Publishing Jobs on www.euraxess.ch. A Guideline.

(by Philipp Kuffer philipp.kueffer@crus.ch, September 2009)

In order to publish a job on www.euraxess.ch, you have to publish the job on the EU
Euraxess Job Portal. The Swiss portal only implements the Swiss jobs published on the EU
website. Here is a short instruction on how to publish a job on the EU portal.

1) Go to http://ec.europa.eu/euraxess/jobs/
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2) Publish your job vacancies / Post your CV : New user
click on Organisations sign-up
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3) Create new account
fill in the form and click the Register button
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4) Login Data

You should receive your login data (user account and password) via email

EURAXESS Jobs

Thank you for registering at RMP !

Your account name is:"J *x k"
Your password is:" 3 ok ¥ %k

You can change this password at any time by clicking "Account Settings"
in your personal home page.

This email is sent by the EURAXESS Jobs
http://ec.europa.eu/euraxess/

5) Go to http://ec.europa.eu/euraxess/jobs/

6) Publish your job vacancies / Post your CV : Login
Fill in User Account and Password and click the Login button

Publish your job vacancies
Post your CV
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FAQ
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7) Your Account
Click Edit job vacancies

Your Account
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8) Welcome Organisation
Click Add new job vacancy button
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9) Add new vacancy

To add a new Job Vacancy duly fill in the format. Make sure to fill in all mandatory fields
marked by an asterisk (*)
Welcome Organisation =3

A new modulp

A new module

[Lasd new |

Cancel

At the éhd bf tHe form you find 3 buttons. Either “Cancel” the entry (all information is lost!),

“Preview” (get a preview of your job vacancy entry) or “Save vacancy” (save without any
preview)”
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11) Preview
If you click “Preview” and you have not filled in all mandatory fields, a pop-up window will
inform you about the missing fields.
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Otherwise you will get a preview list of your job vacancy entry:
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At the end of the form you can either click “Go Back” to re-edit, “Save” to save or “Print” to
get a print of the job vacancy entry.
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12) Save
After having successfully saved the entry you will be relocated to Edit job vacancies

Welcome Organisation

Update since your last visit (09/09/2009 08:52)

“our Job Vacanciss have besn read times
“ou have received § e-mall messages from your active Search Agents

Need help?

Learn how to use your account
We invite you to read and sign the commitment for Quality Assurance
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Closed and Deleted Y are no more visible for editing

Select "Close” only when you have found the candidate to recruit.

Here you can Edit, Copy or Delete your entry.

The back-office staff of the EU checks submitted job vacancies in the following 24hs
(holidays and weekends excluded). After checking they are given an 'Active’ status and
researchers can browse them.

10) Log out
At the end of your publication do not forget to click the Log out button.
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