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1.0verview

In the National Career Service (NCS) porfdaeement eganisationis akin toa person who runs
a private business. ThECSportal helps aplacement organisatiorio search forjobseekes
matching their requirements anplace these jobseekers in appropriate professidis do so the
placement organisatiohas to registethemselveswith the NCSoortal.

Theplacement oganis@gion menu covers the following functionality:

Placement OrganisatidRegistration
View/EditPlacement Organisatidprofile
PostNewJob

SearchHJser

Jobs and Responses
Scheduled Interview

User Management
Feedback on Local Services
Grievancé~eedback

Cases

Announcemenrt

Requesfor services

Change Password
Candidate Request

Reports

Documents

NCS Policy Documents

RTI

Key Performance indicater
Annual Reports
Government Jobs

= =4 4 -4 4 4 4 8 -5 _4 _9 _92 _9 -9 _9 -9 -9 -9 -9 -2 -9
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2.Getting Started

2.1 Access the pgplication

To access the NCS portal, type the following website address or Uniform Resource Locator (URL)

in the address bar of your Internet browseétttp://www.ncs.gov.in/. The Home page of the NCS
portal displays.

—M Jobseeker Employer Local Services Career Center Counsellor Skill Provider Placement Organisation Govt. Dept.

Search | Q —select Category— -

Reports

Download
‘\ Portal Features Document |

Al JOD opportunities.

one Platform. .
New User? Sign Up

Whether you are searching for a job or manpower for Forgot Password?

your business, provide career-related guidance or
training in a specific trade, look no further. Register
with NCS and achieve your goals.

NCS Users Login Here

O@0 0000 Toll Free Helpline

1800-425-1514

Timing: Tue-Sun 08:00 AM to 08:00 PM

News & Updates
Find a (4 Register as a Career

Job Fairs
Q Job k New User Information

& Events

National Career Service dedicated 1o the nafion

by Hon’ble Prime Minister Shri Narendra Modi
on 20th July, 2015, at the 46th Indian Labour
View All

NCSPortal Home Page
2.2 Signup/Registration

As a placement organisation, you need to register yourself on the NCS portal before you can avail
the facilities provided by the portal. TiRignUpt Ay 1 2y (GKS [23Ay &aSOlAz2y
page allows you tanitiate the registration process. As per the registration process you get to

create a password and generate a user name for all your future logins. Your login credentials also
enable you to make use of other functionalities of the NCS portal.

Py CSCC orrect

User Name
Password -

New User? Sign Up -
Sign In
Forgot Password?

NCS Users Login Here

Login Sedbn

1. Click theSign Udink from theLoginsection. ThdRegister Ascreen displays.
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http://www.ncs.gov.in/

Register As* —-Select-- V]

Register As Screen

2. Select the Placement Organisation optibom the Register Aglirop-down list. This displays
the Registrationscreen for a placement organisation user.
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Registration Screen

3. If you (placement organisation) are already registered with laadyour Identification agency
then select the Labour Identification Number (LIN) option from the registered with-drop
down list and then click thEetchLINDetailsbutton.
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Employer Registered With LIN ﬂ

Registration Number* Fetch LIN Details

Fetch LIN Details Button

Enter name of the organisation

Enter the former registered name of the organisation if any

Select the organisation type from the drojpwn list

Select the sector for the organisation from the drdpwn list

Entera description for the organisation

Checkthe IS Proprietarycheck box, if requiredThis will allow you to register yourself as a
Proprietary Owner.

©oeNoOaOA

Note: In such type of registration, where the IS Proprietary check box is checked by the user, the
Organisation PAN details are removed from the Registration screen.iithe, Contact Details
section of the Rgistrationscreen theUnique Identification Type is set as PAN that too in anon
editable modeIn such cases the individual PAN of the usepissidered as the Unique ID type

for the organisation.

Description

Maximum 500 Characters are Allowed in Description.

