
Log into your member profile on RAMW.org

Click the “My Jobs” tab from your account home page.

Posting to the RAMW.org Job Board
Your restaurant or company must be a member in good standing with the

Restaurant Association Metropolitan Washington to post a job on RAMW.org.
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Click the “Add a Job” button on the My Jobs page.

The “Create Jobs” page will load. All sections with a red * must be completed.
a. Enter the “Title” your job post.
b. Next select the “Location” of the position from the drop-down menu; this is your restaurant or company
    name.
c. Next select the “Employement Type”; you have the options of Full Time, Part Time, or FT and PT.
d. Next select the “Compensation” for the position; you are able to check off more than one option.
e. Next adjust the “Expires On” date for the posting; you can leave this date as the default 
    (30 days from the date the post is created).
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f. Next select the option for applications in the “How Do You Want People to Apply” section. 
   You can check both boxes or just one. Note that the “Hiring Manager’s Email” is required 
   even if you want applicants to apply using a link.
g. Next enter the “Job Details” in the area provided. This information can be as long or short as
    you’d like.
h. Next you have the option to enter keyworks that are important to the position.
    These keywords will be displayed at the bottom of your posting; applicants can also 
    search for jobs using the keywords on the job board. Keywords are not required for the posting.

i. Next you have the option to include “Compensation Details” such as benefits, hours, 
available shifts, etc. This information is not required for the job to be posted.
j. Next click “Save” to save the posting information.
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Your job posting page will display as it will be seen on the job board. You can make 
edits to the draft posting by selecting the “Edit Draft” tab above the posting Title.

Note: If you opted for applicants to apply by email, only that button will display on your listing 
and the same if you opted for applicants to apply by link. If you selected both options, both 
buttons will display on your listing.

Your posting is now ready for reivew by RAMW! 
Click the My Account link at the top of the screen to go back to your Account Home Page.
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Your homepage will display, click the “My Jobs” tab to see your post.
Click the “Change to Needs Review” link to submit to RAMW.

RAMW will be notified of your new job posting via email. Once reviewed, the job will be posted to the site.

The “My Jobs” tab will list all jobs that you’ve posted on RAMW.org via your member profile. You 
are able to make edits or delete your job postings from the site at any time.
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Please reach out to us at (202) 331-5990 or info@ramw.org with any questions about the job board.


