
DESE Vacancy 
 

Add content – Add Content – Vacancy 

Fill in Vacancy Title, Select Office type, fill in Job Order Number 

Start typing in the section and it will auto-fill it if it’s been added already. (if the section you need does not display, go to 
the last page of this document titled “Adding a Section”) 

Select Type, Salary and checke Benefits for DESE Vacancies (if it’s a part-time job, don’t check) 

 

Select Requirements section 

Add Ed and Experience, Knowledge Skills and Abilities and Examples of Work Performed. You will add additional ones by 
choosing add another item. 



 

Select Application Info 

Select App. Deadline Type, Fill in date if applicable 

 

Then select save 

This will automatically save to the DESE HR vacancy list. 



To copy a vacancy 
Obviously, you’ll have many vacancies with the same or very similar data, so there is an option to copy (clone) 

You can either go to: 

Content – Find content – filter by type: Vacancy and hit enter, it will display both DESE and MSSD vacancies here. 

Select the vacancy title 

Or browse to one of your vacancies while you are logged in. 

You will choose the “Clone content” button in the lower right. 

 

 

Change the Vacancy title and any other information with that copied vacancy and then save. It has now created a new 
vacancy. 

 

Delete a vacancy 
Content – Find content – locate in the list and hit delete OR locate in the list, select “edit”, then delete at the bottom. 

  



Add a Section to Display for Your Vacancy 
Sometimes the section will not be in Drupal’s Section database. To add: 

Content – add content 

Select Section/School – enter Section name – Office associated with and Region (city) 

Select Human Resources as your Editorial Section 

 

Select Contact Info on the left 

Enter Address, City, State, Zip Code and phone (HR’s phone number in this case b/c you’re the initial contact.  

Hit save. It will now show in your section list. 

 

How to force a vacancy to display at the top of the vacancy list 
Go to content – vacancies – and search for specific vacancy – click edit 

Scroll down to Publishing options on the left directly above the save button – check “Sticky at top of lists” 
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