NH Connections
New Hampshire Child Care - Job Board Manager Guide

Important note before you begin:
The Job Board Manager account is different from a NHCIS Account. These are two separate websites.

Job Board Manager:

To list an Early Childhood or Out-of-School Time Employment Opportunity for your organization or program:

1. Go to the Login tab and click on the Job Board Manager option.

FOR MORE INFORMATION, CALL CHILD CARE AWARE OF NH: 1-855-393-1731 TTY: I-800-877-8339

NH C NNECTIONS
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Contact «

NHCIS Login Page

Welcome to NH Connections

Providing New Hampshire’s most trusted Consumer Education Website for child care, early learning and
afterschool resources & referrals for families, providers and communities.

ARPA/CCASP Child Care

Child Care NHCIS
Information >

Licensing > Search > (Registry) >

Families Get Started > Providers Get Connected > Communities = Get Involved >

2. If you already have a Job Board Manager account, you will enter your username and password in the Returning

Job Manager Account Login section located in the upper right corner. If you do not have an account, click the
Create an Account button to create one.

Welcome to the Job Manager Page for the New Hampshire Child Care
Job Board

What is the New Hampshire Child Care Job Board (NHCCJB)
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What are the program qualifications for posting on the Job Board?

+ @ New Hampshire-based Licensed Child Care Program, Family Chid Care Program of Out-of-5chool Time Program
+ @ Licensed-Exempt Faciity (envolied in the New Hampshire Child Care Scholarship Program)
@ New Hampshire-based Earfy Head Start of Heod Start Program

+ @ icensed border state POGIaM With 0% of your envoiment being Chikaren that reside In New Hampsnire (verification will be
necessory

+ 0 New Hampshire based summer DAY camp program that s icensed by the state (05 G summer comp or child care) and offers
ull-day child care component and consistently operates for the full summer

Read other Job Board Ettiquite>

click.

Please email outreach2ccrr@snhs.org with questions or if you need assistance.
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3. To Create a Job Board Manager Account, complete all of the required fields and then click the Submit button at
the bottom of the page. We will review your submission and provide you access as soon as we can. You will
receive an email confirmation from Child Care Aware of NH using the email info@nh-connections.org.
Depending on your email settings, this confirmation email may be sent to your spam, junk or clutter. Please
remember your username and password entered here. You will need it to login to your account when you are
given access.

Home AboutUs » Families r Providers » Communities » Resources COVID-12 » login v+ Contact

Create an Account

As amember you have access to our Job Board for creating and managing posts and to our Discussion Board

After filling out the form below, we will review your submission and provide you access as S0on as we can.

Name *

Email * Phone
Username * Program Name *
Password

I'm ot a robot

4. When your account is activated you will receive a notification from info@nh-connections.org.

CCAoNH Access Approved e &
info@nh-connections.org <info@nh-connections org- 10:17 AM (0 minutes ago) -

A
R tome v

n Be careful with this message
Gmail could not verify that it actually came frem nh-connections.org. Avoid clicking links, downloading attachments, or replying with persenal infermation.

femerom s i @

Thank you Testing 123 for requesting access to Child Care Aware of New Hampshire's Job Board and Discussion Board. Your account has been approved

Visit our website for access.

5. Once your Job Board Manager account has been activated, you will be able to login and create your job listing.
To get started, select the Submit Employment Opportunity button.

Job Dashboard

If you would like to submit an employment opportunity,

Submit Employment Opportunity >

Your listings are shown in the table below.

ase click the link below.

Title Filled? Date Posted Listing Expires

You do not have any active listings.

Please email outreach2ccrr@snhs.org with questions or if you need assistance.
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6. Complete all of the required fields and then click the Save Draft button to save your Job Board listing. SAVE,
SAVE, SAVE!!!

Video (optional

Tip: Use the shortcut, Ctrl
Twiiar SO fopoori ; key and V to paste copied
text from a Word document.

Logo Choose File | No file chosen

SN N,

Click the Pregdew button to submit your Job Board post to a Child Care Aware of NH staff member to preview and approve. Please note, Job Board posts may take up to 48 business hours to

be approved

Click the Save Draft button to save your Job Board post to edit later

7. After you click Save Draft you will receive a notification your Draft was saved. Then click the Preview button to

review and submit your Job Board V

Submit Employment Opportunity

Program Name test2

Position Title st 2

Position Location (optionda Concord, NH

N o 1 5T
Test

8. You will be able to preview and edit your job listing here and when you are done, click Submit Listing

Submit Employment Opportunity J
214235

Rochester, NH

Full Time

So fun it will be amazing! learn all about how you can be a great part W So fun it will be amazing! learn all about how you can be a great part of our team %, Website
of our team

9. Once your job is submitted, you will see a notification “Job submitted successfully. Your listing will be visible
once approved”. Please allow two business days of submission for the approval process. Approval is required to
prevent spam.

Submit Employment Opportunity

Job submitted successfully. Your listing will be visible onc

Click the Preview button to submit your Job Board post 1o a Child Care Aware of NH staff member to preview and approve. Please note, Job Board posts may take up to 48 business hours to
be approved.

Click the Save Draft button to save your Job Board post to edit later.