IS Proprietory O

IS Proprietary Check Box

10. Enter the address for the registered office

11. Select a state from the dregown list

12. Select a district from the dregdown list

13. Select a suddistrict, taluka, or tehsil fromhe dropdown list

14. Select the name of city or village from the drdpwn list

15. Enter the pin code

16. Enter the landline number with area code and extension (if any)
17. Enter the ten digit mobile number

18.9y iSNJ 1KS O2YLI yeQa 9YIAf L5
19.9y 1 SNJ 0 KS O 2wéhslte fiddrass or LT A OA | f
20. Enter Permanent Account Number (PAN) of the organisation
21. Enter Aadhaar number

229y GSNJ O2y (il OGQa LISNB2Y VYI YS
23.9 Y SNJ IdzZ NRAFY 2NJ FIFGKSNRa ylFyYS 27
24. Select date of birth of the contact person from the calendar

25. Select theappropriate gender radio button for the contact person
26. Enter landline number of the contact person

[@N
A
(V)
O
N
<
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27. Enter the ten digit mobile number for the contact person

28. Enter the Email ID of the contact person

29. Enter designation of the contact person in the organisation

30. Enter User ID and then click tidneckUselD button to check the availability of the entered
ID

31. Enter a password. The password should at least have eight characters, contain at least one
alphabet, one number and one special character (@ $ %) for examplé: 3 3 X 6 2 NRmM £ @

32. Retype the same password for confirmation

33. Select the incorporation year from the drajmwn list

34. Enter the area of operation (city or state) for the organisation

35. Enter key activities done by the organisation

36. Enter security code as shown indge

37. Check thel agree toterms andconditions check box. To read the terms and conditions
document of the NCS portal, click tBdéickHerelink.

38. Click theSubmit button. After successful registration theegistration Verificationscreen
displays and an OT®sent toyour (placement organisatiégda 0 Y2 0 Af S y dzY o S NI

Registration Verification

Thank you for registering with us.

Please enter the verification code that is sent on your Mobile No.: 9436900000

If verification code not received Resend the code.

Registration Verification Screen

39. Enter the OTP verification code which is received on the registered mobile number
Note: Click theResendink, ifthe OTHs not received
40. Click theSubmitbutton. Your account has been created successfully.

Note: At this point you (a registered skill provider user) can log into the NCS portal and if need be
view and everupdateyour profile on the portal. However, yooannot useanyother features or
functionality of the NCS portal upntil the time your Aadhaar number is verified
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Registration Verification

Your OTP has been verified. Click here to login
Your NCSP ID is - J10D84-1026301607208

Thank you for registering with us.

Successful Registration Notification

2.3Login into the NCS Portal
1. Enter login ID
2. Enter password
3. Clickthe OKbutton. This displays thBlacement Organisatidmome screen.

Note: If youconsecutivéy enter thewrong passwordor nine times youaccount will be blocked
In such a case theorgotPasswordoption is enabledthat allows youo resetyour password.

You have exceeded the number of allowed
password attempts.Please click on Forgot
Password to reset your password.

abhishekcounsellor@gmail.com &

Password

New User? Sign Up
nin
Forgot Password? 9

NCS Users Login Here

Reset Password Notification
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Placement Organisation
Home Q Search Candidate Jobs Dashboard @

Viewitpdate Profile. Type of Profile/expertise/Skill, etc | Search

Post New Job ANarce Sench Draft Published
Please enter City or State

Search Candidate

—Select Industry— [v Min. Exp.[™ Max. Exp.[v]| InYears
Jobs and Responses Y :‘ P J P J Expired Closed
0 0

Scheduled Interviews

User Management

Recent Job Posted

Feedback on Local Services
No Recent Posts
Events

My Documents

Change Password

Placement OrganisatiorlomeScreen

2.4View/UpdatePlacement Organisatiderofile
This link allows you to view and update your profile
1. Click theView/Update Profile link from the left panel. Therofile screen displays.
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2. Edit the required details on the screen

Wome  lobsssker Emlojer LocelServies  CorarCenter  Counsalor Sk rovier Gort Dept Raports & Dacumsats

