
1 

NSU CAREERS QUICK GUIDE: HR CONTACT/HIRING MANAGER-HOW TO ADD MULTIPLE POSITIONS TO A JOB 

The following instructions will show how to add multiple IDENTICAL positions under one 
job.  This will allow you to create one post for all and allows you to make multiple offers. 

Instructions: 

Access: HR Contacts and Hiring Managers have access to process an offer through NSU 
Careers. 

1. Log into NSU Careers through Sharklink.
2. On your NSU Careers dashboard select Administration under the Recruitment section

3. Click on the hamburger menu and then select Manage Jobs.
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4. Search and select the jobs: 
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5. When you have the job open, scroll down to the POSITION DETAILS section.  
a. Enter how many positions you want to add next to New or Replacement. 
b. Click Add more 
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6. A new position box will appear.  
a. Type the position number 
b. Click on the magnify icon 
c. Select the correct position  
d. Click Okay 
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7. Scroll down the page and click Submit. 

 

 


