rure enoes usa Home  Suggested Jobs  PostaJob  OurEmployers FAL & JobSeekers ~ | ¥ | Jamilla Morse v

Signed in successfully,

# MANAGE P & EXPORT DATA @ VIEW YOUR PUBLIC PROFILE

Hire Heroes USA

@ loxo.co/hire-heroes-usa

jmorse@hireheroesusa.org
w = 4703393550

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”

ﬂﬂwmm Home  Suggested Jobs PostaJdob  OurEmployers FAl & .Job Seekers v !_ Jamilla Morse ¥

[E DASHBOARD & EXPORT DATA B VIEW YOUR PUBLIC PROFILE

DELETE EMPLOYER

Employer Profile

Employer Info

Media
This information is for your Employer profile. If you are looking to update your Logo &k &k h
name, email or password, please visit your User Settings
Company Name Hire Heroes USA HIRE HEROES USA
= CHANGE | @ REMOVE
Email Address jmorse@hirehercesusa.org 7]
Phane 4703393550
Cover & UPLOAD IMAGE
Image
Website hittpsifloxo.co/hire-heroes-|fsa
Youlube i.e. nhiaregsw4
Street Address

D
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9. Click "VIEW YOUR PUBLIC PROFILE" to see how your profile will look to job seekers.

I“-Im.masm Home Suggested Jobs PostaJob  OurEmployers FA( & JobSeekers + | ¥ | Jamilla Morse v

[E DASHBOARD &% EXPORT DATA ] UR PUBLIC FROFILE

Employer Profile
Employer Info Media
This information is for your Employer profile. If you are looking to update your Logo & i
name, email or password, please visit your User Settings
Company Name Hire Heroes USA NS PR LI
= CHANGE | [ REMOVE
10. Sample Public Profile
|-||-l HIRE HEROES USA Home  Suggested Jobs PostaJob  Our Employers FAt & Job Seekers v ¥ ) Jamilla Morse ~

A i B e e e S i e S SR L

Posted January 18, 2025
Preview your Job A —_—
Posting Human Resources Assistant HH

HIRE HEROES USA
Hire Heroes USA
Q Anywhere = F ste R Full Time
Compensation: $40,000 to $50,000 Annually

This is how your job
posting will appear to job
seekers, If you need to

make corrections, just edit Administrative / Clerical ~Human Resources
and preview it again

Minimum Level of Education
High School/GED

Preferred Level of Education
2 Year Degree (AA, AS, etc.)

Security Clearance
None

HR Assistant

11. To get back to the "Dashboard" select the drop down next to
your name. Click "Dashboard"”

Home  Suggested Jobs  PostaJob  OurEmployers  FA( & Job Seekers v ¥  Jamilla Morse ~

Manage Profile

About Hire Heroes USA
MISSION Team Admin
8 Hire Heroes USA empowers US military members, veterans and military spouses to: User Settings

civilian workforce.
=8 Log Out

As a 501(c)(3) not-for-profit organization, Hire Heroes' services are provided at no cost 1o clients.
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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"

"ll'lﬂﬂimsm Home  Suggested Jobs FPostaJob  OurEmployers FA!{ & JobSeekers ~ | W | Jamilla Morse v

Job Posting Length: 30 Days Expires: 04/19/2025 10:24 am
Expires: 04/19/2025 10348

B POST A JOB VIA THIS PURCHASE >

4% SEARCH OUR PROFILE DATABASE >

Your Jobs

Title = Applies = Status ~ FPosted % Expires 3 Actions
Maintenance Technicianl © == 01/04/2024 02032024 AEDIT  @copy
-

Aurcda, IL, USA

Maintenance Assistant a 01/04/2024  D2M0I2024 FEDIT  @CopY
fwroda, IL, USA

Lead Full Stack Software | (viaemail)  |[EEEE) 91071202 0 ] FEDIT  @copy
Engineer

Arywihiod

IT Quality Assurance 7 (wia email) Explined 18312023 1040142023 PENT | @coPY
Analyst

Anywhene

Digital Product Designer 3 (wia email) Expirend 08r21/2023 Ow21/2023 FEDNT  Mcopy

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.




* ok k&

1P

HIRE HEROES USA
16. Click the "Job Title" field.

