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How to post multiple jobs with the same title

You can post several jobs at once without retyping the same details. Just follow these

steps:

1. Click “Add New". This starts a new job post.
2. Use the same category for all jobs
o Important: All jobs must be in one category only (e.g. AM sessions).
o Don't mix AM and PM sessions or different types — the system applies the
same category to every job in this group.
3. Write a clear job title. E.g. “AM Locum Sessions — Multiple Dates — Edinburgh”
4. Fill in the job details. (description, town, practice name). Add Start/End date and
time for the first session (e.g. Start: 15 Sep 2025, 9:00, END: 15 Sep 2025 13:00).
5. Click the black “Schedule Multiple Jobs” button

JOB TIME & DATE

Start/End: 2025-09-12 08:00 to 17:00 2025-09-12

Recurring Job: SCHEDULE MULTIPLE JOBS
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6. Now add more dates one by one.
o Select Happens once.
o Enter the correct time for each date.

o All sessions will use the same title and description.

JOB TIME & DATE

Start/End: 2025-09-12 08:00 to 17:00 2025-09-12

Recurring Job: Happens | once ¥
On

From  08:00 to  17:00 onthe | same day v

4 Hide Details

ADD MORE JOBS

Job will not occur: ADD EXCEPTION

7. Remove a date if needed

o Click the bucket icon next to a date to delete it.
8. Choose your practice and fee

o Select your practice from the list.

o Add your offered fee per session.
9. Click “Submit Job”

o You've now posted multiple jobs at once!
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