
	  
	   	   	  SBV	  |	  Digital	  Marketing	  
CONFIDENTIAL	   	  	   COPYRIGHT©	  1999-‐2016,	  SIMON	  PROPERTY	  GROUP,	  L.P.	  ALL	  RIGHTS	  RESERVED.	  
	  
	  

1	  

RETAILER	  
JOB	  POSTING	  
GUIDE	  (UPDATED)	  

	  
	  
	  
	  
	  



	  
	   	   	  SBV	  |	  Digital	  Marketing	  
CONFIDENTIAL	   	  	   COPYRIGHT©	  1999-‐2016,	  SIMON	  PROPERTY	  GROUP,	  L.P.	  ALL	  RIGHTS	  RESERVED.	  

2	  

	  
NOTE:	  Retailer	  Job	  Posting	  guide	  will	  help	  you	  
with	  posting	  a	  new	  job,	  edit	  a	  job	  and	  delete	  a	  job.	  	  
Retailer	  job	  posting	  is	  ONLY	  for	  retailers,	  if	  a	  job	  
opening	  is	  for	  internal	  employee	  then	  please	  
contact	  your	  DMBD.	  	  
	  
Step-‐By-‐Step	  

1. Log	  into	  Simon	  Central	  
2. Click	  on	  ‘Manage	  Retailer	  Job	  Posting’	  
3. If	  you	  have	  permission	  to	  manage	  retailer	  
job	  posting	  then	  you	  will	  notice	  ‘ADD	  A	  JOB’	  
button,	  ‘Edit’	  and	  ‘Delete’	  links.	  	  
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4. To	  add	  a	  job,	  click	  ‘ADD	  A	  JOB’	  button	  
5. Retailer	  Job	  Management	  window	  will	  pop-‐
up;	  enter	  job	  title,	  property,	  retailer,	  
category,	  job	  title,	  description,	  post	  date	  
and	  pull	  date	  
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6. Click	  on	  ‘Preview’	  
	  

	  
	  

7. Review	  the	  information	  that	  was	  entered,	  
click	  on	  ‘Publish’	  