Please email outreach2ccrr@snhs.org with questions or if you need assistance.
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10. Upon approval, your screen will indicate your listing is visible for job seekers.

Job Dashboard

If you would like to submit an employment opportanity, please click the link below.

Submit Employment Opportunity >

Your listings are shown in the table below.

Title Filled? Date Posted Listing Expires

214235

o April 12,2022 October 12, 2022
Edit - Mark filled - Duplicate - Delete

11. Your job board listing will be visible from the NH Connections Home page. Click the New Hampshire Job
Opportunities button.

Welcome to NH Connections

Providing New Hompshire's most trusted Consumer Education Website for child care, early learning and
afterschool resources & referrals for families, providers and communities.

Child Care Child Care NHCIS

ARPA/CCASP
Licensing > Search > (Registry) >

Information >

Families Get Started > Communities  GetInvolved >

12. You will see the list of active Early Childhood and Out-of-School Time Employment Opportunities in a list below
the blue Search Jobs bar. You may have to wait a few seconds for the list of jobs to appear.

Welcome to the New Hampshire Child Care Job Board

There are multiple opportunities thought the state to work in Child Care, Early Childhood, Head Start and Out-of-School Time programs (bo'ore and after school as well as during
summers or vacations). These opportunities are in a variety of programs including private and non-profit based centers, school or home-based programs. They may provide
care and education to children from six weeks through elementary school. Whether you are looking for an entry-level position, career change, advancement opportunity, or post-
retirement gig you may find it here! Part-time, full-time, regular and non-traditional hours may be available.

The list of positions posted and updated on this site is done by individual programs or entities. Please follow the information on each listing to contact the program for more
information, to apply, or to follow up on an application. While we do not endorse any particular program or position, we do recommend joining our field. Positions may include
competitive wages and benefits, have extensive growth potential, provide educational opportunities - formal and informal, and, most imp y, makes a signi

in the lives of New Hampshire's children and families.

At present, this list is searchable by keywords and/or location or you can scroll through the whole list to see opportunities that have been posted by programs around the
state. Additional changes for refined filtering are being added in the future. If you cannot find a job in your region/town or age group/interest, we invite you to call: 603-410-5175.
This special phone number connects you with the NH Child Care Workforce Hotline.

In addition to g this list, we also looking at the following job search sites using the keywords child care, childcare, daycare, early
youth, pi b ;, out- | or teacher.

oo oo

search Jobs

@freeiance  BFuiTime Eimemship @portTime B Temporary

Please email outreach2ccrr@snhs.org with questions or if you need assistance.
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13. You hav

e several options to manage your Job Board listing from the Job Dashboard. Place your cursor over the

job listing under Title to reveal your options.

Jo

Title

14. By mark

Edit: You may edit your job board listing at any time and it is critical to always remember to save drafts
to update your listings later.

Duplicate: Duplicating a job listing will allow you to recreate a position that wasn’t filled or you need to
post the same job again. You will only have to change information that is different from your previous
listing.

Delete: To delete an employment opportunity simply select Delete and the listing will be erased.

Filled: To mark a job board listing as filled, select that option (see #14).

To create a completely new position and Job listing not already used, click the Submit Employment
Opportunity button to enter the new Job information and follow directions beginning at step #5 above.

b Dashboard

If you would like to submit an employment opportunity, please click the link below.

Submit Employment Opportunity >

Your listings are shown in the table below.

Filled? Date Posted Listing Expires

214235

v April 12,2022  October 12, 2022

L Edit - Mark not filled - Duplicate - Delete

ing a job listing as Filled, it means that the position will no longer be visible to prospective employees.
Job Dashboard
If you would like to submit an employment opportunity, pleu;] B —

Submit Employment Opportunity >

214235 has been filled

Your listings are shown in the table below.

Title Filled? Date Posted Llisting Expires

214235
v April 12,2022 October 12, 2022

15. Employment opportunities will be listed for 6 months unless you choose to manage your listings on the Child
Care Job Board dashboard page. After 6 months listings will automatically be removed.

Revised 4/26/22

Please email outreach2ccrr@snhs.org with questions or if you need assistance.
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16. If yo

u forget your Job Board Manager password, you may request to have your password reset. If your password

is reset, you will receive a notification that looks similar to this and follow the directions.

[Child Care Aware of NH] Password Reset Inbox x

WordPress <wordpress@nh-connections arg>
" tome v

has

q ap reset for the following account:
Site Name: Child Care Aware of NH

Username: couponlizzy@gmail.com

If this was a mistake. ignore this email and nothing will happen.
To reset your password, visit the following address:

hitps://www nh-connections arg/wp-login php?action=rp&key=gSscOgi2HyP7L pNOB08m&login=couponlizzy%40gmail comawp_lang=en_US

17. If you make more than 3 failed attempts to login, you may be temporarily locked out. If this happens you will
receive a notification and we recommend you wait 4 hours to login again.

Revised 4/26/22

Your access to this site has been temporarily
limited by the site owner

Your access to this service has been temporarily limited. Please try again in a few minutes. (HTTP
response code 503)

If you think you have been blocked in error, contact the owner of this site for assistance.

* Return to the site home page
* Attempt to return to the admin login page (you may still be locked out)

Please email outreach2ccrr@snhs.org with questions or if you need assistance.
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