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Step 1 Log in to the Chamber Portal

https://www.mygulfcoastchamber.com/
https://www.mygulfcoastchamber.com/


Step 2 Select Job Postings

From the Home page, select Job Postings on the left navigation menu.



Step 3 Choose Add Job Posting

To add a job posting, select Add Job Posting.



Step 4 Populate the General Fields

Title 
 Include a concise title that reveals job
 Capture attention

Description can include such information as:
 Requirements
 Responsibilities
 Benefits

Meta Description Strategies
 Include 1-2 sentences summarizing the position
 Add relevant key word(s) about the position 
 Use no more than 320 characters 

Displayed Posting Date
 Share the posting date the position is first posted

Category
 From the drop down menu select a category that 

most closely aligns with this position

Proofread your description for typos in this textbox.  



Step 5 Share Contact Information

YellowHammerITInclude details for who to contact 
and how to connect to obtain more 
information such as:

 Organization name
 Contact Representative Name
 Street Address
 City
 State
 Postal Code
 Email
 Local Phone
 Fax
 Website URL

Click on Verify URL to ensure the 
website link you add is functional.

Mark Jones



Step 6 Select Active Dates

Select dates the post will be viewable by clicking on the calendar. 
Review the date ranges listed under Active Dates to ensure accuracy or clear dates as needed.



Step 7 Add an Image

Add interest to your job posting by including a photo that depicts your company or an aspect of the position.



Safe as Draft 
to work on 
the details 
later

Step 8 Save, Cancel, or Submit

Submit your 
event for 
approval

After you submit the job listing, it will be reviewed by the Chamber team. 
Once it has been approved it will appear on the Chamber Job Search page.

Cancel 
your event 
post

Choose to:

tps://business.mygulfcoastchamber.com/jobs/
tps://business.mygulfcoastchamber.com/jobs/

