
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Getting Started 
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1. Logging In 

IMPORTANT: Before you can log in to your account you will need to contact us to 
create your account, call us on 0870 240 1010 or email info@comparelegaljobs.com 

To log in to the site go to http://www.comparelegaljobs.com/login/ and enter your 
email address and password provided to you by your Account Manager. 

 

If you have previously registered with us and have forgotten your password, 
click here and your password will be emailed to you. 

2. Your Account page explained 
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Submit a new Vacancy 

This is where you will enter your vacancy details. Required fields are marked 
with an asterix (*). You can add sifting questions to your applications, 
download our guide on ‘Example Application Questions’ for more information: 
http://www.comparelegaljobs.com/employers/hintsandtips.aspx  

Manage my Vacancies 

This is where you can edit, suspend and delete any vacancies. 

Search Candidates 

Got a vacancy to fill? Take the proactive approach and search our database 
of candidates, read their profile and download their CV’s. 

 

Candidates by Email 

Haven’t got time to search for candidates, then let them come to you. Fill out 
a one time form with the requirements of your vacancy and we will email you 
with the relevant candidates!  
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Microsite Management 

This is where you can edit your agreed microsite. Use the links highlighted 
below to edit each section of your microsite. For every vacancy posted on our 
site you will also be required to attach these to your microsite via the 
‘Vacancies’ tab. 

 

 

 

 

 

 

 

  

 

User Management 

Manage your log in details here and created additional user accounts. 

Update my Information 

This is where you can edit your account details. 

Update my Organised Profile 

This is where you can edit your organisations details including the ability to 
upload your organisations logo. 

Reports 

This is where you can produce reports on the number of applications per 
vacancy, the number of vacancy views and the number of vacancies posted. 
For further reports please email info@comparelegaljobs.com with your 
requirements. 
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For more information contact us on 0870 240 1010 
or email info@comparelegaljobs.com 


