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Step 1：To Register the Service
The cardholding members who are the first time to use the Job Listing service need to activate it by registration.

Click the link“Jobs Board”in
the“Services”menu to go to the 
landing page.

In the Jobs Board landing page, find 
and click the link “Register.” Fill out 
the registration form and submit. 
Please must use your corporate email.

Upon your submission, we will check 
your membership status and inform you 
the result by email.

As receive the registration email, please 
click the link embeded to complete the 
setup of your account.
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Notes：The Job Listing service is not 
available to non members. Employee from 
member companies should send their 
request to jobs@amchamchina.org

https://www.amchamchina.org/jobs-board
https://www.amchamchina.org/jobs-board


Step 2：To Publish A Job Ad

Click the link “Log in”on
the Jobs Board landing page 
and use your account info to 
log in

Go back to the Jobs Board
landing page and click the 
button “ To Post A Job”
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Fill out the form and 
read the“Terms and 
Conditions”and and 
tick off its check box. 
Click the“Submit
Job”button to submit.

Notes:“Application
email / URL”is the 
email address or the 
website that your 
applicants set direct 
contact with you. Please 
use valid information.
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Employee from our member companies who register this service should provide a digital copy of your business 
liscense with corporate chop on it.

https://www.amchamchina.org/jobs-board
https://www.amchamchina.org/jobs-board


Step 3：To Check and Manage Your Job Ads
If you have encountered with any problems, please send email to jobs@amchamchina.org

To manage the job ads you have published
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Your Job Ad will be published 
(or declined) within 1-3 
working days. Once it has been 
published, you can check it at 
our Home Page or at the Job 
Board landing page.

Click the“To Post A Job”on the Job Board
landing page again, and find “To manage 
your posts”, then hit the link “click here”.

In your job ads list, select from“Edit”,
“Duplicate”,“Delete”to manage your job ads.

Notes: Each job ad will be posted for 30 days. 
You can click“Mark filled”to close the opening.

https://www.amchamchina.org/
https://www.amchamchina.org/jobs-board/
https://www.amchamchina.org/jobs-board/
https://www.amchamchina.org/jobs-board/



