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New Account Creation 

You are required to use a valid email address 
when you create an account on OKJobMatch. 

This email address will become your 
username.  

Employers can use their OKJobMatch account to: 

Create and/or edit job orders  

Track applicants and provide results to job postings 

such as hired, interview pending, not hired, etc 

Receive alerts when new candidates are found in the 

system 

Email candidates regarding your job posting  
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Create A New Job Order  

Once you have created an account on OkJobMatch continue through the screens entering all vital information about the job 

order.  

After you have entered all required information you will receive a preview of the job listing. After verifying that all information is 

correct, you will click on the POST JOB button to post the job or you can X out to make changes.   

Please be aware that all employer accounts will be approved by the Oklahoma Employment Security Commission and this 

process may take up to 24 hours. Once your account has been approved, your job order can be viewed by job seekers. 

 

Your job order will be located in the 

DRAFT tab until the employer account 

has been approved. 

Click on VIEW JOB to see the details 

or make changes to your job order. 
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You may view matches to any of your job orders by clicking on VIEW JOB. 

Click VIEW MATCHES FROM THE DATABASE. You will see a list of job seekers under the ALL RESUMES tab. 

Click REFER and the job seeker will be automatically notified via their OKJobMatch account. 

Every resume is analyzed in 

detail, evaluating a 

candidate’s qualifications, 

skill gaps, and likely career 

path, and then banking the 

information in the database. 

This helps you decide which 

candidates are best aligned 

for the jobs you have 

available. 

Click on an applicant’s name 

to view their resume. 
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Once your employer account has been approved, your job posting will move to the ACTIVE tab. Once your job has become 

ACTIVE, click VIEW ALL APPLICANTS to see a listing of applicants’ resumes.  

You can view an applicant’s resume by clicking on their name. 

There are options to 1) email an applicant, 2) flag a resume, 3) add/edit a note, or 4) view other candidates with resumes similar 

to this applicant.   

You can update the applicant’s status by clicking 

on the APPLICANT STATUS drop down menu 

and selecting the appropriate outcome. 

1 2 3 4 



6 

You can further narrow the search for qualified applicants by clicking on the TALENT POOL tab. 

 

Enter the appropriate search criteria in any of the SEARCH OPTIONS fields and click APPLY ADVANCED SEARCH. 

 

Once you have selected specific search filters, you can save the set of search criteria for future use by clicking SAVE THIS 

SEARCH AND NOTIFY ME OF NEW TALENT. 



7 

Did you know that our local Workforce Center staff can assist you with creating and posting job orders as well as finding qualified 
applicants? To find contact information for a local Workforce Center staff person to help you with your future recruitment needs, 
please click here.  
 
In addition, check out these resources available to all of our valued employers.  
 

Employer Resources Video 

Employment Labor Law Posters 

Oklahoma Employer Councils/Business Seminars 

Oklahoma Unemployment Tax Filing (EZ Tax Express) Video 

Work Opportunity Tax Credit — WOTC (tax credit for employers) 

Labor Market Information 

 
You can access these and other resources by visiting www.oesc.ok.gov and clicking on Employer Resources. 
 

 

 

 

Thank you for using OKJobMatch.com! 

http://www.ok.gov/oesc_web/Services/Workforce_Services/index.html
http://www.oesc.ok.gov

