
Instruction Guide for Chamber Members



Step 1: Log in to Your Member Account 



Step 1: Log in to Your Member Account 
Log in using the same information that you use to register for events. 

Please contact the
Chamber at 706-549-6800

or info@athensga.com if
you do not already have an

account. 



Step 2: Click Job Postings
Click the Job Postings button under the Shortcuts menu on the left side.



Step 3: Click Add Job Posting
Click the Add Job Posting button at the top right.



Step 4: Add your information!
Please fill out as much information as you can for the sections provided. 

Use descriptive keywords in your title.
Provide as much detail as you can in the
description about your open position,
including necessary qualifications. 
Bullet points are more effective than
paragraphs.
The Meta Description will be used for
SEO, so include important keywords
related to your position or business in it.
Select the appropriate business category.

Helpful tips:
 



Step 4: Add your information!
Please fill out as much information as you can for the sections provided. 

Helpful tips:
 

The Contact section may be

already filled out if your

information is saved in your

member acccount, but please

double check to make sure it is

accurate.



Helpful tips:
 

Choose how long you want the job

posting to run on our website and add a

logo to help potential candidates

recognize your organization

Step 4: Add your information!
Please fill out as much information as you can for the sections provided. 



Step 5: Submit for Approval
When you are ready to publish, please click the button below so that we can review it.



Step 6: Wait for Approval

Please allow our staff 24 hours to review your submission. We
will try to review submissions as quickly as possible. If it needs

to be published immediately due to time constraints, please
contact us and we will try to accomodate you. Facebook posts

will be automatically generated after the submission is approved.



How to View the Job Postings Page
You can access the page by clicking on its tab under Members on the Home Page.



View Listings!



Please contact us at 706-549-6800 or info@athens.com if you have
any additional questions!