ERDES USA Home Suggested Jobs PostaJob  Our Employers FA( & JobSeekers » [ W | Jan

AT Post a Job

Creating as part of the Package: 1 Year Unlimited Job Board Posting Package

Job Title m

—

Job Location On Site - Example: 'Ne

Job Type @ Full Time O Part Time O Contract O Freelance O Tem

Category SELECT YOUR CATEGORY ~

17. Click "PREVIEW JOB"

EEO Statement

18. A preview of the job will appear and you can click submit.

Preview your Job
Posting

e

Human Resources Assistant
HIRE HERGES USA

Hire Heroes USA

Q Anywhere = Remote X Full Time

Compensation: $40,000 to $50,000 Annually

This is how your job
posting will appear to job
seekers, If you need to

make corrections, just edit Administrative / Clerical ~Human Resources
and preview it again.

Minimum Level of Education
High School/GED

Preferred Level of Education
2 Year Degree (AA, AS, etc.)

Security Clearance
None

HR Assistant

< EDIT SUBMIT
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19. Click "SUBMIT"

Minimum Level of Education
High School/GED

Preferred Level of Education
2 Year Degree (AA, AS, etc.)

Security Clearance
None

HR Assistant

< EDIT

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

Your posting was successful.

You will r e an email confirmatio rtly

CLICK HERE TO RETURN TO YOUR DASHBO ]

irds, or Compar @ Location ¢> Distance SEARCH

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.
le. "IT Quality Assurance Analyst"




-1
Aurora, IL, USA
Maintenance Assistant 1] 01/04/2024 02/03/2024 AEDIT | co
Aurora, IL, USA
Lead Full Stack Software  1(viaemail) [EEEE) 09/07/2023 10/07/2023 ZEDIT | Mico
Engineer
Anywhere

Tiviaemall) (EEED 08/31/2023  10/01/2023 FEDIT | Mco
Digital Product Designer dvinemail) X 08/21/2023 09/21/2023 FEDIT | @co

Anywhere

23. "Views:"” and "Email Applies" will be featured under "Job Statistics"

Home  Suggested Jobs PostaJob  OurEmployers FAt & Job Seekers v ¥ | Jamilla Morse ~

q L Job Statistics
flond) 57
IT Quality Assurance Analyst 6
Emtall Applies: T
emote ¥ Anywhere

) Full Time ) Part Time ) Contract (O Freelance

D Temporary

DIRECT PLACEMENT PROGRAM ~

24. Click "PUBLISH" when you are ready to post the position.

Home  Suggested Jobs PostaJob  Our Employers FA( & Job Seekers v ¥ | Jamilla Morse ~

Your Jobs
" R . Publish this job using one of
APl s Satus - Posted 3 Expires 3 Actions your existing job credits
0 [ oratt | 01/18/2025  02/17/2025 #EDIT | copy n H

0 01/18/2025 02/17/2025 A EDIT | lcopy
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25. Roles must be approved by HHUSA staff and will go into pending status

of "Awaiting Approval".

i"'l HIRE HERDES USA Home  Suggested Jobs PostaJob  Our Employers FAt & Job Seekers v W | Jamilla Morse ~
Your Jobs

Title & Applies # Status - Posted® Expires ¢ Actions
IT Quality Assurance 0 [ Awaiting Appraval | 01/18/2025 02/17/2025 #EDIT | |WCOPY
Analyst
Anywhere
Human Resources 0 01/18/2025 02/17/2025 #EDIT | [lcoPyY
Assistant
Anywhere
Maintenance TechnicianI 0 [ Expired | 01/04/2024 02/03/2024 #EDIT | |BCOPY
-
Aurora, IL, USA
Maintenance Assistant 0 [ Expired | 01/04/2024 02/03/2024 FEDIT | [BCOPY
Aurora, IL, USA
Lead Full Stack Software lviaemail)  (EEED 09/07/2023 10/07/2023 FEDIT | |WCOPY
Engineer
Anywhere

26. To repost a closed position click "COPY"

int 0 | Expired | 01/04/2024 02/03/2024 FEDIT | MCOPY

vare 1(viaemail) [EEIER 09/07/2023 10/07/2023 FEDIT | [WCOPY

This will copy this job posting
inta a new draft job posting.

' 7 (via email) Expired 08/31/2023 10/01/2023 # EDIT

mer 3 (via email) 08/21/2023 09/21/2023 #EDIT | (NCOPY
isk 0 07/28/2023 08/30/2023 S EDIT | [WCOPY

27. Utilizing the Resume Database
Access the resume database from the Employer Dashboard.
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28. Click "SEARCH OUR PROFILE DATABASE" to view the Hire Heroes USA resume database.

nited Job Board Posting Package Product: Resume Search Access for Duration of Package
# of Profile Views: Unlimited

30 Days Expires: 04/19/202510:24 am

i 10:24 am

A THIS PURCHASE » 2% SEARCH OUR PROFILE DATABASE >

Your Jobs

29. Refine searches using filters such as job title, location, education, military branch, service
rank, security clearance, keyword/skill search, city, and state.