Placement Orgasisation Home

Viewipdate Prosie

Post Hew o

Search User

oo st Resgnass

Scheduted Intervieus

User Management

Feemak on Loca Services

renm———

Cases

Roquesi Fer Savices

Change Passwod

Organisaion Prefeences

Idontity Information

Regersawnn | Seloct
Regesration Nember
Organisstion Name * | DGET
Formes Registered Name | DGET
Organesation Type * ~Select— =]
Sectar* Education =)
Descripbion DGET A
v
e 508 Charactcs s Abwnd i Deserpicn.
15 Bropristory
Registered Office
Address 1° Shram Shakli Bhawan , Rafi Road Delhi
Agannz
Address 3
Address 4
Sme | pict Of Delti
Distsict Cenval  [v]
SebDisuicUTakaTebt " Contal ||
CityVinage * New Delhi
Pincode 200103
phone (491 || Avea Coe | Phane Exn
Wot: Fiease gt sres e ot esoeg T
Mobike +91 | 0000000000
Company Emsi* | ddgdget@nic.in
WebSHeURL | www.ncsportalin

Qranisaon PAN *

Contact Details

AKNPAGTTEH

Uniqus Idensfication{UIE) Typs *

Unique identificationlUID) Number *

Aadhaar Verication Status

Parson Nare (A5 par safected U1D)*

GuardianFather's Name *

Date of Birth *

Gender

Contact Number

e

Contact Dasignation *

Miscellaneous

AADHAAR Wurnber ]

A o sk e o vaticahn s HGS Pra
[ ——————— ——
[ ———————
gt e

050905090908

Pravin Shrivastava
DGET

07/06/1960

Saasie Femase Tranagenser

+91

Mol Praasa ingud sk code mtho i T

+91 || 0000000000

ddydget@nicin

[

Year of ncorporation *

Area of Operation s}

Key Activites.

w00 [v

NtO1Dehi @ Mew Deini @

=

Profile Screen

3. Clik theUpdatebutton to save the changes
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2.5Logout of the Aplication
At any given point you can logout of the portal by clickingSigg Outoption.

Home | About us | Contact Us

‘ National Career Service

Ministry of Labour & Employment DIWAN BISHT +

wHa

3.Post New Job

This link allows you to post a new job on the NCS portal as a placengamisationuser.

1. Clickthe PostNew Joblink from the left panel This displays th&ost New Jolscreen.

12| Page Placement Organisatiem.0.31.032017



Home Jobsecker Employer Local Services Career Center  Counsellor  Skill Provider [l et INIEONN  Govt. Dept.  Reports & Documents

Placement Organisation Home
View/Update Profile

Post New Job

Search User

Jobs and Responses
Scheduled Interviews

User Management
Feedback on Local Services
Events

Announcements

Cases

Change Password

Organisation Preferences

13| Page

Employer Name *

Display Employer's Name
on Job Posting *

Reference ID

Organisation Type

Functional Area *

Job Description *

Is Future Job?

Required Qualifications

| ‘ Employer Address

M

| Internal Job Reference ID Job Title *
—Select- Sector
—Select- Functional Role *

Maximum Character Limit 1000

mum 100 and Maximum 1000 Characters
are Allowed in Job Desoription

ue

Post New Job

Maximum 1000 Characters are Allowed.

—Select—

—Select—

Minimum Qualification *

Additional Information

—Select-

Total Experience (in

Relevant Experience (in

years) years)
Location Key Skills *
Please enter City or State
To add multiple key shills user semicolon
{";") as seprator
Nature of job * _Select—
Salary ¥ ‘ Salary (Max) | SalaryWage Type —Select—
Expiring On | Select from calendar B Shift Type —Select—
Job expiry date should be less than 80 days.
Available to Join in (in | ‘
Days)
Gender Preferences _select— Marital Status _Select—
Caste m} O O o 0o
St Gemeral Obc Other Sc
Ex-Serviceman [ Number of Vacancies *
Is the job for differently ~ @ No () Yes
abled (PwD) ?
Age/Date of Birth Preference [}
Note: Please check this checkbox to fill Age/Date Preference.
As On Date” 14/02/2017
Note: All Calculation and Shert-listing of candidate e based on this date.
@  Age Preferences (in Min: Min. Year(s) Max: Max. Year(s)
Years) * o
Note: For Age Preference Please Fill this.
Date of Birth From: To:
Preference * *

