
Employer Registration Instructions & Interview Scheduling Tips 

I would like to participate in the NHPCO October 28th Career Fair, how do I do so? 

1. The first step is to register for the Career Fair or to post a Career Fair position. 

2. Begin by logging into your Career Center Employer profile. 

3. Once you have logged in you will come to the Employer overview page and see the 

below, click “Register Now”.  

 

4. Once you have selected this it will bring you to the package selection page below. You 

will need to purchase a bronze, silver or gold position. Each comes with a different jobs 

bundle so select one based on how many positions you intend to post. If you need more 

than available please contact NHPCO or Naylor and assistance can be provided.  

 

5. Once you select a package you will go to the payment page to enter your credit card info.  

6. Once you complete purchase you will be taken to the receipt page.  

7. Towards the bottom you will see your assigned booth, this would normally matter but 

since this is an online event it will only be used for scheduling purposes. 

8. At the bottom of that page you will be able to post a position immediately or do so later. 

To post a position right away select “Post a Job”. To return to the home page and post 

later select “Back to Account Overview” 



 

 

I have purchased an NHPCO Career Fair posting, now how do I post?  

1. If you clicked the “Back to Account Overview” option then click the “Post a Job” button 

on the Employer overview page (pictured below) it will take you to the job posting form. 

If you clicked the “Post a Job” button from the receipt page it will take you to the posting 

form straight away. 

 

2. Once at the job posting form simply fill it out. The only thing you need to do to be sure 

the job posts as a Career Fair position is select the check box at the top of the form which 

is displayed below. 

 

3. Once you have filled out the form click “Preview Job” at the bottom of the page. 

4. This will take you to a job preview page, make sure everything looks correct. If you did 

not post your job right away you will need to click “Proceed to Checkout”. If you posted 

your job from the receipt page skip to step 6. 

 

5. This will take you to a page where you can select the package you already posted and 

then click “Use my Existing Package”.  



 

6. This will take you to an add-ons page, if you desire no add-ons scroll to the bottom and 

click “Edit Job Continue to Payment”. Then on the next page click “Process Order” 

 

 

7. This will take you to a conformation page and your job is posted! 

My Career Fair position is posted, now what? 

1. Once posting you will notice that the Employer overview page has changed. It will 

display the below Career Fair hub.  From this hub you will be able to do the following. 

a. View active job postings 

b. View all messages sent and received to candidates.  

c. View your scheduled interviews 

d. Mark unavailable times on your calendar 

 

How do I browse for Career Fair attendees and view their resumes? 

1. As a reminder you will need to have an active Career Fair posting to view and browse 

any and all resumes. 

2. To find an attendee click the “Resume Search” Tab on the Employer home page. 

3. This will take you to the resume database. All resumes will be listed and the candidates 

attending the Career Fair will be indicated with a tent icon near the candidate. 

4. If you would like to only view those who are attending the career fair then select the 

check box below and click “Search”. 



 

I found a candidate I like, how do I message them or request they interview with me? 

1. Select the candidate you wish to view. 

2. It will take you to the below pop up page where you can do the following. 

a. View the resume and any other candidate info. 

b. Mark as interested or not interested. 

c. Contact via email (if a public profile). 

d. Forward to someone. 

e. Schedule an interview. 

f. Send a message (this is not setting an interview). 

 

3. When scheduling an interview YOU MUST INCLUDE a GoToMeeting, Zoom, WebX or 

whatever provider you use for virtual meetings in the “Message to Job Seeker” below 

 



selecting a time. This or a phone number will be needed for the interview. Be sure to 

really any such info you need to the Job Seeker. 

Thank you for joining us at the NHPCO Career Fair and enjoy finding the right candidate!! 


