
© 2018 Brightidea, Inc. All Rights Reserved

GIG APP // PLAYBOOK
With best practices and software recommendations, this easy-to-use guide is here to help  
Innovation Team Members run a successful Gig Marketplace.

KNOW YOUR PIPELINE
Here is a quick rundown of every step in your ‘Job Marketplace’ pipeline:

BACKGROUND FOR RUNNING A ‘JOB MARKETPLACE’

MARKETPLACE MANAGER
A representative of the innovation team, 
who is responsible for managing the Job 
Marketplace. This includes job monitoring and 
success reporting. 

JOB OWNERS 
Individual(s) who are the lead of a job that has 
been posted.

VOLUNTEERS
Individuals who volunteer to help complete 
project(s) of their choosing.

KNOW YOUR ROLES 
Here are the individuals associated with a
‘Job Marketplace’:

❶ FIND VOLUNTEERS 
In the initial step, Job Owners 
are able to post new ‘jobs’ 
whereby Volunteers can 
apply to work. Additionally, 
Volunteers can mark 
themselves available and the 
Job Owner can reach out to 
invite them to their ‘job’.

❷ MONITOR PROGRESS 
Once a job is marked ‘Filled’, 
jobs are placed here in this 
step, whereby the Marketplace 
Manager ensures there is 
follow through.

❸ TRACK RESULTS 
The Marketplace Manager 
tracks and communicates all 
results of the jobs completed. 

  PLAN → SET UP → RUN → REPORT SUCCESS

KNOW YOUR PREREQUISITES

Cross these items off your list, prior to kicking off a new ‘Job Marketplace’:

 Get the Needed Approval
 In order for the ‘Job Marketplace’ to run smoothly, the Marketplace Manager should ensure top-level    
 management gives their okay. The Job Marketplace should run tangentialy to normal day-to-day operations.  

 Define Specific Terms & Conditions 
 As part of your ‘Terms and Conditions’ when Volunteers and Job Owners sign up for the Job Marketplace, ensure   
 they include clause(s) around how these ‘job(s)’ are not intended to replace any current full-time positions and that   
 they fit Marketplace criteria.
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RECOMMENDED TO-DOS 

SET UP YOUR ‘JOB MARKETPLACE’
Once all prerequisites are met, let’s now set up the actual ‘Job Marketplace’.

PLAN →  SET UP → RUN → REPORT SUCCESS

REQUIRED TO-DOS

 Create Your ‘Job Marketplace’
Select the Gig App in the Apps Pillar. The App Creation Wizard will 
guide you through all key components needed (title, users to invite, 
etc.)

 Edit Your ‘Get Connected’ Info 
Sharing the details of your Job Marketplace will ultimately help your 
Volunteers & Job Owners understand what the Marketplace is all 
about. We recommend you clearly state any specific guidelines in 
this area. Include any images or examples to help clarify.



  Update Job Categories
Your Job Marketplace comes with default categories, however the 
Marketplace Manager needs to update those accordingly. Navigate 
to your Categories Setup area in your site setup to update.

 

 

 

 Update Your Job Submission Form
We provide a default submission form when you create a new 
Marketplace from the Gig App. If there is a need to collect 
additional information for job postings, feel free to update this 
form. Here’s how.





https://support.brightidea.com/hc/en-us/articles/360008549414
https://support.brightidea.com/hc/en-us/articles/205839597-Understanding-Submission-Categories-
https://support.brightidea.com/hc/en-us/articles/205840497-Submission-Form
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  Set Your Default Rules
 With the Gig App, two rules are created and set to ‘Active’ upon   
 site creation: One rule will move a job to the ‘Monitor Progress’   
 step, when the status is changed to ‘Filled’. A second rule is set to   
 move a job to the ‘Track Results’ step when the status is    
 changed to ‘Completed’. If you wish to disable these rules, navigate  
 to ‘Pipeline Setup’ and select ‘Rules’. More info is here. 

