RECRUITMENT PORTAL

USER GUIDE




Recruitment Portal -
aircem

s WO User Guide

CONFIDENTIAL

This Document is confidential to Petabyte Aircom Ltd and Reserve Bank of Malawi. This
document contains information and data that Petabyte Aircom Ltd considers confidential
and proprietary (“Confidential Information”).

Any disclosure of Confidential Information to or use of it by a third party (i.e., a party other
than Reserve Bank of Malawi), will be damaging to Petabyte Aircom Ltd. Ownership of all
Confidential Information, no matter in what media it resides, remains with Petabyte Aircom
Ltd. Confidential Information in this document shall not be disclosed outside and shall not
be duplicated, used, or disclosed - in whole or in part - for any purpose other than to refer
to this Document without specific written permission of an authorized representative of
Petabyte Aircom Ltd.
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Recruitment Portal

1. Introduction

The Recruitment Portal is accessible from outside the network. Applicants can apply for
jobs using this portal.

Through the Recruitment Portal, applicants can update their profiles.

The following document focuses on step-by-step instructions for applicants to build their
profiles.
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2. Create New Application

2.1 Create an Applicant Account

To Create an Applicant Account, the following procedure can be used.

Recruitment Portal

Please log in to your account
Email
Password

=

Forgot Password ?

Don't have an account yet? Sign up here

Want to browse through Current Job

Openings?

1. Click on NEW? CREATE AN APPLICANT ACCOUNT
2. The following page will show up as follows.

Applicant Registration

First name*

Last Name*

Email*

Mobile(Format 26 5XXXXXXXXX)*

Date Of Birth(As in National ID)*

Enter First Name
Enter Last Name
Enter Email

Enter Mobile Number

oA Ww
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7. Enter Date of Birth
8. Click on Submit.
9. When you click on Submit, the system displays the result message as follows.

Recruitment Portal

Please log in to your account

Congratulations!!! Your registration
is Successful. Your login credentials
were senlt to your Email

Email
Password
[N
=
Forgot Password ?
Don't have an account yet? Sign up here

10. After successful registration, login credentials will be received to the applicant's
email ID.

11. Please check your email account for login credentials.

12.Try to login with the new credentials.

13. Enter user id and password Click on login.

14.The following page will show up as follows.

Change Password

New Password*

Confirm New Password*

Per Security Policy, Your New Password

1. Should be atleast 10 characters in length(Max characters 30)
2. Should contain atleast 1 Upper case letter, 1 Lower Case Letter, 1 Digit, 1 Special Character
6. Should not match with your last 10 passwords

Note: Passwords do get expired in 60 days

15. Enter New Password
16. Confirm your New Password
17.Click on Submit

By clicking on submit new password will be updated successfully. Please login with your
new credentials
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3. Login to Recruitment Portal
3.1 Login to portal

1. Login to Portal with User ID and Password.

Recruitment Portal

Please log in to your account

Password has been updated
successfully. Please login with your
new credentials

Email
mokshithnadimpalli@gmail.com
Password
caneneaned =
Forgot Password ?

Don't have an account yet? Sign up here

Want to browse through Current Job
Openings?

2. After Getting Login the page will show up as follows.

My Profile
What are the Steps to Apply for 1. What are the Steps to Apply for Job?
Jobs 067
1. Update all Sections of Profile - Before you can apply for any Job on this portal, please ensure you complete detailed and accurate Profile
Settings Profile information It is a one time exercise for most of it. All sections of the profile(Personal Info, Photo, Profile Summary, Languages etc) should be
completed for improved chances Evaluation Panel will be able to consider your profile only if all sections of Profile is fully complete. You can re-update
Open Jobs your Profile any moment on this portal
Logout
My Applications 2 View Open Job List - Shows active Job Codes where applications can be submitted. You can browse through Open Job listing anytime and you

can apply for the ones you are eligible for. Ensure you submit Job Application before due date else it will not be considered for evaluation
My Login/Password
3. View My Application Status - You can view status of every Job Application you submitted. You will get email notifications as well upon submission

Supporting Documents

2023 © Powered by Aircom Lid | Licensed to. Reserve Bank of Malaw

Page 8 of 71 Confidential




Recruitment Portal -
aircom

User Guide

4. My Profile

The applicant can build their profile by entering their data under the "My Profile"
option.

1. Login to Portal with User ID and Password
2. Click On My Profile, and the page will be displayed as follows.

Iy Profie
A #  What are the Steps to Apply for 1. What are the Steps to Apply for Job?
Personal Info* [ job?

please ensure you complete detailed and accurate Profie
etc) should be

any Job on ths
(Personal Info, Phot

you can apy

1 Update all Sections of Profile - Bef
Profile Information. It is a one time exercise for most of it All sections of the prof

completed for improved ch Evaluation Panel will be able to consider your profile only if all sections of
Open Jobs update your Profile any moment on this porta

Profile S

nary, Languag
le is fully complete. You can re

Profile Summary

Languages”

2 View Open Job List - Shows active Job Codes where applications can be submitted. You can browse through Open Job listing anytime and you
e con: ed for evaluation

Academic Qualifications”

can apply for the ones you are eligible for. Ensure you submit Job Application before due date else it wil

Employment History
3. View My Application Status - You can view status of every Job Application you submitted. You will get email notifications as well upon

submission

Professional Qualifications

Awards

Skills*

References”

Attachments®

View Profile

Jobs

Settings

javascript
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4.1 Personal Info

