
MSSD Vacancy 
 

Create a Vacancy 
Add content – Add Content – Vacancy 

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

Start typing in the school name and it should locate it in and auto-fill it 
School Name is already assocated with either Area I, II or III and then knows which contact information to display. 

You have the option of adding another school if the positions is shared between one or more schools. 

Select Type, Salary. 

Keep benefits unchecked since your jobs have separate benefits from DESE’s main office.

 

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 MSSD vacancy list, depending if it’s full, part or summer. 

You can go back at any time and make edits to an existing vacancy. 



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. 
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