  Finalize Your Job Board
 The Volunteers will be surely be sorting and filtering on the Job   
 Board, to find the right job for them. Ensure you have given them   
 the relevant available criteria to filter by. Learn more about the   
 Idea Boards feature, and all its available customizations.

RUN YOUR ‘JOB MARKETPLACE’
Congratulations! You successfully launched your Job Marketplace to your participants! Here are the tasks to guarantee success:

PLAN → SET UP → RUN  → REPORT SUCCESS

DAY OF LAUNCH

  Announce the Marketplace!
Make sure Job Owners and Volunteers are aware of this new 
Marketplace, by sending a newsletter, or using internal channels 
(e.g intranet announcement or weekly email).

TIP! Along the way, sustain engagement and keep your audience up to 
date by sending newsletters and blog posts.

 

  Enable ‘Team Workspace’ Capability
 If the Marketplace Manager and team wishes to track execution in  
 the platform, it is recommended to enable ‘Team Workspace’.
 Job Owners can leverage task tracking, set milestones, and more.

https://support.brightidea.com/hc/en-us/articles/205844237-Leveraging-the-Rules-Engine-in-your-Pipeline
https://support.brightidea.com/hc/en-us/articles/115012480567-Everything-You-Need-to-Know-about-Idea-Boards-3-0-
https://support.brightidea.com/hc/en-us/articles/205842617
https://support.brightidea.com/hc/en-us/articles/205839867
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RUNNING THE MARKETPLACE

  Communicate that the Marketplace is a  
 ‘two-way street’
 The Job Marketplace allows for two things to happen: 
 Job Owners can post their job, including the required expertise.  
 Interested Volunteers can contact those Job Owners, or   
 Job Owners can find Volunteers proactively using the ‘Find  
 Volunteers’ function on the job post. 
 
 Volunteers can review all jobs, and find the best one for them.  
 The Volunteer(s) can connect to the Job Owner. Once approved,  
 the Volunteer can be granted access to the job.

  Leverage the ‘User Availability’ widget   
 for your Volunteers
 In the Gig Marketplace, Volunteers can choose to mark   
 themselves ‘Available’ for jobs. Volunteers can mark   
 themselves as available to participate in jobs. Only   
 users who have marked themselves available will be returned in  
 the ‘Find Teammates’ feature for Job Owners.

 

 
 
 
 

 Inform Job Owners to leverage their 
 ‘Team WorkSpace’
 As part of submitting jobs, the Job Owner can update the  
 associated Team Workspace to include assign tasks, add files,  
 set milestones, and more!
 Learn more about leveraging private Team WorkSpaces here.
 



 

 

 Ensure Jobs are Progressing 
 The Marketplace Manager should monitor all jobs  
 in the pipeline. The default rules (mentioned above) move  
 the jobs to certain steps based on specific status changes. This  
 helps automate your pipeline for easier management.



https://support.brightidea.com/hc/en-us/articles/115012653667-Team-Workspace
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REPORT SUCCESS TO YOUR STAKEHOLDER
We recommend a follow up with your stakeholders after the ‘Job Marketplace’ has opened. Here are some suggestions:

PLAN → SET UP → RUN  → REPORT SUCCESS

Share Marketplace Engagement 
Statistics 
If your stakeholders are aware of the level of 
participation from your Job Marketplace, it 
may inspire new initiatives or future project 
development! 

Check the Engagement Dashboard and review 
statistics on number of visitors, number of unique 
volunteers, and number of departments involved / 
engaged.

Share Number of Completed Jobs 
Another strong progress indicator to share is the 
number of completed ‘jobs’ in the marketplace. In 
addition, also communicate the number of projects 
in progress. 

This is a good indication of your marketplace’s 
efficiency. This may inspire future goals to drive 
higher impact.

DO YOU NEED FURTHER ASSISTANCE?

We’d be more than happy to schedule a conversation to 
get you started with the Gig App!

mailto:am@brightidea.com

