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Disclaimer

MYFutureJobs provides this publication "as is" without warranty of any kind, either expressed or implied,
including, but not limited to, the implied warranties of merchantability or fitness for a particular purpose.

This publication could include technical inaccuracies or typographical errors. Changes are periodically
made to the information herein; these changes will be incorporated in new editions of the publication.
MYFutureJobs may make improvements and/or changes in the system fundamentals described in this
publication at any time.

Application screens presented and described in the documentation are for illustration purposes only.
Actual screens may look different depending on the custom implementation, system configuration and data.

Ownership

The intellectual properties of the Candidate Portal, Employer Portal, Counsellor Portal, Employment
Platform Suite and all related components belong to MYFutureJobs.

To contact MYFutureJobs, please see the Contact Info & Directions page on the MYFutureJobs website:
https://www.perkeso.gov.my/index.php/en/

Confidential information

Copyright 2020 MYFutureJobs. This set of documentation contains confidential information of
MYFutureJobs and is protected by the copyright of MYFutureJobs. It is expressly prohibited to wholly or
partly copy this documentation and/or to give third parties or unauthorised persons within your organisation
access to this documentation, save with prior written consent of MY FutureJobs.
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Introduction

As Malaysia’s National Employment Services provider, MYFutureJobs is committed to supporting employers in filling in
their vacancies with the best-matched jobseekers. The uniqueness of the MYFutureJobs portal lies in the individualised

recruitment services offered by SOCSO’s Employer Key Account support to employers who use the portal.

The MYFutureJobs portal is powered by an advanced Al technology that matches your vacancies to the right jobseeker
based on your requirements. The MYFutureJobs portal consists of 3 portals — Candidate Portal, Employer Portal and
Case Management Portal. The Employer Portal provides a wide range of services for employers seeking the best
candidates, where the best-matched candidates will be suggested for your vacancies. Using European Classification
of Skills, Competencies, Qualifications and Occupations (ESCO), which classifies jobs with the specific skill sets,

each jobseeker can select their relevant skills and competencies to generate the best results for themselves.

Employer self-registration
Create users

Create new vacancies

P w0 DR

Manage vacancies
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MULTILINGUAL SITE

MY FutureJobs is now available in Bahasa Malaysia.

MYFutureJObS English » Employersignin

English

Hzhaza Malaysia

Q What ? Where

Job tisie or akill State or oty

Find Your Desired Jobs by State

GENERAL INFORMATION - EMPLOYER
PORTAL FUNCTIONALITIES

My Vacancies View and manage the vacancies available in your company. See Managing Vacancies for more information.
My Company Edit information about your company. See Editing Company Information for more information.

+ New Vacancy To create new vacancies, click on + New Vacancy. See Creating a New Vacancy for more information.
Employer The workbasket allows employers to execute actions such as:

Workbasket » Ask for additional info

« Invite for interview

* Register interview feedback
« Send offer to applicant

» Confirm employment

* Reject applicant

Indicator icons in the application:

1. Mandatory fields are marked with an asterisk (*).

. Warning icons are shown (A ) for incomplete mandatory fields.
. To edit information, click the edit icon ( ).

2
3
4. To delete items, click the delete icon ( “ ).
5

. All actions taken in the portal will be auto-saved.
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CREATING YOUR EMPLOYER ACCOUNT
EMPLOYER SELF-REGISTRATION

MYFuturelobs Employer’s Manual



To start employer self-registration, click the New company? Register here! link at the bottom of the login dialog.

MYRuturedo

FOIQOT YOU! Passwor
- Signin

EMPLOYER PORTAL
REGISTRATION

USER SIGN-ON

To register as a user:
1. Your company must first be registered with MYFutureJobs or be registered as an employer on any official registration.
2. Aregistered employer account administrator will be able to add more account users.

FILLING EMPLOYER SELF-REGISTRATION DETAILS

Employer registration

Company

Company name *

Registration number (S5M)

‘You need to fill the Registration num ber (SSM) You must fill in either the Registration
Number (S5M) or the SOCS0 Employer
Code [ASSIST Code) field. These numbers
are unique to an employer.

