
HOW TO EDIT OR UPDATE A

JOB’S DETAILS OR STATUS



Start at the JobX control panel



Choose the job you would like to edit/update



Choose “edit this job” to make 

changes to the job

Make sure to click “submit” after

you’ve made edits. Our office will

approve your changes, usually

within one business day



If your job is currently “not listed” but you would like to list it in
order to collect applications, click  the “active, listed” button

Note: you must have at least 1 available opening in order to
change a job to active, listed mode



Choose when to list the job, and if you would like automatic
email update when the job is listed

Click “save changes” to submit!



To delete a job: from the control panel, select the job. Then
choose “delete selected job” and click “apply action”


