NATIONAL HEALTH SERVICE CORPS (NHSC) PORTAL TIPS

MANAGING SITE PROFILE

The following information may help site administrators manage their site profile. The site profile is a collection
of information about your site that will be available to job seekers looking at your organization on the NHSC Jobs
Center. Beginning January 1, 2013, sites are required to have filled out their site profiles in order to post new or

manage current vacancies.

How do | manage my site profile?

1. Loginonthe homepage.
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2. Once you’ve logged in you will see a list of sites for which you are the site administrator.
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3. Choose the site you want to review and click on it. You should see a screen like this:
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4. Under self-service, click on “Manage Site profile.” At this point you will be able to provide a description of
your site. Verify the contact persons, upload a brochure if you have one, provide details such as languages
spoken, services provided, number of patients served annually and any other helpful tidbits you deem
relevant.
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STEP 2: VERIFY POINTS OF CONTACT
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STEP 4: PROVIDE SITE DETAILS
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