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Posting Jobs

Parishes, schools, and the central offices all have the ability to post job openings to the archmil.org
website. By default, the job is listed for 90 days unless you adjust the date.

Adding your job to archmil.org

To access the Jobs Maintenance section of the site you must first log into archmil.org by clicking the
MyArchmil link on the main blue toolbar.
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Enter your Login (username) and password. Click the Login button.
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Contact the Information Systems office if you do not have your login information.
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Click Add Job link in the right column of the screen. This will launch the Jobs Editor.
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Note: The items displayed on this landing page are unique to the individual. You may not see these exact
items on your screen.
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Enter the Job Position Title (Required)
Enter the date you want this person to begin working (Recommended)

Enter a Summary of the job. This should be a short narrative (no more than 150 characters) or the first
sentence of the full description. This is important because it appears on the main job listing.
(Recommended)

Click the blue Edit button to open the Job Description editor. Type the full description here; format the text
as appropriate. You can use bolding, italics, bullet lists, etc. (Required)

Note: please format the text in this editor. Do not use the formatting from your word processor.

Screen capture continued on the next page...
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Qualifications [ZIj

Status Notes

To Apply

Compenstation Notes

Click the blue Edit button to add any additional Qualifications, format the text as appropriate. You can
use bolding, italics, bullet lists, etc.

Enter any Status Notes (e.g. position available immediately, begins next school year, etc.)
Enter To Apply instructions.

Note: you should not include e-mail addresses here, they will not display as clickable links.
There is a separate field for an e-mail later in the process.

Enter any applicable Compensation Notes.

Screen capture continued on the next page...
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Job Contact

Full Name Email

Phone Fax

Address 1 Address 2

City State Postal Code

-select- «

Scheduling

Display from = to =
Featare until =

Meta Information

Page Titke

Metatag Keywords

Enter all appropriate Job Contact Information.

You can disregard the Scheduling section of the form. By default, your job posting will display for 90 days
from the day the posting is created. Change the Display from and Display to dates if the default setting does
not meet your criteria.

Disregard the Feature Until option, which is not being used.

You can also disregard the Page Title field, the system will automatically populate this with the job
title entered in step one.

Enter any Metatag Keywords that describe the job. Separate keywords with commas.

Screen capture continued on the next page...
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Select Tags
Job Category Employment Type Compensation Type

-select- - -select- - -select- -

“Required “Required

School Parish Language

-select- - -select- - -select- -

*Parish OR School Required *Parish OR School Required

You Are Here: Jobs = EditJobs Email Print

Select a Tag for Job Category and Employment Type (Required) Select a Tag

for your School or Parish (Required) Compensation Type and Language

tags are optional.

Click Submit to save your posting. You will be taken back to the main Jobs page and you should see your
posting at the top of the list.
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Editing a Job

From the main Careers page, search for your previously posted position.
Note: The link to the Careers page is now found in the footer of every page on the site.

Click the Red Edit button by the Job Title to open the editor.

Note: You only have the ability to edit jobs posted for your location(s).

Parishes

G

FIND A JOB

Keywords

| Keyword Search

~ Job Category clear

[ Central Office -
Pastoral/Ministerial (2)

) Other - Catholic
Organizations (5)

J Other - Diocese (3)

[ Other - Saint Francis
Seminary (2)

I Parishes - Administrative (2]

O Parishes - Maintenance (3}

[ Parishes - Music/Liturgy (4)

[ Parishes - Office/Clerical (%)

[ Parishes -
Pastoral/Ministerial (7)

J Parishes -

Professional/Technical (2}

See All

~ Employment Type i

& Full Time (31)
O PartTime (31)

Ministries & Offices

Schools & Formation  Worship & Sacraments  About  News & Events i/ [FH

# > Careers

Search for jobs at Catholic institutions throughout southeast Wisconsin

The majority of job opportunities listed here are from the parishes, schools and central offices and agencies
of the Archdiocese of Milwaukee. In some cases, the listing is for an open position outside the Archdiocese of
Milwaukee.

Each job listed gives a brief description of the job and the qualifications required of candidates for the position.
Instructions for applying are provided at the bottom of each listing. Interviewing and hiring are done by the
institution listing the job.

The newest jobs are displayed first, update the listing by modifying one or more of the filters on the left.
Add Job
]
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& The school has approximately
250 students and is a k3-8th grade school. The starting date will be July 1, 2017. The school also is a participant
in the Wisconsin School Choice program. View Details

Parish Location o g
h ! Waukesha
- select- " Employment Type  Full Time
Job Category Schools - Administrative/Principal
CSrhanl
Deleting a Job

You cannot delete a job from the system. Contact the Information Systems office to remove a job or it is
automatically removed once the ad has expired. Reminder, by default, jobs are posted for 90 days unless you
shorten or extend the Display To date in the Scheduling section.
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