S0CS0 employer code no.
‘You need to fill the S0C50 code

Company Size

Up to 10 emplay 10 aloy £0-250 empl han

Sector”

Sebert Gne of more sector v

Please make sure to select sectors which are relevant to the nature of your company. Users will be able to select more than one
sector. Please email us for more information on filling in your sectors or to get suggestions for the most accurate matches if your
relevant sectors are not in the picklist.
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Full name *

Enter contact number information (name,

| Username * : department, telephone number, email etc.}
in the Contact section below. This the first
contact; it will be used for finalizing the
gis The confi fom email will
be sent to the corresponding email addk
IENE foocs Later on you can define more contacts for
this employer.
Function title .
Telephaone *
E-rnail

I ¥ have read and agres to the Tarrs: & Conditicns and the Privacy Policy® I— To tick this confirmation.
Sand for approval

ARer your company detals have bean ventfied, you will recane your acsount details through yow |
registe e mail

Note this

When all relevant information has been defined, check the | have read and agreed to the Terms & Conditions and the
Privacy Policy box and click Send for approval at the bottom of the screen. After the approval, an email with the login
information (password) will be sent to the contact person.

EDITING COMPANY PROFILE

Click the Edit button next to this section in the right panel. The corresponding section (e.g. Company in the screenshot below)
will expand.

Notice that some fields cannot be edited — they are defined during the initial company registration and can only be viewed later
(e.g. the company name, registration number or SOCSO employer code no.).

In the fields that appear, (re)define detailed information about the company.

PERKEEO

PERTUBUHAN
KESELAMATAN SOSIAL

(PERKESO)
0326400001

MYFuluredobs

GO
e o W
Registration number (SSM)

You need to il the Registration number (SSM)

S0CS0 employer code no.

You need 1o Ml the SOCSO code

Company Size
Upte 1 50250 empio;

Sector*

Soloct oae or More sectors «

Public jon and defence; y social security

Social work activities without accommodation
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Under the company name field, you can see two image fields.
» The first image is the company banner. The company banner is displayed when a vacancy from your company is chosen
from the list.

* The second image is the company logo. The company logo will be displayed when vacancies from your company are
selected in vacancy lists in the left panel.

* The sizes and dimensions for each of the following are:
- Banner: 708x154px.png or .jpg
- Logo: 60x60px .png or .jpg

Company Close
P i @
PERTUBUHAN PERTUBUMNAN KESELAMATAN SOSIAL (PERKESO) Whnn.ﬂ“
KESELAMATAN SOSIAL upload, click the ‘edit”
g g A
0326400001 q_ range el and Lirouee
R S
MYFuturedobs
R oA
This is to upload the
R company logo. To
upload, click the ‘edit’

icon next to th
Registration number (SSM) ol s

corresponding (logo)
You rneed to fil the Registration nLmbor (SSM) image field and browse
to find the image file.
$0CS0 employer code no.
AJB000041TAK
You need to fll the SOCSO code

Company Size

Uptolo 1w 50

Sector®
Select ane of More Sectons ~

Public i and defence; y social security

Social work activities without accommodation
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PORTAL NOTIFICATION

Portal notification that notifies employer on the latest updates.

MY FUtH_':SJE’Eﬁ My vacancies My company

Q What ¢ Where

120 Vacancies to Search

English |

Employer able to update the naotification settings-;

1. Click on the profile’s icon.
2. Select notification setting.
3. Uncheck box accordingly employer’s need.

English~ L1 A

MYFU{T‘I:I_FE:]E_I:E My vacancies My company

Notification settings

Please select how you would |iks to receive notifications

MYFUtELEMJPF,!ﬁ My vacancies My company :
+ New vacancy Q What ¢ Where Search =—
ign ou
120 Vacancies to Search
English «

Mew applicant notification

Jobseeker accepted job offes

Warancy expiry

Wew matches found forvacancy

Email

4]

a

a

Fortal notification

o

a
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ACCOUNT MANAGEMENT FOR MORE THAN
ONE ACCOUNT USER

To edit the information in the Contacts section, click the section in the left panel or the Edit button next to this section in the
right panel. In the Contacts section, at least one contact (defined during the company registration) must already be present.

You can click the edit button ( 4 ) next to an existing contact to edit it.

You can click the delete button (@) next to an existing contact to delete it. You are not able to delete single EM role in the
contacts.

You can also click Add another contact to add a new contact for the same employer.

