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REGISTERING with LIFEGUARDINGJOBS.com         BACK TO MENU 

 
 

As an Employer, you will need to register your Facility/Company with LIFEGUARDINGJOBS.com before posting your job 
listings. 
 

 Go to the Home page and click the “Register” link at the top right hand of the page or in the “Sign In” box. 
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 Below is the Registration page. Fill in your account information 

 

Your Facility/Company 
description is a quick paragraph 
about who you are and what you 
have to offer prospective 

candidates. 
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Choosing a Subscription Plan           BACK TO MENU 

 
 

Choosing a Subscription Plan is the first step in posting your job listings.  
You have the option of choosing between 1, 3,5,10 or Unlimited Job Posting Plans. 

 Log into your “Account” and choose “Subscriptions” from the My Account menu of options. 

 

 

 

 

Subscription plans do have an expiration date. If you do not 

post all the listings available in your plan before it expires, 

you will lose them.  

Expiration Dates are as follows: 

1 Job Plan – 45 Days 

3 Job Plan – 90 Days 

5 Job Plan – 90 Days 

10 Job Plan – 120 Days 

Unlimited Job Plan – 180 Days 

Jobs whose “package” or length of time & that have been 
posted but exceed the Subscription expiry date will remain 
active for their original specified time. 
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 This is the screen where you can choose a Subscription Plan. 

 Once you have checked off the plan of choice click “Next” to be taken to your payment options. 
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 You will be taken to a screen that will review your order. Please verify this is correct before continuing. 

 If this is correct you may pay for your subscription through   and you will immediately be 

able to begin posting your listings. 

 You may also choose the option “Cash Payment”. You will be invoiced for your subscription plan and 

Customer Service will need to ENDORSE your order before you can begin posting jobs. This usually takes  

24 hours. 

 

 

NOTE: When you using PayPal, you do not need a PayPal account to purchase a Subscription Plan. 

 

 

 

https://www.paypal.com/us/cgi-bin/webscr?cmd=_home
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Posting Your Jobs            BACK TO MENU 

Now that you have purchased your subscription plan you can begin posting your listings. 

 Log into your “Account” and choose “My Jobs” from your account options. 
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 Your “My Jobs” option will tell you how many jobs you have left to post in your Subscription Plan 

 Click on “Post Jobs” from the top menu to start posting 
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 Next you will select the length of time your job will visible on the site, which we refer to as a Package. 

 Select the “Package” or length of time you would like 

 

 

 

 

 

 

 

  

NOTE: 

If you wish to make your listing a “Priority”, 

please select the appropriate package. 

This will be listed above the average search 

results and marked with a different color to give 

your listing greater visibility for the entire length 

of the package.  

There is a $20 upgrade fee for each listing. 

Jobs that have been posted but whose “package” or length of time 
exceeds the Subscription expiry date will remain active for their original 
specified time. 
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 Once you are done entering in your job information you will be taken to this screen to Preview, Edit, 

Upgrade or Clone your listing. 

 These options can also be done from your “My Jobs” section 
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Upgrade Your Listings            BACK TO MENU 

You now have the ability to upgrade your listing for greater visibility among other listings on the site. 

We offer 2 Choices to upgrade your listing(s): 

 

1. Priority Listing 

 Priority postings displayed above average search results and marked with different color. 

 $20 Upgrade fee per listing 

 

2. Featured Listing 

 A link your listing will appear in the Featured Job block on the home page of Lifeguardingjobs.com for entire 

length of time that job is active.  

 If there are too many listings Featured they will rotate 

 $30 Upgrade fee per listing  
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Priority Listing             BACK TO MENU 

 This option is available when you initially post your listing(s). It’s available when you choose the 

“Package” or length of time your listing will be active on the web site. 

