Setting Up
Virtual Recruiter

Conducting a daily online job
search isn't always possible -
especially if you keep a busy
schedule.

Employ Florida Virtual Recruiter
saves your job searches and sends
you job alerts, making job searching
as easy and effortless as opening an
email or text message!

The Virtual Recruiter search agent
automatically reviews job postings
and alerts you of new jobs that
match your search criteria daily,
weekly or monthly. Once received ,
all you have to do is quickly scan
your customized job list and apply
accordingly .
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Log into your Employ Florida
account and click on Job Seeker
Services, then virtual recruiter
to begin the process of creating
your personalized job alert.

earch

Other JobSites ~Jobs Outside of Florida

Select another Job Seeker Service

Your criteria may include:

e Area radius (i.e. city,
county, State, etc.)

¢ Any keyword(s) of
your choice

e Job categories

Create new Job Alert

Return to My Dashboard

& services PrPortfolio @ site Map @ Site Search ot Page Preferences < Feedback @ Assistance
Privacy Statement | Disclaimer | Terms of Use | Accessibility | Recommended Settings | EEOQ | Protect Yourself | Abaut this Ste | Cantact Us

o

On the next page, click
on the Create New Job
Alert button.
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Employ Florida will provide you
with a list of current and available
positions that meet your search
criteria.
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Setting Up
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Use the advance Job Search tab to
create job alerts that are more
narrowed and targeted.

Job Title/Keyword:

- Unsure of what title to use? Look
at the Career One-Stop website to
get some ideas:
(www.careeronestop.org).

Edit /Delete/Deactivate:

To maintain your Virtual Recruiter
to your changing Job Search needs,
you may:

- Edit and redefine any or all of
your search criteria as needed.

- Delete an alert entirely if it no
longer serves you.

- Deactivate an alert, which allows
you to stop receiving alerts, while
saving your search criteria so
that you may then reactivate it
at a later time.
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To save the search criteria and
setup a schedule to be notified
when new jobs have been found
matching your criteria, scroll
down to the bottom of the
search result page and click the
Save Search button.
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«Title of Virtual Recruiter Alert:
+How often to run;

«Notification method:

Send Email when no jobs found:
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« Expires on:

Last modified on:
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Create a title for your new
Virtual Recruiter, select how
often you want to receive
notifications (daily, weekly,
monthly), select notifcation
method (email or text) and,
finally, select the expiration
date for this notification.

Use this folder to manage your saved Job Alerts. Click the Create new Job Alert button to schedule a recurring search for jobs that match your requirements. G
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Congratulations! You have just
created your first job alert.
Click on the Create New Job
Alert button if you want to set
up additional alerts.
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search criteria and click Search. Scroll down to the bottom of the page and click Save Search. This will save your job search and automatically run it on the sch
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