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Learning Guide
How to create Job Templates



Login to your account and 
select 'Jobs & Applications'.



1.From the left sub-menu, select My 
Templates.

Here you can preview, edit, delete 
(remove) or deactivate all active 
templates. 

*Newly created templates and deactivated 
templates appear under the Inactive tab. 

2.To create a new 
template click on 
Add Template.



Enter a Template Name and fill in all the 
mandatory fields marked with a red 
asterisk *.

(The Template Name is not visible to 
candidates.)

The Read Only option locks the field 
and deactivates any changes during 
the posting process. 

This option is mainly handy for the 
job title or the job description.



Add the Job description and 
the Job Responsibilities in this 
field.

Add the job requirements, benefits and 
compensation. Use bullet points to list 
the information. 

You can also include the company 
company’s overview. 

*Our system’s search 
engine is based on 
relevancy, make sure 
to repeat the job title 
and its abbreviations 
throughout the text.

*Over 40% of our 
jobseekers are 
navigating via tablets 
and mobile phones, so 
bullet points will help 
you to build an 
attractive job ad easy-
to-read!



Select all the Candidate 
Requirements from the 
drop-down menus. 

The Salary field is optional, 
but highly recommended. 

Remember: salary 
information boosts your job 
exposure and response.

If you want, you can also attach 
a personalized Response Letter
for candidates. To do this, a 
response letter must be already 
created on the account.



Choose the most 
suitable options with 
regards to the posting 
for each:
• Career Level
• Specialism

Under Applying Options you can select 
to receive applications internally 
(email address - recommended) or 
externally (your website).

The information within 
the contact details fields 
will display on the posting. 

The details can be 
changed or removed.



You can add a Screener to filter 
the applications. 

This option is only available 
with internal applications.

When you’ve finished, 
click Continue.



Now that you have created your 
template, you to Activate it.

*You can keep your draft templates 
inactive.



Your template is now ready to use!

You can always see/select your 
template on the first step of the 
posting process. 



You can also create a Template from an active 
job posting. Click on the title of the job posting.

From the preview page select New and click on 
Template from this Job. Scroll down and click 
Continue.

Your Template has been created and can be found on 
the Inactive tab under My Templates.



Contact us

clientsupport@jobmedic.co.uk

0800 032 8082

https://support.jobmedic.co.uk

Thank you
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