
How to post on the AFCA Job Board
1. Login to your AFCA account

a. If you do not know your login contact Rhonda Martindale at (254) 754-9900 or
click “Forgot your Username or Password”

b. If you need to create an account click “Create One”

2. You will then scroll the left side panel until you see the “Career
Center” tab, referenced in the picture to the right.

3. Click on the “Post Jobs” section to the left in
order to access the “Create and Edit Job Post” form.



4. You will then fill out the desired fields, such as: Job Title, Organization or Team, Logo,
Minimum and Maximum Experience, Location, Website/Job Link, Job Type, Level, and
Skill Categories.

a. To specify a specific area you can click on the “+” tab for additional selections
b. An example submission is showcased below

5. The last section of the form will be a job description.
Feel free to include as many or as few details as
you would like, including job specifics, information
on who to reach out to, and how the applicant
should apply.

a. You will also need to make sure to include an
expiration deadline

b. After completing all of the desired fields you
will click save and publish



6. You should now see your job located in the “Job Board” tab, similar to the example
below

7. In order to see candidates who have shown interest in your position, you will click the
“Candidates” tab on the left side

a. If you have multiple job postings it will be separated amongst each job

8. Lastly, you can star top candidates, putting them in an individual “Favorite Candidates”
tab on the left hand side