Along with the basic contact information, define the access level and check the Active box.

Employer Super User — takes up all functions
Management » Can create job vacancies.
(EM) » Job vacancies are assigned to. This role will receive emails and calls from jobseekers during the job

application process.
» Can create new company contacts in Employer Portal.

Jobseeker Manages job applications
Application » Can create job vacancies.
Management (JSAM) » Job vacancies are assigned to. This role will receive emails and calls from jobseekers during the

job application process.

User Management Manages contacts
(Um) » Can create job vacancies.

» Can create new company contacts in Employer Portal.

Vacancy Management Only views employer and contact information
(VM) » Can create job vacancies.
Andreas 4
« Company
v Cosemorker

Full name *

B | 5o o

Username *

Department

Click Save
if you have defined
Function title
all information about
Telephane * the available contacts.
0326400001

E-mail*
chanmlii03@yahoo.com.sg

User occess levels *

U M n Jsam
@ Active®

o N
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MY VACANCIES

Vacancy information is arranged in the following sections: Vacancy, Terms of Employment, and Settings.

In the My vacancies screen (that opens directly when you log into Employer Portal), click the New vacancy button (shown below).

MYthureJObS My vacancies

My company
38 Vacancies to Search
Vacancy
. p——
mauo’w Select one or more sectors v
Public ion and defs y social security
:’:ﬂ:;:. ° Job description * Semdehull;obdemipmno

sessantort” @)

Non Eeecuthe

Sevior Manager

Related skills

Bologists

and evolution of arganisers.

Language ;-1
Bahass Malaysia v

Fresh/Ertry Level  Junior Executive  SenlorBaecutive  Macager

Add anothes Tanguags...

Too Maagerment

Select ane or more categones v

mm-e

Fleld of Stady 1
Life science

¥
Select required sdlls...  You lave

Bachulor's of Equivalent <

1 Vacancy Title A free text field where you can define the title that will be used in the vacancy overviews, vacancy
search and match results, alert emails for jobseekers, etc.
Vacancy title has a maximum length of 60 characters.

2 Occupation Define the occupation that corresponds to the offered job. Start typing and a drop-down list from the
ESCO Titles with suggestions will appear. Select an occupation title which comes closest to the job
you are offering.

3 Number of Number of positions available for this vacancy. The default number of positions is 1 and the maximum

Positions number of positions is 999.

4 Position Level Choose an appropriate option. In this example, the vacancy requires a "Non Executive" level specialist.

5 Related Skills Define the skills needed for the job. Click Select required skills (highlighted in the screenshot above)
to open the dialog where you can define these skills.

You can also add other skills that are not suggested based on the occupation by clicking the Add a
skill link under the suggested skills.

MYFuturelobs Employer’s Manual
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6 Education Click to see the list of options. Choose the education level required for the vacancy, e.g.
Level "Bachelor's or Equivalent".

7 Field of Study Start typing and a drop-down list with suggestions will appear. Select an education field from the
list of suggestions. This field is optional.

8 Sector Select the applicable sector(s) from the drop-down box for this vacancy. You can select all or some
of the sectors defined in the corresponding company's profile. Click Select one or more sectors and
check the boxes next to the sectors you want to choose.

9 Job Select Default job description next to the Job description box. In this case, the standard job description

Description for the selected occupation will appear in this box. You can adjust this description as necessary.

10 Language Skills such as language fluency and driving skills can be specified.

11 Driver’s Licences possessed by the jobseeker.

Licence
12 Disabilities Some vacancies are available for people with specific disabilities.

ESCO OCCUPATIONS

MY FutureJobs Portal uses ESCO Occupations to map occupations to skills which are relevant to the employer’s vacancies.
For every occupation, there will be multiple skills for employers to select to determine the most suitable match for each vacancy.

To complete the occupation selection:

1. Enter the desired ESCO occupation in the Occupation field from the list of possible occupation suggestions.

Occupation *
Bank teller

Please select an occupation which comes closest to your job preference

2. Select an ESCO occupation which comes closest to your vacancy from the list of suggestions. In order to find the closest ESCO

occupation to your vacancy, you may visit https://ec.europa.eu/esco/portal/occupation and search for your preferred occupation.

