
To place a job advertisement on Teenjobs.com.au, you must first register as an Employer.  If this is your first time, please 
fill out the registration form by selecting the red ‘Employer’ button from the top navigation menu of the website.

1.	 Please Login with your email address  
		  and password. (You must be registered as an 		
		  employer).

2.	 Once you are logged in, you will be in Teen Jobs 	
		  ‘Job Central’. Job central is where you can  
		  create and manage your job listings, edit 		
		  your company profile, check job statistics, claim 	
		  promotional codes and purchase job packs.
		   
		  To place a job, please click the button 			 
		  ‘click here to advertise a job’ or from the tabs at  
		  the top select ‘Employers’ and then from the 		
		  drop-down menu choose ‘Place A Job’.

3.	 You will be presented with a screen where you 		
		  can choose between ‘Basic Job Listing’ 		
		  or ‘Mega Job Listing’. For this tutorial please 		
		  Click on ‘Mega Job Listing’.

5.	 Step 1A:  
		  Please fill out the basic details of your 			 
		  job and then proceed to the next step.

6.	 Step 1B:  
		  Please fill out the job features and then  
		  proceed to the next step.



7.	 Step 1C:  
		  Please select which application process you 		
		  require. (Teen Jobs application recommended)  
		  If you choose a custom application, you will 		
		  need to insert the application link into the box. 		
		  When complete proceed to the next step  

9.	 Step 2:  
		  This where you can preview your listing, as it 		
		  will appear on the website. If there are 			 
		  any changes required you can select the step 		
		  you want to go back to, otherwise you 			 
		  can proceed to the next step.

8.	 Step 1D:  
		  This where you select which suburbs you want 	
		  to place your job listing in. Please type the 		
		  suburb in the box on the left, and then press the 	
		  arrow to place that suburb into the box on the 		
		  right. (Maximum of 50 Suburbs per listing) 
 
		  As you add multiple suburbs, then total cost 		
		  will be automatically calculated below. Once 		
		  complete please proceed to the next step. 



10.	 Step 3:  
		  Please select which method of payment you 		
		  would like to use to place you job listing.

Once your payment is complete your job listing will appear on Teenjobs.com.au immediately