For Date Preference Please

Contact Details

Person Name *

Mobile *

O

O

| ‘ Phone Landline

|+91 H 10 digit Mobile Number ‘ Email

Share Mobile with Jobseekers O

Display Contact Information in the Job

Posting

[o[mee

Phone HExtn ‘

Note: Please input area code without leading
0

|na|re@exampe.cum ‘

Share Email with Jobseekers

Placement Organisatiem.0.31.032017



Post New Job Screen

Enter job reference id

Select the organisation type from tlieop-down list

{ St SOUG 220 Qaropddwdlise NJ FNRY (KS
Enter job title

Select Functional Area

Select Functional Role

Enter job description

Select minimum qualification from trg@rop-down list

© NGO A~WNE

Select the Future Jc ¥ check box, if you wish teublish a job for future.

. Select the future job activation date

. Enter the desired gudication based on minimum qualification like post graduate, graduate
and under graduate details

12. Select Minimum and Maximum Experience in Years from the drop down

ol
= O

Required Qualifications

Minimum Qualification * Graduate

Desired UG Qualification Desired UG Qualification Specialization
Please click 'Add UG Qualification’ to furnish details.

+ Add UG Qualification

Add UG Quialification is the link to Add Multiple UG Qualifications done by User, lof €44B as
Minimum Qualification, User can add multiple UG and PG qualifications up to 5 .

+ Add UG Qualification

Desired UG Qualification * —Select—

Desired UG Qualification —Select—
Specialization *

Save Cancel

13. Select relevant minimum and maximum experience fromatep-down list
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14.
15.

16.
. Enter Job key skills
18.
19.
20.
21.

17

Total Experience in Year
Select Relevant Minimum and Maximum Experience from the drop down

Enter Job location

Select nature of job from thdrop-down list

Enter minimum and maximum salary

Select Salary/Wage type from tlkeop-down list

Click onCalendaiicon and then select job expiry date

Note: Job Expiry date should les$ than 60 days.

22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

Select shift type from thdrop-down list

Enter the days availability to join

{ St SO0 O yRARLF (i SQadrop-dnligtINSEFSNBEY OS FNRY GKS
Select gender preference from tlikeop-down list

Select the appropriate caste check box.

Click orExServicemancheck box, if you are retired from service.

Select appropriate abled option

Enter the number of vacancies

Enter certification details

On job Posting Page PO can specify the age range restriction for the jobseekers who would
be eligible to appl for the said job. For example, an PO can specify that only candidates or
jobseekers between the age range of 21 years (minimum age) and 24 years (maximum age)
can apply for a job. This enables the PO to filter out unwanted applications based on age
rangespecified for the job.

Age/Date of Birth Preference O
Note: Please check this checkbox to fill Age/Date Preference.

As On Date* 14/02/2017
Note: All Calculation and Short-listing of candidate will be based on this date.
L) Age Preferences (in Min: Min. Year(s) ﬂ Max: Max. Year(s) ﬂ
Years) * *
Mote: For Age Preference Please Fill this.

Date of Birth From: To:
Preference * *

Note: For Date Preference Please Fill this.

To apply this filter, the user needs to choose a base date from the Asa@ncalendar control. Next,

the user needs to define the date range using either the Age Preference (minimum and maximum age
range) fields or the Date of Birth Preference (date of birth range) fields. Any option selected by the user
is in respect to théase date that has already been selected from the As On Date field.

32
33

15| Pag

OYGSNI O2y il OGQa LISNER2Y VYI YS
. Enter landline number
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34. Enter mobile number
35. Enter Email ID

36. Click or.@ check box, if you wish to share your mobile number with jobseeker
37. Enter contact Email ID

38. dick on v check box, if you wish to display contact information in job vacancy
39. Click orPost Jokbutton.