Q BANK TELLER . Engish (en) @

bank teller

& OCCUPATIONS

Discuss this topic in the Online Forum

bank teller i

Bank tellers and related clerks

Tellers, money collectors and related cl... Code

foreign exchange cashier el

Customer services clerks Descrirtion

central bank governor Bank tellers deal most frequently with customers of the bank. They promote

Security guards the banks products and services, and provide information about the
customers personal accounts and related transfers, deposits, savings etc.

bank manager They order bank cards and checks for the customers, receive and balance

banking products manager cash and checks and ensure compliance with internal policies. They work on

bank account manager client deal with and the use of vaults and safe
deposit boxes

ATM repair technician

s Alternative fabel

corporate banking manager

relationship banking manager Hnjc cashie

ok raer teller coordinator

forina nalier bank counter derk

facintaatian bank vault attendant

corporate Investment banker benkioce cark

astrologer bank clerk

hica teller

MYFuturelobs Employer’s Manual
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3. In the event where you are not able to find any suitable ESCO occupations for your vacancy, please contact your nearest
SOCSO office to get consultation on filling up your profile from our dedicated SOCSO Employers Key Accounts.

Skills for: Corporate trainer Skilts for: Corporate trainer

Formus . n For thised,

Setact e 4 Companan I

p— ]
PR ... ... [P —

pheney

O rotmscns st
Plam masetiag ampmge

Pan madeting erategy
iam ar tigreng

Piam Mersies virangemerns
Compastien of duny

Pism busagamaistensace work
Plan carpat cuing

Pl chrvomaphic inprovisation

hesairges  Adkecention  Pasgarstesien corter

| [ ————

Cond emghae  ive o e b
% Lok

A o bl
Jeorvnnt e ses s wens temng e
1ot

Define the skills needed for the job,
Click select required skills to open
the dialog where you can define
these skills.

In the enter a skill field, type the skill(s). A list with suggested
skills (based on your input| will appear. Choose the item that

you want to add to your vacancy profile. You can add more skills
by typing in the Enter a skill field again and choosing new options.

TERMS OF EMPLOYMENT

1. In the Terms of Employment section that appears in the right panel, enter all information regarding contract type, hours per
week, salary, and start date.

Vacancy it
;. Define the contract nature, hours
¥ Vacarcy per week for the job.
R | T oo
v Settiogs e
vty oa | Gt - e | g
Salary of the vacancy could be
multi-selected.
Mours per week”
m INATIime  25hR Time Flexible hours  Night shilt
Tick checkbox if the vacancy
Ty I is the same as the
00 0001498 IS0LMY MR 250089 003998 mlbﬁm:puml r X
400643 OO K0TS BOCOAWS 1001238 136001598 location is different from the
registered company's address
F3me uncheck checkbox and fill in the

/ n ’
| CRCT Job start date: When you dlick this

P T T T field, you can choose ‘Today; a few
other d options (e.g. the 1st

ol il ' of the next month) or ‘Custom Date’
If you choose the ‘Custom Date] you
will have to choose the actual start
date from the calend:

2. Job end date: Applicable if you are creating a temporary vacancy (Temporary, Part-time or Contract). If you are defining a
temporary job, define the corresponding date (e.g. the date when the temporary contract expires).
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SETTINGS

1. In the Settings section that appears in the right panel, you can assign a (new) contact to the vacancy, define the dates of when the
vacancy should be available and decide if the applicant has to attach a resume. You can also make this vacancy active or inactive.

Vacancy Edit
Irvar 3

Terms of employment Edit
Permanet | Mocwalhour | 10083439 | 01 Aug e
Settings
Contact *

hma lfias v

I APPUCANT Muast attach & resume

Vacancy start and end date *
22 June 2020 - 22 Juty 2020

Vecancy status
Actve

y will not be published. Jobseek
this y when hing or ching. In th:

allows you to prepare a vacancy in advance and make it visible later.

Click to select an appropriate
contact. In the list that appears,
you can see the contact defined
for this company.

To reques for candidate personal
resume.

