
EMPLOYER SERVICES 

IOWAWORKS



AGENDA

▪ IowaWORKS Overview

▪ Signing In

▪ Updating Profile

▪ Posting Jobs

▪ Powerful Tools

▪ Recruitment (Virtual Recruiter)

▪ Applicant Tracking

▪ Rating Candidates



HOME PAGE TOUR

▪ www.iowaworks.gov

▪ Sign In/Register

▪ Current Openings

▪ Unemployment Rate

▪ Educational Opportunities Indicator

http://www.iowaworks.gov/


NAVIGATION TABS

Important information displayed 

near the bottom of the page. This 

section applies to Job Seekers, 

Unemployment Claimants, and 

Employers.



EMPLOYER SIGN IN



EMPLOYER SIGN IN
(ALREADY REGISTERED)

▪ On the IowaWORKS Homepage; click "Sign In

▪ Under Option 1, click "Retrieve Username or 

Password"

▪ Click “Retrieve Password" (under Option 1)

▪ Type in your Username, then choose "Employer"; 
click "Next.“

▪ Enter your ZIP and phone number; Click "Submit.”

▪ Enter your Security Question Response below; Click 

"Submit.”

▪ Enter a new Password, confirm the Password, and 

then click "Save.”

To successfully change your Password, you will need to 

know:

▪ Username

▪ Phone

▪ Zip code

▪ Security Question

▪ Security Answer



EMPLOYER SIGN IN

Enter zip code and phone 
number of primary location



MY EMPLOYER DASHBOARD

Dashboard on sign-in

Left menu access

Top menu bar access



MY EMPLOYER DASHBOARD

Dashboard Widgets

▪ Configure widgets to meet 

YOUR needs



EMPLOYER GENERAL INFORMATION



EMPLOYER GENERAL INFORMATION



EMPLOYER LOCATIONS



EMPLOYER CONTACTS/USERS



USER PRIVILEGES



MANAGING

JOB ORDERS



MANAGING YOUR JOB ORDERS

Manage Jobs

▪ View current job orders

▪ Edit, delete or copy current job order

▪ Add new job order

▪ View applicants
▪ Search by job criteria



MANAGING YOUR JOB ORDERS



ARCHIVED JOB ORDERS



CREATING NEW JOB ORDER



CREATING NEW JOB ORDER

Job Title

▪ Keep it simple

▪ Use keywords that job seekers would 
use

Job Occupation by Keyword

▪ Select occupation based on Job Title

  i.e. Teacher Job Title

Agency Job ID
▪ Internal Job Number (Not Required)



CREATING NEW JOB ORDER



CREATING NEW JOB ORDER

Job Description

▪ Write your own

▪ Copy and Paste an existing job description

▪ Insert Sample Text
▪ Insert Saved Text Templates



CREATING NEW JOB ORDER



CREATING NEW JOB ORDER



CREATING NEW JOB ORDER



CREATING NEW JOB ORDER

Online Résumé Method

Job Seeker résumés and detailed 

information will be displayed on the Job 

Applicants tab of your Recruitment 
Plan in your Human Resource Plan



CREATING NEW JOB ORDER



CREATING NEW JOB ORDER

Note: By checking the National Labor Exchange box, your job order will be 
uploaded to the National Labor Exchange, which may share it with other sites.



CREATING NEW JOB ORDER



ARCHIVE JOB ORDERS



"SPIDERED" or INDEXED

JOB ORDERS



"SPIDERED" OR INDEXED JOB ORDERS



"SPIDERED" OR INDEXED JOB ORDERS

Preferred Employer = Staff entered job order
Job Distributor = Example: Indeed, Zip Recruiter, Etc.
NLx = National Labor Exchange
Private Job Boards



• Search for Candidates
• Track Applicants
• Place Notes on Resumes
• Send Emails and Messages to 

Customers
• Virtual Recruiter
• Receive Email Alerts
• Indicators

Powerful Tools With 
IowaWORKS.gov



CANDIDATE 
SEARCH



CANDIDATE SEARCH-JOB ORDER & ADVANCED RESUME



Tracking 
Applicants



Tracking Applicants



Tracking Applicants & Rating



Adding Resume 

Notes



RESUME NOTES



VIRTUAL

RECRUITER



VIRTUAL RECRUITER



VIRTUAL RECRUITER



VIRTUAL RECRUITER



Emails & Messages



SENDING EMAILS & MESSAGES



SENDING EMAILS & MESSAGES



Email Alerts



SET UP EMAIL ALERTS



Indicators



INDICATORS FOR EMPLOYERS & JOB CANDIDATES



NEXT STEPS:

▪ Remember to update your website to IowaWORKS.gov instead of 

Teach Iowa

▪ Start searching for your next employee using IowaWORKS.gov

▪ Contact your local Business Engagement Consultant for one-on-one 

assistance



CONTACTS



QUESTIONS?
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