APPENDIX 5
CREATING A JOB POSTING

Assess the job posting request form to determine if all information is available to create a “high quality job posting”. If not, then use this as an opportunity to contact the employer to obtain more information about the job posting.

Start 
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    ____________________________________________________________________
   A high quality job posting is one that accurately reflects the employer’s request for that position:
· Job Description – what are the job duties and qualifications

· Experience – how many years and/or months are required

· Education – what type of education or training is required 

· Application Instructions – how does the job seeker apply for this job and to whom does he/she see

It also will have the following:

· Valid TWC tax ID number, if applicable

· Appropriate job fill rate 

· Low referral numbers: (1-15, except for multiple openings and hiring events)

· Clear & concise information without misspelled words, typos and grammar errors
Log in to WIT & search for Employer by:


Name


Employer ID*


TWC Tax Account*


Job Posting*


* If available








Not in WIT





In WIT





Search for TWC Tax Account ID in TWC Mainframe:


Go to Employer Master File Inquiry


Type Employer Name under Name Section








Go back to WIT and add new Employer without Tax ID number, following the prompts.








No Liable Tax ID  





Search all job postings, including closed job postings to ensure same position has not been posted or is in an editable status (closed-pending, maximum contacts, hold).








Go back to WIT and add new Employer with Tax ID number, following the prompts. 








No JP in WIT





Liable  Active Tax ID  





Click on Employer Home tab and select, Create a new job posting. Enter new job posting with all accurate information &document in notes the origin of the job posting request.








Click on Employer Home tab and select, Create a new job posting. Enter new job posting with all accurate information &document in notes the origin of the job posting request.








Click on Employer Home tab and select, Create a new job posting. Enter new job posting with all accurate information &document in notes the origin of the job posting request.








Notify the Tax ID Researcher  of job posting without a TWC tax ID number..

