This field refers to the dates when
this vacancy should be available
{visible) for jobseekers. If you
choose an option like Ends 1 month
from now, the vacancy will be
visible for 1 month from the day
when you define this field. If you
chooss Custom date, you can choose
both the start and the end date in
the calendar.

will not find

ployer portal, non-active vacancies
are displayed greyed out with the vacancy titles shown “strikethrough!. This checkbox

MANAGING VACANCIES

You can view and manage all vacancies available in your company using the My vacancies screen. This screen opens directly
when you log into Employer Portal. You can also click the My vacancies tab at the top of the screen at any time to switch to this

screen.

MYFuMeJ@! Spioatis: NI Engi

BLPUNTID W SIATSS & CORTEACI TS v mONd v

trainer 2 (teenp) ’
PESTUDU-AN RESELAWATAN SOSIAL (PERHE. . | Huska Lusins
Praracent | Warsaltest Bxmerr

Earweenl | VLM | 3 Eay e

In the left panel of the screen,
you can see a list of all
vacancies available in your
company.

Expired or inactive vacancies

& - ‘ trainer 2 {temp)

PERTUBLIHAN KESELAYATAN
SO%AL [PERES)
s L o

wiann | Fesiie harn | B - v
Lorbent | TULI | Loy o

Marine Bologist
ST A SESELAMATAN SOSIAL (PERRESE( | Jeher Bavs

are ‘greyed out’ with the
vacancy titles displayed
as‘strikethrough’ Jobseekers
cannot see such vacancies.

MYFuturelobs Employer’s Manual
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FILTERING VACANCIES

You can use these filters to show only those vacancies that meet certain criteria. The filtering criteria are job posting date, status
(active, inactive, expired or future vacancies), contract type and more (hours per week, sector and education level).

40 Vacancies 1o Search

DATE POSTED v STATUS v CONTRACT TYPE MORE ~

40 vacancies HOURS PER WEEK
i SECTOR NAME -
trainer 2 (temp)
PERTUBUHAN KESELAMATAN SOSIAL (PERF ¢ oy cation LEVEL 2
PERKESO Permanant | Normalhour | Bachelor’s or

Equivalent | RM3,000+ | 1dayago
l O primary Education o Below (0

T O pmr/PT30r Equivalent ()
PERTUBUHAN KESELAMATAN SOSIAL (PERN D SPM /O Level or Equivalent ||

PERKESO "‘ ’“’ v Olevelo [ STPM / A Lavel or Equivalent 7]
[ piploma / Advanced Diploma / Higher Graduate Diploma (7
Marine Biologist [ Bachelor's or Equivalent (2
PERTUBUHAN KESELAMATAN SOSIAL (PERF [T 4-coevc o £y v ot
PERKESD Fermanent | Flexiblehours | Bachelor'sor
Equivalent | RM2,500+ | 1dayago D Doctaral (PhD) or Equavatent (0

You can define several filters at the same time.

9 Vacancies te Search

DATE POSTED v STATUS v CONTRACY TYPE MORE v

3 5, Normal hour Flexible hours Bachelor's or Equivalent

trainer 2 {temp) s

PERTUBUHAN KESELAMATAN SOSIAL (PERKE.., | Kuala Lumpur
PERKESO Permanent | Normalhour | Bachelorsor

Equivalont | RM3,000+ | 1dayago

Marine Biologist #  trainer 2 (temp)
PERTUBUHAN KESELAMATAN SOSIAL (PERKESC) | Johor Bahru
PERKESO Permanent | Flexible hours | Bachelor'sor PEI
Equivalent | RM2,500+ | 1dayago &
SO
ey
\ > Ku:
trainer {temp) -
ERTUBUHAN KESELAMATAN SOSIAL (PERKE Kuala Lumpu Date posted: L day ago Pan
R et Noemal hous . Open until: 22 Jul 2020 Noe
% walent | RMACO0+ | | davaro Applied: 85 Bac
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EDITING VACANCIES

..

On the screen that appears, edit information
as necessary. There are three sections:

MYFUtUI‘eJObS Vacancy, Terms of Employment and Settings.

Towr Maiond Empcymises Services P

By default, the Vacancy section will appear
first. You can switch to another section by
clicking its name in the left panel or
PERTUBUHAN KESELAMATAN clicking Edit next to this section in the
SOSIAL (PERKESO) r|ght pane|_

Kuala Lumpur
Date posted: 1 day ago Permanent Edit

Open until: 22 Jul 2020 Normal hour

Applied: 85 Bachelor's or Equivalent

Positions: 1 RM3,000+ c
Social work activities without accommeo... @ Copy

trainer 2 (temp)

PEAXESO

DUPLICATING A VACANCY

Choose the vacancy that you want to

MYFUtureJObs duplicate in the list of vacancies. You will

Nour Narons’ Erpcymae Senvose Prowdr

see the job details in the right panel.
trainer 2 (temp) If you want to create a new vacancy based
on this one, click Copy.

