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Enter the Login Details 

provide by us to access the 

Job Postings 

To Refer a Candidate 
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Click here to Refer a 

Candidate  

Scroll Down to look for other 

job postings which have 

been shared by Recruitment 

Team 

To Refer a Candidate 



1 

Please note that you are required to submit Resume of the 

candidate being referred therefore you need to use the option 

of “Upload information using a resume “– The information 

will be extracted from the resume into relevant fields 

To Refer a Candidate 



You can Refer a new candidate or you can 

refer an existing candidate. Select the 

appropriate option and click  

Save and Continue 

To Refer a Candidate 
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Once the Resume has been Upload ed,  

system will extract a lot of the relevant 

information.  

 

Please ensure , the following mandatory 

fields on personal information page are 

filled correctly before proceeding to next 

step 

1. First Name 

2. Last Name 

3. Address1 

4. Address 2 

5. Place of Residence 

6. City 

7. Zip Code  

8. Primary Number = Cellular no. 

9. Cellular Number 
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Educational Details will be 

extracted from the resume, you 

may need to edit or add 

mandatory fields incase that 

field has not been extracted. 

Mandatory fields on this page 

are: 

1. Institution 

2. Educational Level 

3. Program 

4. Start Date  
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Work experience Details will 

also be extracted from the 

resume. 

You  are required to verify 

and ensure all  mandatory 

fields  are filled correctly. 

Mandatory fields on this page 

are: 

1. Employer 

2. Job Function 

3. Start Date 
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You are required to answer the “Prescreening 

questions” posted against a job on behalf of the 

candidates.  

Please ensure you have checked with the 

candidate before answering 

To Refer a Candidate 
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The last tab is the summary Page, This 

page will summarize the candidate 

information.  

After verifying the information, you need 

to click on “Submit” to submit the 

application for the Job Opening. 

To Refer a Candidate 
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To track the status of the 

Candidate click on “My 

Jobpage” 

To track the status of the candidate I referred?  
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When you click on “My Jobpage” you 

will be able to track the status of your 

Candidates under Submission Status 

To track the status of the candidate I referred?  


