Create New Job Listings in Applicant 6 thread
Tracking (iHire/ATS)

Learn how to efficiently manage your recruitment process by creating new job
templates and publishing listings in Thread HCM. This guide walks you through the
steps to configure position details, notification settings, and job postings to
streamline your hiring workflow.

1 Navigate to https://connect.threadhcm.com/default.aspx
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3  Click "Applicant Tracking"
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4  Click "Jobs"
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6  Click "Job Listings"
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8 Here you can choose the Template if you've already created one, or Click to add a
new job title.
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10 OnJob Ad you can enter all the job details
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Are you an experienced office manager looking for an exciting opportunity? Thread HCM is seeking a Full Time
HCM Office Manager to join our dynamic team. What makes this p n even more thrilling is that it is fully
remote! You can work frem the comfort of your own home while still making a significant impact on our
company's success.

As the HCM Office Manager, you will be responsible for overseeing the day-to-day operations of our office,
ensuring that everything runs smoothly and efficiently. You will have the opportunity to utilize your exceptional
organizational skills and attention to detail to keep our office functioning at its best. In addition to managing
office operations, you will also play a key role in supporting our HCM team. You will assist with coordinating
dlient profects, managing schedules, and previding administrative support as needed.

Your ability to multitask and prioritize tasks will be erucial in this role. If you are hungry for growth, have a
problem-solving mindset, and thrive in a customer-centric environment, this is the perfect opportunity for you.
Join Thread HCM and be part of a fun, high-performance team in the forward-thinking world of IT. Apply now
and take the next step in your career.

As a team member you'll be able to enjoy benefits such as Medical, Dental, Vision, 401(K), Life Insurance,
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11  Under Position Details you will add additional details such as pay and location
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12 Settings & Notifications will let you update who will receive the job or applicant
notifications. Here you can also attach a Hiring Workflow if you've built one. We
have an additional guide that walks through this build.
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13 Here you can Preview the job posting as the candidates will see it.
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A Are you an experienced office manager locking for an exciting opportunity? Thread HCM is seeking a Full Time HCM Office Manager to 2 Job Board Ad Titl
join our dynamic team. What makes this position even more thrilling is that it is fully remote! You can work from the comfort of your , oD Boa \te
& own home while still making a significant impact on our company's success. 1 JobAd

farketplace As the HCM Office Manager, you will be responsible for overseeing the day-te-day eperations of our office, ensuring that everything

runs smoothly and efficiently. You will have the opportunity to utilize your exceptional erganizational skills and attention to detail to
keep our office functioning at its best. In addition to managing office operations, you will also play a key role in supporting our HCM
team. You will assist with coordinating client projects, managing schedules, and providing administrative support as needed.

Position Details

[0 Job Opening Type
o - S = S > - [Z Job Location
Your ability to multitask and prioritize tasks will be crucial in this role. If you are hungry for growth, have a problem-solving mindset, B

and thrive in a customer-centric environment, this is the perfect opportunity for yeu. Join Thread HCM and be part of a fun, high- [ Zip Code
performance team in the forward-thinking world of IT. Apply now and take the next step in your career. [T Employment Type

[ Department
As a team mambar vou'll he abla to eniov benefits such as Madical Dental Vision. 401(k).1ifo Insurance. Health Savines Accotnt.

14 Once all is completed Click "Publish Listing & Continue" if you're ready to publish.
You can also Save Draft & Exit if you're not ready to post the job.
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As the HCM Office Manager, you will be responsible for overseeing the day-to-day operations of our office, ensuring that everything
runs smoothly and efficiently. You will have the opportunity to utilize your exceptional erganizational skills and attention to detail to
keep our office functioning at its best. In addition to managing office operations, you will also play a key role in supporting our HCM
team. You will assist with coordinating client projects, managing schedules, and providing administrative support as needed
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