& PERTUBUHAN KESELAMATAN
SOSIAL (PERKESO)
PERKESO
Kuala Lumpur
Date posted: 1 day ago Permanent Edit
Open until: 22 Jul 2020 Normal hour 2

Applied: 85 Bachelor's or Equivalent

Pasitions: 1 RM3,000+
Social work activities without accommo. ., @ Copy
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MANAGING APPLICANTS

There are 4 sub-panes:

« List of Applicants

« List of Rejected Applicants
* List of Matches

« List of Keep in View

In the right panel, under general information about the vacancy, two additional sections are present — Applicants and Matches.
One more section, Rejected Applicants, may also be present as explained below.

Datz posted: 3 days 3o Pormaniant Edit
Open until: 22 Jul 2020 Morm al Howr as

Applied: 2 SPM [ O Level or Equivalent
Positions: 1 RM1 500+ .-a Fi
List shows applications
Applicants = — to this vacancies
Name Phone E-mail Date TV Motivation  Actions
Mohamad Shazw... DL7S0TI9EE shazwansneijders... 22-06-20 & & -

s Rejected applicants will be

Rejected applicants listed In this rejected

i list.
Hame Phene E-mail Date Reinstate appl..
RABIAHTULFAT... 0174553637 fathiyahsaipolbahrl... 220620 D ]
Matches are the list of
TY T —
Matches STATE w  CITY ~  EDUCATION LEVEL ~ PN {obssaket mat i
vacancies.
Name State City Education level (=) Actions
SPM [ D Level or i
SITIWAHIDAMO... Johor Johor Bahru Equivalent .. L Invite to apply
mariam bintiaziz  Kedah Pokok Sena :::"; (::;MN & invitetn apply
Keep In View applicants will be listed in this list.
Keep in view A~ = At the Keep in View list, the applicant, can be
removed from the KIV list and be remove from
KIV list to Applicants list.
Name Phone E-mail Date (o) Motivation Video  Actions
faizi alias 0193524314  ob.perkesc2020@gm... 08-08-20 X
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MANAGING THE LIST OF APPLICANTS
FOR THE VACANCY

Applicants A

Name Phone E-mail Date CV  Motivation Video  Actions

f+

AHMAD FUDH... 0125150965 ail_prol@yahoo.com  04-07-20

Nurul Syasya... 0125131435 nsrsyasya@gmail.com 04-07-20 & & Askforadditionalinfo

Invite for interview

f+

NurulHusna... 01119941388 husnalial3ii@gmail... 04-07-20
Register interview feedback

Fs+

Lugmanulhak... 01126338548 manhakim248@gm... 04-07-20 )
Send offer to applicant

K+

MUHAMMADA... 0195505920  safwan.samad@perkes... 04-07-20 Confirm employment -

Keep in view
NUR-HIDAYAH... 01111416592 nurhidayahl1822@g... 04-07-20 A
Reject applicant

Syaznida binti... +6017-7722... syaznidao@gmailcom 040720 &

NURHASMIRA ... 01353773290  nurhasmiratajol@gm... 04-07-20 &
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List of actions are as the table below:

Ask for Additional Info

This action is for you to request additional information from the applicants. A dialog will appear where you
can type what kind of information you need from the applicant. Click Send to send an email with the
corresponding request to the jobseeker.

Invite for Interview

This action is for you to define the date, time and venue for the interview. Click Send invite to send an email
with the corresponding invitation to the jobseeker.

Register Interview
Feedback

This action is for you to type your feedback related to the applicant's interview. Click Send to register
the feedback.

Send Offer to Applicant

This action is for you to define the date, time and venue, as well as when and where the candidate can report
for the job. Click Send invite to send an email with the job offer and related information to the jobseeker.

