
Virtual Recruiter 

Step-by-Step Instructions for Setting Up 

Personalized Job Alerts 

 

 

 

 

 



1. Sign into your East Bay Works online account and choose ‘Job Seeker Services’ from the Services 

for Individuals menu on the left side of the screen. Select ‘Virtual Recruiter’ from the drop-down 

menu that immediately appears to the right. 

 

2. Click to Create New Job Alert 

 

3. Set your preferred criteria including distance from zip code and key word. Note: You can choose 

how EBW Online will search based on your key word(s) by clicking the small + next to ‘Show 

Keyword Search Options’ under the text box. 



 

 

4. When you have finished setting your criteria, click the ‘Search’ button at the bottom of the 

page. EBW Online will then show you a list of current openings that fit your criteria. To prevent 

the same job from showing up multiple times, check the ‘Hide Potential Duplicate Jobs’ box. 

Scroll to the bottom of the job listings on this page and click ‘Save Search’. 

 

  



 

5. You will then be directed to a new page where you will fill in a name for the saved search and 

choose an expiration date for the search. You will also have to specify how you would like to be 

notified when new jobs post in your field. If you do not have an email on file within your EBW 

Online profile, alerts will automatically be delivered to your message box in EBW Online. 

 

6. Job leads will now be automatically delivered to your inbox! The frequency of delivery will vary 

depending on the criteria (daily or weekly) you selected while setting up the alert. 


