
Child Care Provider Desk Aid 
How to post job openings and search 
for candidates for your child care 
program
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WorkinTexas.com Desk Aid Outline

In this presentation you will find steps to complete:

• Registration Process as an Employer on 
WorkinTexas.com

• Create Job Orders (also known as job postings)

• Search for Candidates  
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1. Go to www.workintexas.com.
2. Select “sign in” or “register” in the top right hand corner. (Note: If you 

have filed for unemployment benefits, you should already have a 
username and password.)

To Change to the Spanish version, you will need to click on En Espanol
link. 

Register as an Employer 

http://www.workintexas.com/


Register as an Employer 
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Registration Steps 

• All fields with a red asterisk (*) are required. 

• At the bottom of this page and subsequent web pages, click Next or 
Continue to move to the next page. 

• Create a Username, Password and complete the Security questions. 

• Complete the registration screens. Based on employer response some 
items will display additional questions. Account creation 
acknowledgement page will be displayed when you have finished. 
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Choose your Representative Type

• Content
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Choose your Functionality
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Enter Your Federal ID



9

Successful Registration



How to Create a Job Order 
(also known as a job posting)

• Locate the Quick Menu feature on the left navigation 
sidebar. Select Manage Jobs link. 

• Manage Job Orders page will display. 

• Click on Add New Job Order.

• Select Manual Entry Custom Job Order Option.

• Complete steps 1 – 11 to create a Job Order.

• Job Order Details page will display with new Job 
Order number for employer posting.
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Manage Job Orders



How to Create a Job Order  Pg.2 
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Job Order Details Page 
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How to Search for an Candidate

• Locate the Quick Menu feature on the left navigation
side bar. Select Candidate Search.

• Under the Quick search tab enter desired location
and key word: ex. Childcare.

• Click Search.

• A list of active resumes of candidates matching
criteria will display for employer.

• Employer may now review candidate’s resume.
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How to Search for a Candidate pg.2
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How to Search for a Candidate pg.3
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View Candidate’s Resume 

• Employer can view all resumes by clicking on view
resume by selected candidate
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For Further Assistance Contact Your 
Local Workforce Development Board

Find your local workforce development 
board at this link: 
https://www.twc.texas.gov/partners/
workforce-development-boards-websites
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