APPLICANTS’ GUIDE


INSTRUCTIONS TO ALL APPLICANTS 
Candidates are advised to follow the steps stated below:
1. Select the required job and read clearly the job details. Take note of the reference code of your preferred job.

2. Click Job Application Portal.
3. If you have previously registered click Previously Registered Applicants and go to Step 5.

4. If you are a fresh applicant click Unregistered Applicants link. Please follow the Steps (1) - (7) and ensure that all compulsory fields marked asterisk (*) are completed.

5. Login as a registered applicant with your User and Password 
(Please ensure that your password is kept confidential) and click "My Profile".
6. Applicants should endeavour to complete all the required information (1) to (7). Select      Release Profile . Click "Complete" to save "My Profile".
7. Click "Employment Opportunities".
8. Click Start. This will display the list of all currently advertised job vacancies.
Click the small window          beside the desired job on the list. (Please do not click on the job posting as this may generate an error message.)
9. Click Apply button below to see the Application Wizard. Note: This will enable you again to see all the information previously provided by you in “My Profile”
10.  Carefully review all your personal details and provide all the required information in steps (1) – (6). Step (7) Questionnaire is where you are required to provide specific information relevant to the job you have selected. Step (8), Cover Letter. This is where you are required to write your Application Letter for the job you have selected.
11. Click "Send Application" to submit your completed Application.
Thank you for your interest in our organization
