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Dashboard 
After sign-in you will be taken to the applicant Dashboard. The top menu will contain the links to 
access the Home Page, Vacancies, My Applications, Register to Job Alerts, Change Password, 
log out and Feedback.  
You can return to the Dashboard at any point (provided you are signed in) 
 

 

Applicant Profile 
 
Profile information that will be used to form applicant CV and be used at the point of application 
incorporates the details filled in the following tabs: Personal details, Contact Details, Academic 
Qualification, Professional Qualification, Language Proficiency, Working Experience, Training & 
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Workshop Attended, Computer Literacy, Referees, Other Attachments and Declaration. 
 
The applicant completed their profile properly are far more likely to be considered to the next step 
(shortlisted), so make sure your profile is complete to increase your chance, system tracks your 
profile completion (percentage of completion) automatically while you fill the details in the 
mentioned tabs above, the details can be filled anytime regardless there are some vacancies or not, 
the percent of your profile completion can be seen on the Dashboard.  
 
During the process of filling profile forms you may be asked to upload supporting document to be 
used on your applications. You are advised to convert all the documents to PDF format that is the 
widely supported format in the recruitment portal. 
 
Personal Details 
The personal details tab, as shown below will include the applicants names, gender, nationality, 
date and place of birth etc. The applicant has to fill in all of the fields so as to save the details. 
 

 
 
 

Click to save 
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Contact Details 
The applicant must fill in their contact information which includes their permanent address, present 
address (which is not necessarily the same as the permanent address), current telephone numbers, 
etc. In order to save, all the fields that have been marked with * need to be filled so as to save the 
contact details. 
 

 
 
  

Click to save 
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Academic Qualifications 
 
In this tab, the applicant is required to fill in their academic qualifications which includes the 
different academic levels that they have attained and the particulars associated with each levels. 
 

 
 
The below window will open, giving the applicant the option of filling in the different education 
levels as appropriate.  

 

Click to add an 
academic qualification 
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N.b.: The attached certificates must be of pdf format. 
 
Professional qualifications 
In this tab, applicants with professional qualifications (such as CPA, CCNA, CISA, CISM, etc) 
will be required to fill in the information associated to the said qualifications including its name,  
the name of the institution that issued it and attach scanned copy of the certificate in pdf format. 
 

 

Fill in Name of 
School 

Fill in the name of 
programme 
whether CSE (for 
O-Level) or ACSE 
(for A-Level) 

Click to save 

Click to add professional 
qualification 
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Language Proficiency 
The applicant is required to fill in the languages that they know and indicate the different level of 
proficiency in each. 
 

 
 

Click to save 

Click to add language 
proficiency 
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Working experience 
Here the applicant will fill in the different experiences they have in the working. The name of the 
position, the name of the organization and duration must be clearly indicated.  
 

 
 
Fill in all the fields as they have been indicated, making sure to fill all those marked * so that you 
can save working experience. 

Click to save 

Click appropriate box to indicate proficiency 

Click to choose the language 

Click to add new 
working experience 
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Training & Workshop Attended 
Applicants that have attended training, workshops and/or seminars will fill in information related 
to them in this tab.  

 

Click to save 

Click to add an 
academic qualification 
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Fill in all the fields as they have been indicated, making sure to fill all those marked * so that you 
can save the training and workshops attended. Also make sure that the certificate to be uploaded 
is in pdf format.  

 
 
Computer Literacy 

 

Click to save 

Click to add new 
computer skill 
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In this tab, the applicant will need to indicate their computer literacy in particular in the areas of 
Ms Word, Ms Excel and Ms PowerPoint. This can also be supported by the attachment of 
certificate of training. 

 
 
Referees  
The applicant needs to identify and fill out information of referees that can verify information 
given by applicant as well as behaviour of the applicant.  
 

 

Click to save 

Click to add new 
referee 
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Fill in all the fields as they have been indicated, making sure to fill all those marked * so that you 
can save the new referee. 
 

    
 
Other attachments 
 
The applicant will need to attach other documents that are relevant to the job application but have 
not been accommodated in other tabs in this tab. This includes also the application letter, birth 
certificate, CV, recommendation letters and TCU certificate. 

 

Click to save 

Click to add 
new attachment 
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Please note that the attachments should be in pdf or Ms word format. 
 

 
 
Declaration 
After filling out all the necesarry information in the profile, the applicant needs to declare that the 
information that has been provided is correct.  
 

     
 

Click to save 

Click to choose 
appropriate attachment 

Click to save 
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Add passport photograph 
After filling out the various tabs of the profile, the applicant must now attach a passport size 
photograph of themselves.  
 

 
 
The window below will open, find the location of the passport size through the navigation bar.  

    

Click to add 
passport size photo 
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Once the location has been found, select the image by clicking it and the clicking open. 

 
  

Click to upload 
image 

Click to selected 
appropriately marked 
passport photo 


