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Getting Started On The  
Mass Transit Career Center Site 

https://jobs.masstransitmag.com 

 
Welcome to the Mass Transit Career Center. Here are instructions for setting up your first job on 
the site. If you want assistance, please contact us! See the bottom of this document for 
assistance from one of our staff members! 

 

Step 1: Create Employer Account.  
In the site navigation menu, go to Employers>Register. Fill out the form and click “Save” button at 
the bottom: 
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Step 2: Verify Your Email Address 
We email you verify that we have your email 
address correct. Check your email inbox, and 
click the link in the email to verify your email 
address. Once you have clicked the link in the 
email, come back and click the “Continue” 
button. 

 

 

 

Step 3: Create Employer Profile 
Go to My Account>My Profile and set up your employer page. This information will be seen by 
your job applicants, and the more information and images you can provide, the better! 

 
 

https://jobs.masstransitmag.com/


 

 
 

Mass Transit Career Center  |  https://jobs.masstransitmag.com  

Step 4: Purchase A Job Posting  
Go to My Account>Purchase Now and select the job posting posting package you want to buy. 

 

 
 

Step 5: Create Job Posting  
Go to Activity>Jobs and click  “Add Job”.  
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…Then fill out the form with information about 
your job. There are some key options to note:  

• AI Assistance. There is an “AI Reformat” 
button under the job description field that 
can help make your job description look 
better, and if you’d like, it can adjust the 
tone of your job description text to sound 
more professional or more friendly. You 
can review these changes before applying 
them. It’s a big time saver! 

• Redirecting to your applicant portal. If 
you want to send applicants to your job 
portal, add the full URL of the job posting 
on your portal where it says “Redirect 
Applicant to URL”. The applicant will be 
sent to your portal instead of this form.  

• Screening questions. If you want to add 
any screening questions to the application 
(which can be set up as multiple-select 
answer checkboxes, single-select radio 
buttons, or free-form text answers), click 
the “Add Questions” button to set them 
up. 

• More detailed information about job 
posting options can be found in this doc. 

Once you’re happy with your job posting, click “Post Job” at the bottom. That will make it live 
on the site. You will be notified via email as job postings are submitted to the site. (But not if 
you chose to redirect your applicants to your own applicant portal.)    
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Step 6: View Applicants  

To view the applicants for you job posting, are two ways to navigate to the Applicants page 

• Go to Dashboard, then click the “Applicants” button  
• Go to Activity>Applicants 

On the Applicants page, you will find the list of applicants. 

 
Need Help? 
If you ever need assistance, please contact: 
 
Jessica Ross 
Business Operations Manager 
jross@endeavorb2b.com 
603-891-9422 
 
We also have a “Frequently Asked Questions” page for employers: 
https://jobs.masstransitmag.com/page/employer-faq  
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