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Accra Job Board – User Guide 

 

The Accra Job Board is now live!! The job board is now housed within the Accra Access 
Portal. To get started, either the Responsible Party or the Caregiver will need to be sent a 
portal invite by Accra.  

Candidates - Any individual who is interested in working as a caregiver can create an account 
on the Job Board after they have been invited to the Accra Access Portal, regardless of if they 
have been hired or are just starting the process of applying. 

Responsible Party – The Accra Job Board is available to all active Accra clients.  

 

Creating your Account: 

The invitation email will have two hyperlinks in them; the first hyperlink will take the user to 
the account creation page; the second hyperlink will direct the user to the sign in portal.  

Username: The username will always be the user’s email address on file.  

Password: The user will have to create an account password which is ten 
characters or greater. 

 

**Be sure to save this information as you will need to log in to your account to manage 
the post. This includes when you set up the account, after your post has been approved 
by Human Resources so it can be made public and to make the post private after a 
position has been filled. 
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Caregiver Views 

 
 
1. Home Screen – when a caregiver logs into the Accra Access Portal, they will be first 

greeted by the home page. The home page will have information on how many hours 
they have submitted each week, and key information on points of contact for Accra 
Access related items.  
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2. Job Board – Select the “Jobs” tab found on the top navigation bar to view the job 

board. 
 
When the job board loads, you will see tiles populate, these are job posts that 
have been set up by the clients’ Responsible Party. The header of the tile will have 
the title of the position the Responsible Party is looking to fill (ex. Personal Care 
Attendant (PCA), Direct Support Professional (245D services or Financial 
Management Services (FMS)).  
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3. Client Post – when you select one of the tiles, the client profile will load. The post is 

managed by the Responsible Party and includes information regarding the position such 
as: Distance, Number of Hours, Age Group of the client, Primary Language, and a 
Description of the position. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 



 

5 
 

 
4. Caregiver Job Profile – while under the jobs tab, select, “My Job Profile” subtab. 

 
After you have selected, my job profile, you will be brought to a page which will have a 
table that lists all the job profile’s the user has created. If this is your first job profile, the 
table will be empty. Select, create job profile. 

Once you are on the job profile page, you will see the form below. Select the pencil icons 
next to the different fields to edit each section. This includes Primary Language, Bio, 
Experience, Availability and Travel information.  

 

 

Please note, to create a job profile, you must create a bio to be reviewed by HR. After the 
bio has been approved by HR, you will receive an email notification. From there, you must 
log into your Accra Access account, go to the job profile page again, and select the post 
you created from the table. Once on the job profile page, you will need to make your post 
“Public” before clients and their Responsible Party will be able to view your job profile and 
contact you to arrange for an interview. 

 


