
Instructions: How to Use AgingServicesJobs.Org 

LeadingAge Minnesota has launched a new free job board for members at AgingServicesJobs.org. Our goal is to provide a smooth 

transition for you to this new platform as of Friday, Aug. 11, at which time the SmartRecruiters supported site will expire. For more 

information on maintaining your SmartRecruiters account, and the reason behind this change, read this Advantage article.    

This document will provide instructions on how to post an open position, edit a job posting, and delete a job posting, all in a matter of 

minutes! 

Welcome to the new and easy to use AgingServicesJobs.Org! 

 

To Post a New Job 

 

Step 1. Login to the LeadingAge Minnesota website. 

 

 

 

 

Step 2. Go to the top of the main page and click on Workforce Center. 

 

 

 

 

 

Login in on the main 

page of the website. 

Here 

https://www.leadingagemn.org/news/notice-of-job-board-vendor-change/


  

Step 3. Once you are in the Workforce Center, click on the binocular icon               to get to AgingServicesJobs.Org. 

 

 

Step 4: Click on Post Jobs – Members Only. 

 

 

 

 

Click here 

Click here. 



Step 5. Click on ‘Post a Job.’ 

 

 

 

Step 6. Click the box that says ‘Check if you have no code,’ then click ‘Submit.’ 

 

 

 

 

 

 

 

 

 

Click here. 

Then click here. 

Click here. 



Step 7. Fill in each drop box field in the following four pages. Boxes with the red asterisk* are required to complete. 

 

 

The expiration date will establish a date 

for the post to be deleted from the site.  

You will find the unique login code for 

your new job posting here. Every job 

you post will receive a unique code. 

Go to the next 

page. 



 

 

Go to the next page, or 

click Back to go to the 

previous page.  

Go to the next page, or 

click Back to go to the 

previous page.  

Asterisks designate 

mandatory fields. 



 

 

All LeadingAge Minnesota member 

organizations are included in this 

pre-loaded drop box. 

Paste the link (URL) to your 

organization’s job posting here. 

This will direct applicants to apply 

for the job directly on YOUR 

website.  

For example, if I were posting an 

LPN position from St. Paul Care 

Center, the URL might be 

StPaulCare.org/job_application_id

123 

By clicking on the link it would take 

me directly to the LPN Job posting 

on the St. Paul Care Center 

website.  

Therefore, all applicants from 

AgingServicesJobs.Org will be 

redirected to apply directly on 

YOUR organization’s website. 

When you are satisfied 

with your post, click Done. 



 

Step 8: You’re done! Find your newly posted position here. Positions will be listed by date, so all new postings will be shown at the top 

of the job board.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Save or print this page! The unique 

job code you will use to edit your 

posting in the future is located here. 

http://jobs.leadingagemn.org/listjobs.asp


 

To Edit a Current Job Posting 

 

 

 

Step 1. Go to AgingServicesJobs.Org, then click on Post Jobs – Members Only. 

 

 

 

 

Step 2. Click on ‘Post a Job.’ 

 

 

 

Click here. 

Click here. 



 

 

Step 3. Enter the Job Code that you saved from the ‘Survey Completed’ page when you origianlly posted the position. 

 

 

 

 

 

 

 

 

This one! 

Copy here. 

one! 

Then click submit. 

one! 



Step 4. Your job posting will load with all original content. Edit any of the necessary drop box fields, clicking the ‘Next’ button to get to 

the page that needs editing. Once edits are complete, click ‘Next’ until you get to the final page, and click ‘Done.’  

 

 

Step 5. Your Job Code will remain the same number. Remember to keep that number in case the position needs to be edited again! 

 

Here. 



 

To Delete a Current Job Posting 

 

Congratulations! You’ve hired a new team member! 

 

Step 1. Go to AgingServicesJobs.org, then click on Post Jobs – Members Only. 

 

 

 

Step 2. Click on ‘Post a Job.’ 

 

 

 

 

 

 

Click here. 

Click here. 



Step 2. Enter the Job Code that you saved from the ‘Survey Completed’ page when you origianlly posted the position.  

 

 

 

 

 

 

 

 

 

This one! 

Copy here. 

The click submit. 



Step 3. On Page 1, enter the date into the ‘Expiration Date’ drop box. The job post will be deleted by the end of the day. If you forget to 

delete a post, you may enter a past-date, and the post will delete immediately. 

 

Step 4. Click the ‘Next’ button until you get to page four, then click the ‘Done’ button. The job post will be deleted on the date entered.  

 

Here! 

Here! 


