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Indeed Hiring 

 
When you head to Indeed.com you will be prompted to either sign in or create an account. If you don’t have 
an account, signing up is easy. Just click “sign up” and enter your practice information until you are complete 
and taken to your account’s dashboard.  
 

Posting a Job 
 
Before even posting the job, it is important to outline what you are looking for in this employee.  

• The job description must clearly outline all duties, expectations and requirements.  
• Pay rates are now required when posting a job, but you can always set a range and clarify in the job 

description that the rate is dependent on experience.  
• When posting the job you will have an option to add requirements in terms of education, work 

experience or license or certificates. This is a great opportunity to really narrow down your applicant 
pool. If you are looking for a candidate who has 2 years of dental assisting experience, you can click 
“deal breaker” and it will automatically reject candidates who do not fit within your requirements.  

• We recommend sending the job ad to your ePM consultant to review before posting to ensure all 
points are covered. A well-articulated job ad can help you find (and keep) the right employees.  

Sponsoring a Job 
 
You have the option to pay to sponsor a job, which will increase its visibility and attract more applicants.  
For some jobs, sponsorship may not be necessary, and I would always advise letting a job run for a few days and 
testing applicant pool.  
 
Indeed has been changing the way they sponsor jobs, so depending on the age of your Indeed account, you may 
have the option to either sponsor per day, or per applicant.  

• Per day sponsorship: Indeed will recommend a daily average but it’s best to start in the $10 range 
and only increase if needed. The sponsorship will run until you turn it off, unless you set an end date.  
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• Per-applicant sponsorship: This new method of sponsorship will only charge you for applicants that 
you like, but you only have 48 hours to accept or reject them before being charged. This form of 
sponsorship just means that you have to be vigilant about rejecting unqualified candidates, and in 
set strong deal-breaker requirements so that you aren’t paying for candidates who aren’t right for 
the position.  

• All sponsorship can be paused or changed at any time through the main dashboard. From “edit job” 
you can go over all job details, as well as sponsorship.  

 

 

Managing Applicants  
 

The most important part of hiring is consistently following up on applicants. You can miss out on a good 
candidate by just waiting a day too long to respond. The flow of successful Indeed hiring should be as follows: 

• Review applicant on Indeed 
• Reach out with introductory email requesting a short phone call to discuss their resume and get 

a feel for their background, experience and expectations for the position. Ask open ended 
questions like: 

o “Tell me a bit about your background and experience.” 
o “What are you looking for in a new position?”  
o “What would be your ideal work environment?”  

• If you think the applicant seems worth interviewing in person, schedule them while on the 
phone for an in-office interview.  

• After you get off the phone, send a follow up email with the address to the office confirming 
the appointment and offering a phone number to call in the event anything comes up 
beforehand.  
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Jobs can always be paused while reviewing applicants, and once you’ve hired an applicant you can close the 
job. If you ever need to reopen it at a later point, while you go to post a new job it’ll give you an option to 
choose a previously posted job.   
 
 
The faster you make initial contact and get them into the office, the better chance you have of making a 
successful hire. As always, your ePM consultants and our hiring department are here to help guide you 
through the process when needed.  
 