I"-Iwnsnmm Home  Suggested Jobs  PostaJob  Our Employers FA( & Job Seekers v _!_ Jamilla Morse. v
Human Resources " @ Atlanta, GA, USA & st SEA
Refine your All Profiles 21127 Results in 96ms: Hest Maich +
search
Education

4 Year Degree (BA, BS,

Experienced Manager with Logistics and

whe) (59700
Adminisirative Background
o : Clarksville, TN, USA
Past-Graduate Degres Executive Agent and Customer Account Specialist at
(MA,... (4099) S T
High School/GED (2653)
2 Year Degree (AR, AS, i
et) (2199) s \:IIT-:‘ foasi 1
easone: .rn. ess nna_ - Hauston, TX, USA
Doctorate (PhD, MD, etc) Support Specialist 1l at Rice University
(158) =+ to Remofe [ Open to Re |
Military Branch
lawa, USA

Aoy (6803)
Navy (3313)

Alr Force (2782)
Dynamic Leader | & Years in Military Service | Skilled in

El Paso, TX, USA
Management & Logistics

Marine Corps (1728)




* ok k&

1P

HIRE HEROES USA

30. Select a candidate provide to view.

(MA,... (28] RIS T LB P
4 Year Degree (BA, BS,
etc) (25)

High School/GED (5}

Snellville, GA, USA

2 Yes

e (4}

D

gree (Ah, AS,

Milit Bi h
Gl S ; Metwark Development Engineer | Network+ | Security+]  Atlanta, GA, USA

Areny (44) USMC Veteran

Mavy (6) p
Marine Corpe (5) @ Stray - Partnerships Team Lead at Centers for Atlanta. GA. USA
i

Air Force {4) Disease Control and Prevention
Military Spouse (4)

O More
Senior Operations Manager | Talent Acquisition | MBA in

Service Rank Human Resources | Training and Development | Talent

E-4011) Management Atlanta, GA, USA
Munitions Systems/Program Lead at United States Air

E-6(8) Foree
= ",

ES(

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.

JUALEYIL Fal L SInps
Team Lead at Centers for
Disease Control and
Prevention

exceptional results that are easily scalable. | have successfully led multiple ini’
enhanced the NCIPC's capacity to prevent injuries and violence.

Education
Post-Graduate Degree (MA, MS, JD, etc)

Military Branch
Air Force

Service Rank
0-5

B DOWNLOADR..

Security Clearance
Top Secret

Community engagement MOS

Public Health Officer
Community Outreach

Design thinking Job SHREHERNOE
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32. Result of a new search for skills will populate.

Home  Suggested Jobs PostaJob  OQurEmployers FAL & Job Seekers v l Jamilla Morse v

wrds, or Compar @ Location

: Community engagement Profiles 17 Results in 21ms Bes!

Clear All Retired Flight Engineer, Experianced English Teacher,
Published Author. Clarksville, TN, USA
Flight Engineer at US Army

= Open 1o Remote

ity

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.

33. Click "Newest"

srds, or Compar @ Location

5 Community engagement Profiles 17 Results in 21ms Best Match ~
Mewzg

Clear All Retired Flight Engineer, Experianced English Teacher, Best Match

| Published Author. Clarksville, TN, USA

2 Flight Engineer at US Army

= Open o Remote

COMMUNITY HEALTH | WELLNESS SUPPORT | HEALTH
‘ EDUCATION

P TW IR A
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34. Use the dropdown menu next to your name and select “Team Admin”.

Home  Suggested Jobs PostaJob  Our Empleyers  FA( & Job Seekers ~ ¥ Jamilla Morse ~

Dashboard
irds, or Compar ¥ Location :
Manage Profile
Team
; Community engagement Profiles 8 Results in 34ms N eerSeltings
Log Out
Clear All COMMUNITY HEALTH | WELLNESS SUPPORT | HEALTH
EDUCATION
ity Seguin, TX, USA
' CEO, Owner | Self-Employed at NEW3rd LLC, DBA
MEWTrient Solutions

35. To delete a team member, click the “Delete” button next to their name.
You will be prompted to confirm. Select “Confirm” to proceed.

