
Setting Up Email Notification



Job Announcement Email 
Notification

If you would like to have vacancy 
announcements automatically sent to 
you, you may set up an email 
notification account.

By setting up an email notification 
account, job announcements 
matching the criteria you select will 
be automatically sent to the email 
account you specify upon the opening 
date of the announcement.  To set up 
an email notification account, go to 
www.hr.dla.mil

Click on the Job Announcement 
Search tool link located under the 
Employment category. 



Click on Job Opportunity 
Announcement Search page



Click on the set up email notification  
hyperlink



Enter your email address and a 
password of your choosing (the 
password is case sensitive and you 
will be expected to retype the 
password in the same manner you 
initially entered it).



Retype your password and click on 
“Submit”



On this screen, you will select the 
criteria of vacancy announcements 
for which you would like to be 
notified.  To select multiple series or 
locations, hold down on your control 
key and click on the various series 
and/or locations.  After making your 
selections, click on the Search key.



This will complete the set up 
process and you will begin to 
receive announcements matching 
the criteria you selected as they are 
opened.
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