
OFF-CAMPUS EMPLOYERS
AND VUMC EMPLOYERS

HIREADORE GUIDE 



TRAINING GUIDE

• How to Login to HireADore

• How to Add & Edit a HireADore Job Listing
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OFF-CAMPUS/VUMC EMPLOYER REQUEST LOGIN

Click the ‘Request a Login’ link if you do not already have an account
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OFF-CAMPUS/VUMC EMPLOYER REQUEST LOGIN

Enter all required fields and then click Submit.
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LOGIN TO HIREADORE DIRECTLY 

Once you have your approved Login credentials: 

• Navigate to:  www.hireadore.com

• Click the ‘VUMC & Off-Campus Employers’ 

link.
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http://www.hireadore.com/


VUMC/OFF-CAMPUS EMPLOYER LOGIN

Click the ‘Job Management Login’ link.
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OFF-CAMPUS &  VUMC EMPLOYER 
LOGIN TO HIREADORE
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Once approved to use the Vanderbilt online job posting site, you 

can login utilizing your ‘Email Address’ and ‘Password.’



HOW TO ADD/EDIT A JOB LISTING

Now Hiring!



ADD YOUR PART-TIME JOB 

Click the ‘Add a new job for {Your Employer Name will be Prefilled 

here}’ button.
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ADD A JOB 

Select the appropriate job type from the drop down selection and 

click ‘Go to next step’
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ADD A JOB – STEP 1 – SUPPLY JOB PROFILE
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Enter the Job Profile information 

listed on next page.  Any fields 

denoted with a red * are 

required fields that must be 

completed before the profile can 

be saved.

Important Note:  Your contact 

information in these fields may be 

pre-filled systematically. If not, you 

can enter your phone number, fax, 

email address, and work location so 

an applicant can contact you, if 

desired.



ADD A JOB – STEP 1 – SUPPLY JOB PROFILE
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• Select the Category*

• Select the Job Title*

• Enter Job Description*

• Enter Job Requirements*

• Select Required Skills

• Select Learning Outcomes

• Enter the Number of Available Openings *

• Enter the min and max Hours per Week for the job

• Enter the Start Date for the job

• Enter the End Date for the job

• Select the Time Frame for the job *

• Select the base pay rate for the job*

• Select the Supervisor* from the drop down list.  This will be the person 

who receives e-mail when an employee applies for the job. 

• Enter a Job Location

• Lastly, click ‘Submit’ to continue to Step 2 of the ‘Add a Job’ process.



ADD A JOB – STEP 2 – REVIEW JOB APPLICATION

• To ensure you get a “best fit” candidate for your job, you may add job 

specific questions to the application questions. 

• Note:  Vanderbilt Student Employment will approve the job specific 

questions.

• At the bottom of the page you can create a new question by clicking the 

‘Create a new Question’ tab that will take you to the next screen.
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ADD A JOB SPECIFIC APPLICATION QUESTION
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• When creating a new 

question, please select the 

‘Question Type’ from the 

drop down menu (i.e. Single 

Line, Multiple Line, Single 

Choice , Multiple Choice, 

Date, File Upload, or 

Instructional Text).

• Use an abbreviated name for 

the question you’ll be adding 

for future retrieval in the 

“Pick from Existing 

Questions” library.  Please 

Note:  This will not be 

presented to the applicant.  



ADD A JOB – STEP 3 – GO LIVE

• Select ‘As soon as 

possible’ from the list on 

question #1 if you want 

the job to be reviewed for 

approval immediately.  

• If you want to save the job 

for later, select ‘Later, I 

need to review it myself 

first’. The job will go to 

Storage for later review.

• Select ‘Yes, immediately’ 

from the list on question 

#2 if you want the job to 

be listed immediately upon 

approval.
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ADD A JOB – STEP 3 – GO LIVE (CON’T)
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• For the question, ‘For how many days do you want the 

job to be listed on the site?’

– If you want to designate a specified period of time 

the job should be posted, select the applicable 

duration from the drop down list.  

– If you want the job to be posted until your close the 

job, select  ‘Until I close the job.’

• Click the “Click here to Finish!” button.

• Your job will be submitted to Student Employment 

for review/approval.



ADD A JOB – COMPLETED!

• You may either print your job details or click ‘Return to your control 

panel’ to view and/or manage your jobs further.

• If you choose to return to the control panel, the job you just added 

can be located in the ‘Pending Approval’ queue.
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EDIT A JOB

• To view the job and/or application details, or to request the job 

status be changed, click on the job’s link in the Title column. 

– From here,  you can click ‘Edit this Job’ or ‘Edit or View the Online 

Application.’
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YOU’RE 
FINISHED!!!
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QUESTIONS?
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Please contact Vanderbilt Student Employment

(615)343-4562 or at StudentEmployment@Vanderbilt.edu