Click orSave as Drafibutton, if you wish to save current job on draft mode.

3.1Post Drafted Job
This link allowplacement organisatioto post drafed job.

1. Click onJobs and responsdsk from left panel. This displays the all published and draft
jobs.

Home  Jobseeker Employer Local Services Career Center  Counsellor  Skill Provider REETCHEGEEETTHOM  Govt. Dept.  Reports & Documents
Placement Organisation Home
Jobs and Responses
View/Update Profile
Post New Job

Job Id: Job Id Job Reference Id: Job Reference Id
Search User

Jobs and Responses Posted From: = Posted Till: =
Scheduled Interviews
Expiring From: = Expiring Till: =
User Management
Job Post Status: Draft Job Type Portal Jobs

Feedback on Local Services

Announcements
Reset Search

Cases
Request For Services Sort Results Job ID Job Title Created On
Change Password Job ID Job Title Created On # NCS Applications  # Job Fair Job Status
Applications
Crganisation Preferences
0 11084 Mew Job for Rohini 2911212018 0 o Draft Action
1454342670
Copy
Publish
Edit

2. Click orAction button
3. Click orPublishoption to post a job.

Click on check baorresponding to the Job I&nd then click oDeletebutton to remove the
draft job.
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4. SearchJser

This linkallowsplacement organisatioto search candidate fquostedjobs.

1. Click onSearchuserfrom Placement Organisatidnom left panel The searcliserscreen
displays.

Home  Jobseeker Employer Local Services Career Center  Counsellor Skill Provider Placement Organisation Govt. Dept. Reports & Documents

Placement Organisation Home Q, Search User

View/Update Profile Type of Profile/expertise/Skill, etc

Post New Jab Advanced Search
P City or State

Search User

PO — —Select Sector— ﬂ Total Min. Exp.ﬂ Total Max. Exp. ﬂ In Years
Scheduled Interviews

User Management
Feedback on Local Services
Announcements

Cases

Request For Services

Change Password

Organisation Preferences

n

Enter keyword

Click orSearchbutton to view thecandidate count.

4. Refine User panel of the Search User Result enableRlacdment Organisatiaio further
refine their search results for appropriate user.

w
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Search Candidates Result Refine Jobseeker Profiles

Total Profile Count: 135 Education

Mote: To view detailed candidate information, posf a job and search candidate against the job (") B.Arch
O M.Com.
() B.Com
O BA

YRV

Specialization
Back to Search

() Architeciure

() Commerce
() Computers
O English

Experience {in months)

(7 Less than 52
()52 up to 56
()56 up to 60
(760 and up

Gender

) Male
() Female

() Transgender

Employment Status

(7 Employed - Full Time Regu
() Student

() Employed

() Apprentice - Act

% Frilr W Coamtos el

5.Jobs and Responses

This linkallowsPlacement Organisaticio view/edit posted jolresponse, search candidate and
activate/deactivate posted job.

5.1Filter posted jobs

Organisation Users to search jobs posted by them, on the basis of Job ID, Job Reference ID, and Job
Posted date, Expiry Date, Job Status and Job Type by entering desired input to the filters available on the
page. Organization userscan alfodli (G KS 2204 2y GKS o0l aira 2F aw2o0 L5&5>
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Jobs and Responses

Job Id: ‘ Job Id | Job Reference Id: | Job Reference Id |
Posted From: ‘ | B Posted Till: | | ]
Expiring From: ‘ | = Expiring Till: | | =
Job Post Status All Jobs Job Type Portal Jobs
Sort Results Job ID Job Title Creaied On
Job ID Job Title Created On Expired On # Applications Job Status
10R81- driver 26/09/2015 04/10/2015 1 Expired
0503374372
10R66- Driver, driving 11/08/2015 101172015 9 Expired
1301073471
1Y71- Driver, driving 16/02/2016 31/03/2016 8 Expired
1513535203
1Y71- Multiple role Job 16/02/2016 16/04/2016 2 Expired
1457558073

