Posting to the Chamber Job Board
Visit the Wichita Falls Chamber Job Board at www.wichitafallschamber.com/jobs/

1. Select “Submit A Job” to redirect to the submission form.

2. Select “Sign In” before moving forward with completing the form. If you do not have an
account, simply inputting your email address where it says “Your Email” will prompt the
system to create one for you upon submission of the job opening.
Note: Be sure to confirm registration via email from Wordpress@wichitafallschamber.com to set up your password. This is how you can view
drafts and edit your listings in the future using the “Job Dashboard” on the main job board page.

3. Enter your login information if you already have an account and select “Log In.”
Note: If you have an account and you do not sign in prior to submitting your job, it will lose your progress and you will have to restart.

Example@Email.com
Password

4. Complete your job description by filling in each required field.
The Position Your Hiring
City, State

Employment Status

Include information such as: position description, organization overiew, key
activities, responsibilities and duties, preferred and required qualifications, salary
and benefits, application deadline and instructions.

Website or email address where someone can apply.
Deadline for applications, if applicable.

Company Name
Company Website
Company Motto
Brief Video Overview of Company
Twitter Handle
Company Logo – Highly Recommended to Include

5. Once completed, select “Preview.”

6. Review your completed description and select “Submit Listing” if satisfied. If changes are
necessary, select “Edit Listing” and repeat steps 5 and 6.

7. Once completed, you will receive the below message to confirm that your job opening
has been submitted. Once approved by the Wichita Falls Chamber, you will find it on the
Chamber Job Board. Requests for changes or removal from the job board can be sent to
Maria@wichitafallschamber.com.

