
Steps to Re-post Past Job Descriptions & Positions 

Step 1: Find the Job you are looking to re-post from the “Active, Not Listed” or 

“Inactive” status- 

 

Step 2: Click on the job title or choose “Edit Job” from the actions drop down 

menu-  

 

Step 3: Make any necessary edits to the job description, such as wage rates, 

position dates, number of openings available, details of the job duties, etc.  

Hit “Submit” when finished, which should take you back to your Job Panel 

 

 

 

 



Step 4:  

From the Job Panel/ Homepage, click on the name of the job position- 

 

Step 5:  

The next page contains more detailed options to edit your job and manage your 

application.  

After you have finalized the job description and ensured that no changes to the 

application are needed, you will need to update the status of your job in order to 

have the position reviewed and added to the active job postings.  

If you are ready for your job to be Reviewed and made available to accept 

Applications, click on “Active, Listed”.  

If you need more time to review, click on “Active, Not Listed”. 

 

 

 



Step 6: For positions with a status of “Active, Listed”, you will be prompted to 

select:  

• When the job should be listed  

• If the job should be included in JobMail, the system’s internal alert and 

messaging center that students can use to get notified when jobs get 

posted in their indicated areas of interest  

• The length of time the job will be open on the student employment site  

Hit “Save Changes” when finished. The job posting will be sent to Student 

Employment for approval, and the position will be listed under the “Pending 

Approval” status on your Job Panel.  

You will be notified when the position has been approved and is live on the site, 

which will also be reflected in the status change from Pending to “Active, Listed”! 

 


