QMU Online Vacancy System – Step by Step Guide
From our new website:http://www.qmu.ac.uk/jobshop/
Click on Employers
Click advertising vacancies
Go to getting started
Follow the instructions to get registered 
Registration 
This will take you a couple of minutes. 
You will need to choose a users name and password to log in
They will ask you some details about your organisation and/or the person you represent
You can choose to subscribe to Prospects Newsletter. Queen Margaret University works in partnership with Prospects is the organisation that manages our online system software. Prospects is independent to Queen Margaret University. 
An email will be sent to the email address of your choice with an activation code. In order to activate your account, please keep this email as it has your log in details for future reference. (Using a general email will allow anyone from your organisation to post adverts in the future). 
When you activate your account you are ready to input your vacancy
Create/Update/Edit/Delete/Hide an Advert
If you have the entire information (content) ready, this should take you no longer than 5 minutes. 
Step 1
Choose what you want to do: Create, Show, Edit, View statistics.....etc
Step 2
Role Description
Person Requirements
Qualifications (If needed)
Step 3
How to apply
Add whom to contact name and details, please remember that students do not see your profile and you need to state your contact details on this section.  
Step 4 
Location
Location Details: Please complete this field with a more specific information: i.e. Leith, Musselburgh, West Edinburgh, Edinburgh Airport, Edinburgh people's home.....etc
Type of work: If you don’t find a suitable field or need a more specific one, please let us know
Subject: These criteria may be modified for part time work by QMU administrator once we receive your vacancy.
Step 5
You will see confirmation that your ad has been sent to Queen Margaret University Careers & Student Employment Service. If you wish the advert to be sent to other colleges or universities, please let us know as we may be able to do it for you through NASES ( National Association of Student Employment Services).
Step 6
Preview your advert: If all details are correct all you need to do is post it and we will normally deal with it within the next two working days. . 
If you wish you can edit the advert and change some of the details before you post it to us.
Follow Up 
You can come back later and check the progress of your advert. Once it has been delivered, you will be able to preview how your advert will look to job-seekers. Once it has been published, you can monitor how many times your advert has been viewed.
Thanks for using our online system. 
For any queries please contact Juan Garcia, Jobshop or  Careers on Tel: 0131 474 0000 

