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Job Posting System 
 
If you do not want your company’s jobs indexed automatically, OR your company’s website 
cannot be indexed, OR your company does not have a career section or only has a general 
careers web page, your company can utilize DirectEmployers Association’s Job Posting System 
(JPS).  You can then direct the job seeker/Soldier to apply however you would like, whether that 
is to a page on your site, to an email address, or some other method.   
 
To utilize the Job Posting System (JPS), a free service to manually post your company’s job 
opportunities to the Employer Partnership website, please follow and complete the steps below: 
 

1. To ensure your company’s jobs are properly posted to the Employer Partnership website, 
first your company will need to complete the Employer Partner Information Form and 
select Job Posting System (JPS).  

 
             Upon completion email it to hirenow@employerpartnership.org
             or fax to the Employer Partnership Office (EPO) @ 703-601-0673. 

 
             2. The EPO staff will send a copy of your completed Employer Partner Website Information 

             Form to DirectEmployers Association (DEA).  DEA will assign passwords to each of the 
             email contacts that you provided on this form so each employer contact will be allowed to 
             access the Job Posting System (JPS).  This login and password information will be sent 
             from EPO to the new employer partner via email.  The average set-up time is 5-7 
             business days from the date DEA receives a copy of your completed Employer Partner 
             Website Information Form from the EPO staff. 

 
             3. Once you receive your login and password information, go to 

             http://postajob.directemployers.com and enter in your email address and password.  
 
 

mailto:hirenow@employerpartnership.org
http://postajob.directemployers.com
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4. Once you log in, you will be directed to this page.  The Job Posting System (JPS) 

allows you to post, edit, copy or delete jobs.  To post a job, click on the Post a Job link: 
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5. Then input the information about the job opportunity by completing this page.  Notice the 

links at the bottom of this screen where you can Preview Posting, Post Position, and/or 
Cancel & Return to Manage Jobs. 
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6. At this point, you can Preview Posting, Post Position, and/or Cancel & Return to Manage 

Jobs. 
 

Click on Preview Posting to proofread your posting before you post the position: 

 
 
 

If satisfied with the preview, you can then click on Post Position and this message will 
pop up: 

 

 
 

If not satisfied, then you can go back and click on Cancel & Return to Manage Jobs. 
 
 

7. The Job Posting System (JPS) allows you to manage and sort your jobs by job title or 
date posted.  You can also Edit, Copy and Delete jobs once you have posted them.  With 
Edit, you can make any changes necessary and update your posting.  With the Copy 
feature, you can replicate an existing job.  This is especially helpful if you have the same 
posting in multiple locations.  All you have to do is Copy the existing job, change the 
location, and save time. When a job opportunity is no longer available, select the job and 
then Delete, and it will no longer be visible on the Employer Partnership website.    
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