Confirm Employment

This action is for you to upload a letter of employment. Click Upload and select the corresponding
document (Word, JPG, PNG or PDF format). After the document is uploaded, click Confirm employment.
An employment confirmation email will be sent to the employer and jobseeker's caseworker.

Keep in View

This action is for you to move the corresponding jobseeker to the Keep In View Applicants list.

Reject Applicants

This action is for you to move the corresponding jobseeker to the Rejected Applicants list.

If any applications for this role have already been rejected, you will additionally see the Rejected applicants overview below
the Applicants section. For each applicant in this list, the following actions are available:

Date posted: 3 days ago Permanant
Open until: 22 Jul 2020 Rarrraad Hosir g
Applied: 2 5PM O Level or Equivalent
Positions: 1 RRAL 500+ @ Copy
Applicants A
Name Phone E-mail Date Motivation  Actions
Mohamad Shazw... 0175073986 shazwansnefjder26... 22-06-20 F 3 ol
‘When action to Reject
Application happens, the
Rejected applicants % [~ applicant nunopr;.m:ud
from the List of Applicants
Mame Phone E-mail Date Reinstate appl. t: list‘ n:;:n]nmd
RABIAHTUL FAT... 0174553637 fathiyahsaipolbahri... 22-06-20 2 ]

Matches STATE %  CITY ~  EDUCATION LEVEL ~ ~ The rejected applicant can
be reinstated to the List
of Applicants by cli

Name State City Education level O Actions i by <Hcing
SPM (O Level or The rejected applicants
SITIWARIDAMO... Johor Joher Bahru Equivalent .. F 3 Invite 1o apply welll b rasrioue frosn the
list
mariam bintiaziz  Kedah Pokok Sena :::;::.;wiur A invitetoapply

* Reinstate: Clicking this option will move the applicant back to the Applicants list.

» Delete: The application will be permanently deleted from the list (after the confirmation). The jobseekers can, however, still
see that they have already applied for this vacancy.
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VIEWING AND INVITING CANDIDATES
MATCHING THE VACANCY

In the Matches section, you can see a list of job candidates matching this vacancy. For each candidate, you can see the
following information: name, state, city, and education level. If a CV is available, you can click the download icon in the
corresponding column to download the document.

You can also filter the list of matching candidates. In the screenshot below, you can see the STATE and CITY filters that you
can click to choose the filtering criteria.

Matches  STATE v CITY v EDUCATION LEVEL v Al Filterthe matched
applicants.
Name State City Education level o Actions
Bachelor" ivalent

Nur Erisa Aiman ... Sabah Kota Kinabalu chelor's or Equivalen E3 Invite to apply

NurEzzatiAbidin ~ Kedah Bedong Bachelor's or Equivalent & Invite to apply
Employer is able to

NorAzinibintiA...  Kefantan Kota Bahru Master's or Equivalent ... Invite to apply download the CV
to view.

Leong Tong Xen Melaka Melaka Bachelor's or Equivalent & Invite to apply

Khaitun Falzzin b... Kuals Lumpur Kuaka Lumpur Bachelor's or Equivalent & Invite to apply

NURDINIZULAIK,.. PulsuPineng  TosskGelugue  Dochelorsorfaubalent o to apply

NURELYANABIL... Selangor Kajang BachelorsorEquivalent & [Irite to opply e NVite matched

J to apply
\ . for the vacancy.
Nurazilah bintiM... Sabah Tawau Bachalorsox Bquicsient & Invite to apply
Nur Erysha Sabri... Pahang Kuantan Bachalots o¢ Equkelant & Invite to apply
Nurfamiza syazw... Pulau Pinang Perai Bachelor's or Equivalent & Invite to apply

If you think that the candidate's profile fits the job, you can click the Invite to apply link in the Actions column. In this case, after
a confirmation in the dialog has appeared, an email will be sent to the corresponding jobseeker in applying to apply for the
vacancy. A copy of the email will be sent to the jobseeker's caseworker if there is one assigned to the corresponding case.

KEEP IN VIEW OF CANDIDATES
IN THE VACANCY

In the keep in view section, you can keep in view (KIV) candidates accordingly. It can be removed from the KIV’s list and the
candidates will go into applicant’s list.

Keep in view ~
MName Phone E-mail Date cv Motivation Video  Actions
faizi alias 0193524314  ob.perkeso2020@gm... 08-03-20 X
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