 If you wish to make your listing “Priority” after you have posted it to the web site, please contact Customer 

Service and we will set it up manually and send an invoice for the fee. 
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Featured Listing            BACK TO MENU 

 After you have posted your listing(s), you can go to your “My Account” and choose “My Jobs” to review 

the listing(s) you wish to upgrade 

 Each listing has an option “Upgrade to Featured” 

 Click this option and proceed to the payment screen 
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 After you have completed your payment, if by credit card, your listing will now appear in our Featured Job 

block on the home page 

 If payment is done by CASH, it will take 24 hours to ENDORSE this feature 

 This will remain there for as long as your listing is active 
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Upgrade Your Facility/Company Profile       BACK TO MENU 

In addition to upgrading your listings, you now have the option to upgrade your Facility/Company so that 

prospective candidates can see who you are and the listings you have to offer…ALL on the same page. 

 

There is a $129/year fee for this service. Please contact Customer Service to order this feature. 

 

 

               Cont… 
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 Your company profile page with your listings 

 

 

 



LIFEGUARDINGJOBS.com © 2010 18 

 

My Account Overview 

Edit Your Listing             BACK TO MENU 

 

1. Click on “My Jobs” under your account. You will be taken to your listings. To Edit your listing click edit as shown: 
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Clone Your Listing             BACK TO MENU 

 

1. Cloning your listing or “copying” is a time saving tool for Facilities/Companies with multiple listings of similar jobs in 
different cities and states across the country. 
 
Before you Clone a listing, make sure you have enough jobs left to post in your Subscription plan. 
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Deactivate Your Listing            BACK TO MENU 

 

If you wish to stop job seekers from viewing your listing while it is still active you can choose Deactivate that listing. You 
can activate your listing as long as there is still time left on the “package” your chose for that job.  
 
For example( If your package for a listing is 90 Days and you deactivate your listing on the 60th day, your listing will not be 
allowed to be Re-Activated on the 91st day) 
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Track Views of Your Listing(s)            BACK TO MENU 

 

You can track to see how many job seekers have your viewed your listing(s). 
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Application Tracking             BACK TO MENU 

 

When you post your listing(s), you can choose to allow job seekers to apply to your job(s) from the web site. 
 
1. To view your applications, go to “Application Tracking” under your “My Account” 
2. You can send the applicant a message and review their resume if it was attached 
3. You can Approve the candidate’s application or Reject their application 
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Resume Alerts             BACK TO MENU 

 

As a Lifeguardingjobs.com member who has purchased any subscription plan, you have exclusive access to our resume 
database FREE of charge. 
 
Setting up resume alerts is a helpful tool for alerting you to candidates that fit your requirements for your various positions. 
 
1. Under “My Account” choose “Resume Alerts” 
2. Click “Add new resume alert” to set up the alert to the parameters of your choice 
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My Notifications             BACK TO MENU 

 

LIFEGUARDINGJOBS.com will notify you when your Subscription or Listings expire. We will also notify when a potential 
applicant sends you a message. 
 

1. Go to “My Account” and choose “Notifications” 
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My Profile               BACK TO MENU 

 

You can update your Facility/Company profile from your “My Account” menu. 
You can modify your contact info, logo, and facility/company description at any time. 
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Reviewing Your Subscription          BACK TO MENU 

 

You can review which Subscription plan(s) you currently are enrolled in from your “My Account menu. 
You can also choose additional Subscription plans from here as well. 
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Billing History             BACK TO MENU 

You can check your billing history with Lifeguardingjobs.com  

Click on “Billing History” in your “My Account” section. 
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Exporting Your Jobs to Simplyhired.com and their network web sites    BACK TO MENU 

 

As part of your subscription with LIFEGUARDINGJOBS.com, we will “push” all your listings out to Simplyhired.com’s 

search engine of jobs in addition to various demographic appropriate web sites to attract more job seekers to your 

position(s). 

They will be sent back to your listing on LIFEGUARDINGJOBS.com to review your ad which will allow you to track the 

views as well. 

There is additional “Sub-Campaigns” available to give your listing(s) higher rankings on these sites based on certain 

search criteria. Please contact Dan Sullivan (914-572-5492 or dan@lifeguardingjobs.com) for further information and 

rates. 

mailto:dan@lifeguardingjobs.com

