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Purchase a Job Listing for your
organisation

1 Navigate to https://www.alia.org.au/

2 Click "Shop"
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3 Click "Shop"

4 Click "Purchase" on the item of your choice
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5 Click 'Add to Cart'

6 Click 'Proceed to Checkout'
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7 If you are not already signed in to the website, you will need to do so at the
checkout. Enter your username and password here before clicking 'Sign in'

8 Now that you are signed in, you have two options for payment. Pay Now or Pay
Later.

After choosing when to pay, please ensure that you choose your organisation in
the 'Bill to' drop down list.
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9 Click 'Submit Order'

10 After your order has been processed you will be presented with your order details
on screen with an option to email a copy of your order should you require this.

To view and begin editing your job ad, Click "Member Centre"
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11 Click "My Job Ads" tab

12 Click "Create Job"
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13 Complete the fields required to post your employment advertisement

14 To see all jobs that have been added using your jobs package, Click "[Your
institution name]" just underneath your profile name.
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15 Click "Jobs Board" and this is where you will see a list of jobs that have been
posted by your organisation.


