
Advertising Childcare vacancies with St Mary’s Careers Service 

Thank you for choosing to advertise your childcare vacancy via St Mary’s Careers Service.  This is a FREE service for adverts  

under 25 words to appear on JobOnline and on selected notice-boards around campus, to advertise to St Mary’s Students.  

Should you have any difficulties uploading your advert, please contact us on 020 8240 4055 or email careers@smuc.ac.uk  

Registering with JobOnline 

1. To register with JobOnline please go to the following website: http://interfase.thecareersgroup.co.uk/collegelogin/loginsmuc.aspx  

Once here, click on the ‘Register Now’ button under ‘Employer Login to the Careers Management Portal’. 

2. You will be taken to a registration page.  This registration process is run 

The Careers Group, University of London.   

 

3. Search for and select your organisation.  For childcare, this will be  

‘Private Employer - childcare (part-time)’, for any other role such as  

assistance, tutoring or support, this will be ‘Private Employer’. 

 

4. On the next page fill in your contact information.  Any field with a red 

asterisk is a compulsory field.  Your username is normally your email ad-

dress. 

 

5. Please select ’Yes’ in the Alum field if you are an alumni of St Mary’s 

University College, if not, please select ’No’.  

 

6. Click ‘Register’. 

 

7. Finally click on ‘Submit Profile’ and your registration process is  

complete. 

 

http://interfase.thecareersgroup.co.uk/collegelogin/loginsmuc.aspx


Placing an advert on JobOnline 

1. Login to JobOnline at the following website: http://interfase.thecareersgroup.co.uk/collegelogin/loginsmuc.aspx  

under ‘Employer Login to the Careers Management Portal’.  If you have not yet registered please see the previous page. 

2. On the front page select ‘My Jobs’, 

‘JobOnline’ on the top blue banner.  

 

 

3. Once in JobOnline, select ‘Create  

new vacancy’ on the right of the screen.   

 

4. On the next page, select the college / col-

leges students to whom you would like to 

advertise.  If you would like to advertise just 

to St Mary’s students select ‘St Mary’s 

(SMUC)’ under ‘select a college’. 

 

 

 

 

 

 

5. Select a location, either by using the drop 

down list or by typing in your postcode. 

 

 

6. If you have a closing date for applications, 

you can specify this here, by unclicking the 

‘not applicable’ box and selecting a date in 

the field that appears. 

 

7. Type in the title of your vacancy.  This is 

not included in your word count and will be 

the first piece of information the student 

sees. 

 

8.  Type in your 25 words for your FREE ad-

vertisement, above this you will be charged 

£130 for one month.  There is a word coun-

ter underneath the job description box. 

http://interfase.thecareersgroup.co.uk/collegelogin/loginsmuc.aspx


Placing an advert on JobOnline continued... 

9. To make it easier for students to search for vacan-

cies you can select particular areas on interest.  For 

Childcare vacancies we would suggest  ‘Education’ and 

‘Social & Pastoral care’. Click next. 

 

 10.  Select the hours for the job.  We would suggest 

‘Part-time’ instead of casual for childcare vacancies as 

the students are more likely to search for part-time 

than casual. 
 

11.  Select the type of job - an explanation for each can 

be found on the left.  For most childcare positions this 

will be ‘temporary’. 
 

12. You then have the option of specifying a job start 

date and job end date.  These are optional. 
 

13. Specify the salary offered.  For childcare vacancies 

the salary offered must be above National Minimum 

Wage for us to advertise the position for you.  Click 

that you have understood the minimum wage policy 

and click next. 

 

14. Select your contact preferences, phone, email etc. 
 

15. Specify how people should apply for the position, 

would you like to see their full CV or is an informal 

chat ok? 
 

16. Add your name as the main contact. 
 

17.  Select the length of time you would like the advert 

to run for.  For adverts under 25 words, we don’t spec-

ify a particular deadline. 
 

18. Logos are not permitted as part of a FREE 25 word 

advert.  Click next. 

 

19. Add some ‘Tags’ to your advert.  This will make it 

easier for students to search for your vacancy.  For 

Childcare vacancies we would suggest: Childcare, 

babysitter, nanny, childminder, children, kids, part-

time work, part time work, part-time. 
 

20. Read the terms and conditions, and click next. 

Review and Approval 

At the end of this process you can review your advert and edit your advert if necessary by pressing the ‘edit’ button at the 

top of the screen.  Once you click ‘OK’ at the top of the page, your advert will be sent to The Careers Group for approval, this 

normally takes 24 hours.  Once approved you will receive an email telling you that your advert has gone live. 