5.2View Posted Job

1. Click onJobs and Responsé®m left panel. This displays the posted job screen.

Jobs and Responses

Job Id: | Job ld ‘ Job Reference Id: ‘ Job Reference Id ‘
Posted From: | | = Posted Till: ‘ ‘ =
Expiring From: | | = Expiring Till: ‘ ‘ =
Job Post Status All Jobs Job Type Portal Jobs
Sort Results Job ID Job Title Created On
Job 1D Job Title Created On Expired On # Applications  Job Status
10R81- driver 26/09/2015 0410/2015 1 Expired
0503374372
10R66- Driver, driving 11/09/2015 10/11/2015 9 Expired
1301073471
11Y71- Driver, driving 16/02/2016 31/03/2016 6 Expired
1513535203
1MY71- Muliiple role Job 16/02/2016 16/04/2016 2 Expired
1457558973
11T82- Testing Job 27/07/2016 27/07/2016 0 Expired
1019176007
11U85- Driver 30/06/2016 28/08/2016 5 Published
1502528630
11878 Driver, driving 23/08/2016 2110/2016 o Published
0104475506
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2. Click on check baorresponding to the Job I&nd then click oeletebutton to remove
the posted job.

3. Organisation Users will be able to view the list of qualified candidates by clicking on number
2F LI AOFGA2ya 2y aw2oa YR wSalkRyaSaégd LI 3AS
ofl LILX AOFGA2yAaAY hNAFIYAWRGARVILY AOMNGA 2t 6 Syl DA &

Jobs and Responses

Job Id: Job Id Job Reference Id: Job Reference Id

Posted From: Posted Till: =

Expiring From: = Expiring Till; =
Job Post Status All Jobs Job Type Portal Jobs
Sort Results Job ID Job Title Created On
Job ID Job Title Created On Expired On # Applications Job Status

10R81- driver 26/09/2015 0410/2015 1 Expired T
0503374372 M
10R66- Driver, driving 11/09/2015 10/11/2015 IZI Expired !
1301073471 SIE
1Y71- Driver, driving 16/02/2016 310312016 g Expired ;
1513535203

hyW#6 | LILX A Opagelr @rganisatidriusex Wilkbé able to search candidates on the
basis of Total Experience and Highest Education. Organisation User caithapfinement
panel and can reset.

RefineJob seeker profilpanel of the Searcbandidate resulenables andPlacement
Organisatiorto further refine their search results for appropriate user.

G{LISOAItAT I dAZ2YE TFAfKSNSBRANIAY R ya ORGFEIAIY XTI VT X
Refine Jobseeker Profiles panel.

This enables a Placement Organisatiger to further refine their search results for appropriate
candidates.
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Candidates Who Have Applied ‘ Candidates Who Have Mot Applied ‘

Search Candidates Result

[ cCandidate
Name

[] GirshP

[ WJob Seeker
[ Ruhina
Khan

[ Abhishek D

[0 Abhishek
Dubey

[ Abhishek D

[0 DGETDG

[ Abhishek D

[] Diwan
Bisht

O Gulliver
Singh

Back to Search

Employment
Status

Student

Student

Student

Employed

Employed

Student

Student

Employed

Student

Student

Job ID : 12X77-2218199437  Job Title : Driver Gov Job

Experience

9 year(s)

5 year(s) 2
month{s)

5 year(s)

5 year(s) 1
month{s}

5 year(s)

& year(s) 1
month{s}

5 year(s)

4 year(s) 3
month{s)

5 year(s) 4
month{s)

Y Mot Verified kv, Verification Successful L/ Verification Failed

Total Profile Count: 115

Candidates
Employment Sector

Other Service
Activities (including
Placement and
Employment
Agencies)