‘s 4+ INVITE TEAM MEMBER
Email
acoombs@hireheroesusa.org & FORGOT PASSWORD
aworkman@hireheroesusa.org = FORGOT PASSWORD g
bowens@hireheroesusa.org &8 FORGOT PASSWORD
chastian@hireheroasusa.org & FORGOT PASSWORD

jimphanli@hireheroesusa.org = FORGOT PASSWORD

jmorse@hireheroesusa.org

rbreese@hireheroesusa.ora =| PORGOT PASSWORD m
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36. Click “Invite Team Member”, provide the requested information, and select the Role.

Home  Suggested Jobs PostaJob  Our Employers FA( & Job Seekers v ¥ | Jamilla Morse ~

5 = ]NVéﬁM MEMEBER

Email

acoembs@hireheroesusa.org = FORGOT PASSWORD
aworkman@hireheroesusa.org & FORGOT PASSWORD
bowens@hireheroesusa.org &= FORGOT PASSWORD DELETE
chastian@hireheroesusa.org & FORGOT PASSWORD
jrimphanii@hireheroesusa.org & FORGOT PASSWORD

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

First Mame
Last Mame

Email Address

Role Etandard i

« INVITE

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.
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38. Click "INVITE"

Last Name Prieksat

Email Address Iprieksai@hirehercesusa.org

Role  Standard

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

Brandon Owens bowens@hireheroesusa.org 8 FORGOT PASSWORD
Cate Bastian cbastian@hireheroesusa.org & FORGOT PASSWORD
Jamie Rimphanli jrimphanli@hireheroesusa.org & FORGOT PASSWORD
Jamilla Morse dr jmorse@hirehercesusa.org

Iprieksat@hirehercesusa.org 4 RESEND INVITATION
Rebecca Breese rbreese@hireheroesusa.org & FORGOT PASSWORD
Sarah Ragone sragene@hireheroesusa.org & FORGOT PASSWORD
Stacy Kramer ¥ skramer@hireheroesusa.org & FORGOT PASSWORD

40. Settings Tab
The Settings tab allows team members to:
- Reset their password.
- Update their email address.
- Delete their account.
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41. Access by clicking "User Settings". To view your own individual profile informaiton.

Home  Suggested Jobs PostaJob  Our Employers FA( & Job Seekers ~ ¥ Jamilla Morse ~

essfully created Dashboard

Manage Profile

Team Admin

5 + INVITE T!
User
Email Log Out
acoombs@hireheroesusa.org & FORGOT PASSWORD DELETE
aworkman@hireheroesusa.org = FORGOT PASSWORD
bowens@hireheroesusa.org = FORGOT PASSWORD

cbastian@hireheroesusa.org B FORGOT PASSWORD
42. Edit user information here

Home  Suggested Jobs PostaJob  Our Employers FA( & Job Seekers v ¥ | Jamilla Mw@

B User Edit User Settings
Seftings

B Agreements Email Address

jmorse@hireheroesusa.org

First Mame

Jamilla

Last Mame

Morse

Password (leave blank if you don't want to change it}

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.

|-“-I HIRE HERDES USA Home  Suggested Jobs PostaJob  Our Employers FA( & Job Seekers v ¥ | Jamilla Morse v

FAQ

EMPLOYER FAQ

Q. Why should I hire a military veteran or spouse?

A. Whether they served four years or 25 years, each veteran was provided some of the most advanced training in the world, learning skills
like leadership, accountability, the ability to remain calm under pressure, problem solving, and teamwork. At all levels, service members
are required to lead and be responsible for others — from watching a battle buddy, to leading a group of 100+ troops. Being in the military
often demands that service members be decisive and take action. They must think on their feet to create outside-the-box solutions,
sometimes in life-or-death situations.

Military spouses are also a great asset to employers. Their frequent moves, while sometimes viewed as a negative trait, mean they adapt
well to new environments, possess unique skill sets, and have a large and diverse network. When their spouse is away on deployment,
they learn to manage a career and a family, preparing them for high-stress situations in the workplace.

Q. How do | hire a veteran?

A. The Hire Heroes USA Job Board is a great way to get connected with military members, veterans and military spouses who have
received personalized career coaching and are actively seeking employment. Hire Heroes USA offers job posting and recruiter packages
that will allow you to post jobs on our job board and search our resume database. To get started, please click here

Q. How much does a job posting cost?
A. The Hire Heroes USA Job Board offers a variety of job posting and recruiter packages at various price points. This ensures our ability to
continue providing services to our veterans at no cost. Click here to view packages and pricing.

Q. Can | search your database of veteran resumes? How?
A. The ability te search our resumne database comes with every job posting package. If you already have an account, simply login to get
started.

Q. Do | get a tax credit for hiring veterans?




