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Job Posting on the Agency Portal 

You can access Job Postings through the POST Agency Portal under JOB POSTINGS then “MANAGE JOB 
POSTINGS.” 
 

If you do not see Job Postings on your dashboard then it is not set as a user permission for 

your account. Speak to your Agency Head or portal administrator to be granted access.  

 
 
From here you can view you can create new job postings, view currently open listings or make a copy of an 
existing job posting with new, updated information. (green circle on step #2).  
 

1. To create a new job posting select the “new” icon in the top right corner.  

 
2. The “New Job Posting” form will appear and all boxes must be entered before saving. 

Additional information regarding the entries can be found by hovering the mouse over 

the       icon. 

https://apps.post.idaho.gov/AgencyPortal
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3. Once saved you can see some details about the listing. 

a. The posting will now be listed along with additional information. The number in 

the green circle with the eyeball icon will list the amount of people who have 

viewed the posting. The number in the red circle with the mouse icon is the 

amount of people who have clicked on the link listed to view the posting. 

 

 

 

 

 

 

 

For more POST Tutorials please see our website https://post.idaho.gov/tutorials/ 

 

https://post.idaho.gov/tutorials/