Education
Transportation And
Storage

Education

Education

Education

Education

Last
updated
on

18/05/2015

21/03/2017
31102015

16/09/2015

241072015

08/08/2015

031272015

13102015

20/05/2015

02/07/2015
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Shortlist Candidates

Refine Jobseeker Profiles

Education

() B.Arch

()M.Com.
() B.Com

)BA

FTURAN O

Specialization

() Architecture
() Commerce
(_) Computers
() English

Experience (in months)

() Less than 56
(") 56 up to 60
()60 up to 96
(796 and up

Gender

) Male
() Female
() Transgender

5.3Close Posted Job

Employment Status

() Employed - Full Time Regt
() Student

() Employed

() Daily Wage Employed

A Rmeenmtine At

=

1. Click onJobs and Responsé®m left panel.The posted job response screen displays.

21| Page

Placement Organisatiem.0.31.032017




Jobs and Responses

Job 1d: | Job 1d | Job Reference Id: | Job Reference Id |
Posted From: | ‘ ] Posted Till: | ‘ B
Expiring From: | ‘ = Expiring Till: | ‘ =
Job Post Status Published Job Type Portal Jobs
Sort Results Job ID Job Title Created On
Job 1D Job Title Created On # Applications Job Status
11U85- Driver 30/06/2016 5 Published | e |
1502528630 | T
11878- Driver, driving 23/08/2016 0 Published Copy ‘
Edit

Search Candidates
Shortlisted Profiles
Scheduled Interviews

2. Click orAction button and selectCloseoption.
3. Select the reason from the drop down list.

Reason for Closing Job

-Select—-

4. Click orfSubmitbutton

5.4 Edit Posted Job

1. Click onJobs and Responsdéi®m left panel. This displayed the job and responses screen.
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Jobs and Responses

Job Id: Job Id Job Reference Id: Job Reference Id

Posted From: Posted Till: =

Expiring From: = Expiring Till: =
Job Post Status Published Job Type Portal Jobs
Sort Results Job ID Job Title Created On
Job 1D Job Title Created On # Applications  Job Status
11U85- Driver 30/06/2016 5 Published Je—
1502528630 T
11578- Driver, driving 23/08/2016 0 Published Copy ‘
0104475506 Close
Edit

Search Candidates
Shortlisted Profiles

Scheduled Interviews

2. Click orAction button and selecEdit option
3. Edit Job Expiry date and number of vacancies
4. Click onUpdate button.

5.5Search Candidate

This link allowPlacement Organisatidio search candiate and send an interview request.

1. Click onAction button and then selecBearchCandidateoption. The Search Candidate
screen displays.

23| Page Placement Organisatiem.0.31.032017



Search Candidate

Key Skills
Additional Key Skills | Additional Key Skills
Lesve this field empty fo bypass in search.
Desired Qualifications
Minimum Qualification Required POST GRADUATE ﬂ
Desired PG Qualification MA v
Desired PG Qualification Specialization ENGLISH v
Year of Passing 2004 i | 2009
Desired Doctorate/Ph.D Qualification PHD E
Desired Doctorate/Ph.D Qualification Specialization ENGLISH LANGUAGE AND LITERAT EI
Year of Passing ‘ 2004 2009
Differently Abled Yes e No
Age (in years)
Last Login (duration in Days)
Last Updated (duration in Days)
Search Criteria Name*

2. Click orSearchbutton. This displays the search candidate screen
3. Job based candidate search results are segregatedwo search result pages.

a. Candidates who have applied for job.
b. Candidates who have not applied for jobs.
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4. Click orAction button
SelectSendinterview Requestcorresponding to candidate name.
6. h y Camdidates who have not applyage, Organisation usewill be able to search
candidates on thdasis of Total Experiené&@ender and Employment StatuSrganisation
User can apply the refinement panel and can reset.
Click on desire@andidateNamecheckboxand then click orshortlist Candidatebutton.

o

5.6 Shortlisted Profile

This linkallowsPlacement Organisatiaie view all shortlisted profiles.

1. Click onAction button.
2. Select Shortlisted profile. This displays all the shortlisted profiles scree.
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