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Job Submission Format and Guidelines
Remote, Hybrid and Onsite Jobs Across India

About NerdsIndia
NerdsIndia is a free job platform connecting employers with candidates across India. We publish remote, hybrid, and onsite job listings across all industries and cities. Submitting a job on NerdsIndia is completely free for employers.
Once your job is reviewed and published your listing will appear on our website and may be indexed on Google Jobs, Bing, and other job search platforms, giving your opening maximum visibility.


How to Submit a Job
Follow these steps to get your job listed on NerdsIndia:

1. Download this document and read the guidelines carefully
1. Prepare your job details as per the email format on page 2
1. Compose an email from your official company domain email address (e.g. hr@yourcompany.com)
1. Send the email to employer@nerdsindia.com with the correct subject line
1. You will receive an automatic confirmation email once we receive your submission
1. Your listing will be reviewed and published within 2 to 3 business days
1. Candidate applications will be automatically forwarded to your HR contact email


Important Guidelines

1. Official company email only — submissions must come from a company domain email address (e.g. hr@company.com). Submissions from Gmail, Yahoo, Hotmail, or personal email accounts will not be processed
1. All fields marked with * are mandatory — incomplete submissions will not be published
1. Direct employers only — we accept submissions from direct employers only. Placement agencies and third-party recruiters are not eligible for free listings
1. Listing duration — job listings remain active for 90 days from the date of publishing. To renew simply resubmit
1. Company confidentiality — your company name is kept confidential on the listing. Only shortlisted candidate application details are shared with you
1. Review process — NerdsIndia reserves the right to decline any submission that does not meet our content and quality guidelines
1. Candidate applications — when candidates apply through your listing their full details are automatically forwarded to the HR contact email you provide
1. Updates and removals — to update or remove a listing email employer@nerdsindia.com with your Job ID and the required changes


Email Submission Format
When sending your job submission email please use the exact format below. Copy the field labels into the body of your email and fill in your details next to each one.

Email Details
	To
	employer@nerdsindia.com

	From
	hr@yourcompany.com  (official company email only)

	Subject
	Job Submission - [Job Title] - [City Name]



Job Details (Email Body)
	Field
	Your Information

	Job Title *
	e.g. Customer Support Executive

	Location *
	e.g. Andheri East, Mumbai, Maharashtra

	Pincode *
	e.g. 400069

	Job Type *
	Full-Time / Part-Time / Remote / Hybrid / Onsite

	Employment Nature *
	Permanent / Contract / Freelance

	Salary Range
	e.g. Rs.25,000 - Rs.35,000 per month

	Experience Required *
	Fresher / 0-1 Years / 1-3 Years / 3-5 Years / 5+ Years

	Qualification *
	e.g. Any Graduate / B.Tech / MBA / 12th Pass

	Key Responsibilities *
	List the main duties of the role (minimum 3 points)

	Required Skills *
	List the key skills and tools required

	Preferred Skills
	Optional additional skills that are an advantage

	About the Role *
	Brief description of the position and work environment (2-3 sentences)

	Benefits
	e.g. Health insurance, PF, WFH, Flexible hours

	Number of Openings *
	e.g. 2

	Joining *
	Immediate / 15 Days / 30 Days / 60 Days

	Shift Timing
	e.g. Day shift / Night shift / Rotational / Flexible

	Gender Preference
	Any / Male / Female (optional - leave blank if no preference)

	Company Name *
	Your company name (kept confidential on listing)

	HR Contact Email *
	Email where candidate applications should be forwarded

	HR Contact Name
	Name of the HR or hiring contact person

	Application Deadline
	e.g. 30 April 2026 (or leave blank for 90 days from publish date)



* Required fields. Fields without * are optional but help improve your listing quality.

Example Submission Email
Below is an example of a correctly formatted job submission email for your reference:

	To: employer@nerdsindia.com
From: hr@abccorp.com
Subject: Job Submission - Customer Support Executive - Mumbai
Job Title: Customer Support Executive
Location: Andheri East MIDC, Mumbai, Maharashtra
Pincode: 400069
Job Type: Full-Time, Onsite
Employment Nature: Permanent
Salary Range: Rs.28,000 - Rs.38,000 per month
Experience Required: 0-2 Years
Qualification: Any Graduate
Key Responsibilities: Handle customer queries via phone and email, resolve issues, maintain customer records, ensure high satisfaction
Required Skills: Good communication in English and Hindi, basic computer knowledge, customer handling
About the Role: We are looking for a customer-focused individual to join our support team in Mumbai.
Number of Openings: 3
Joining: Immediate
Company Name: ABC Corporation (confidential)
HR Contact Email: hr@abccorp.com



Contact and Support
Email: employer@nerdsindia.com
Website: www.nerdsindia.com
Response time: Within 24 to 48 business hours

For questions about your submission, to update a live listing, or to report an issue please email us with your Job ID in the subject line.

Thank you for choosing NerdsIndia to post your job listing. We look forward to connecting you with the right candidates.
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