1. To Create Profile Info, Follow the Below Steps.
2. Click On My Profile.
3. Click on Personal Info.

What are the Steps to Apply for 1. What are the Steps to Apply for Job?
Personal @ t | Job?
1. Update all Sections of Profile - Before you can apply for any Job on this portal, please ensure you complete detailed and accurate Profile
Profile Summary Profile Information It is a one time exercise for most of it All sections of the profile(Personal Info, Photo, Profile Summary, Languages etc) should be
completed for improved chances Evaluation Panel will be able to consider your profile only if all sections of Profile is fully complete You can re.
Languages* Open Jobs update your Profile any moment on this portal
Academic Qualifications™ My Applications 2 View Open Job List - Shows active Job Codes where applications can be submitted. You can browse through Open Jab listing anytime and you

can apply for the ones you are eligible for. Ensure you submit Job Application before due date else it will not be considered for evaluation

My Login/Password
Employment History =
3. View My Application Status - You can view status of every Job Application you submitted You will get email nofifications as well upon

Supporting Documents submission
Professional Qualifications pporting

Awards
Skills*
References”
Attachments®

View Profile

Jobs

Settings

httpsy/rpuat.sbmrp.com/rp/rp/rppersonalinfojsp -

4. The page will Show up as follows.

ots Personal Information
Setlings First Name* Last Name*
Logout Siva Raju Mantena
Primary Contact Email* Primary Mabile*
sivarajud36@gmail com 265300012345
Date of Birth* Secondary Contact Number
0101198
Gender” National ID”
M v
Residential Address Line 1* Residential Address Line 2
Residential City* Residental Country*
Aaron v Malawi -
Nationaity” Religion”
Malawi v Christianity ~
Warital Status” Profile Photo
Single v Choose File | chrome_vZ3WRedBan png

raca

2023 ® Powered by Alrcom Ltd | Licensed to: Reserve Bank of Malawi

5. Fill in all the fields. (* indicates mandatory fields).
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7. When you click on Submit, the system displays the result message.
8. The Result Screen Will show as follows.

Personal Info (Applicant 1D 48253)

Skills Profile Phota

Personal Information
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4.2 Profile Summary

4.2.1 Create New Profile Summary

1. Click On My Profile.
2. Click on Profile Summary

rersonal Info*

Academic Qualifications®

Employment History
otessional Quafications

Awards

Skills*

Attachments

Setlings

Logou!

+ Examplo: A oo

Profile Summary

about yoursalf. yaur qualiicaions, exparience and accompls
ferably
aoking for a position

ents redevant 10 the job you an

ipplying for

coounting and Financial Analys! 1o maximiza leamings and experisnce

with vauable accounting tools and systems to dariva an accurate analysis of data fram multipls sources

Profile Summary

Prafile Summary”

e J o

20230 Pawerad by Aircom Lid | Licansed to: Resorve Bank of Malawi

3. Enter Profile Summary

Home

Languages®

Academic Qualifications”
Employment History
Professional Qualifications
Awards
Skills™
References”
Attachments®
View Profile

Jobs

Settings

Profile Summary

Notes

« This Section is Optional
« Profile Summary is a brief description about yourself, your qualifications, experie
« Please lmit to 1 Profile Summary preferably

e and accomplishments relevant to the job you are applying for

« Example’ A recent finance graduate looking for a position of Accounting and Financial Analyst to maximize learnings and experience with valuable accounting tools and systems 1
accurate analysis of data from multiple sources

Profile Summary

Profile Summary”

Experienced banking professional with five years of experience at YZX BANK, where | used analytical and interpersonal skills to maintain a 99.60% customer satisfaction rating
Seeking a chance to leverage my banking skills to maximize the operations and quality of service at BANK XYZ

4. Click on Submit
5. The result screen will show up as follows.
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Home Home ‘rofile Summary

Profile Summary
Personal Info™

P Notes

e Summary

Languages* « This Section is Optional

= Profile Summary is a brief description about yourself, your qualifications, experience and accomplishments relevant to the job you are applying for

= Please imit to 1 Profile Summary preferably

* Example A recent finance graduate looking for a poasition of Accounting and Financial Analyst to maximize learmnings and experience with valuable accounting tools and systems fo derive an
accurate analysis of data from multiple sources

Academic Qualifications”

Employment History

Professional Qualifications

Profile Summary has been updated successfully

Awards
Skills*
Profile Summary
References”
Profile Summary*
Attachments*
Experienced banking professional with five years of experience at YZX BANK, where | used analytical and interpersonal skills to maintain a 99.60% customer satisfaction rating.
View Profile Seeking a chance to leverage my banking skills to maximize the operations and quality of service at BANK XYZ.
“
Jobs

Settings
[oom |
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4.3 Language

4.3.1 Add New Language.

1. Click on My Profile.
2. Click on Language.

Languages
Personal Info"
« Please add all Languages you can Read, Write, Speak
Profile Summary = Please select appropriate proficiency Level
« Please add all Languages in Title Case(First latter in Capital)
LangL @ e * You may attach any supporting documents relevant(Optional)
Academic Qualifications”

Employment History m m View/Upload Supporting File(s) (B

aircem

Professional Qualifications
10 v records Search:
Awards
Supporting
Skills*
Language Speaking Writing Reading Attached
References®
No data available in table
Attachments*
Showing 010 0 of 0 entries
View Profile
Jobs
Settings
3. Click on New.
Home . o
S Profi
Languages
Personal Info*
« Please add all Languages you can Read, Write, Speak
Profile Summary « Please select appropriate proficiency Level
« Please add all Languages in Title Case(First letter in Capital)
Languages® * You may attach any supporting documents relevant(Optional)
Academic Qualifications
Employment History m Edit# m View/Upload Supporting File(s) B
Professional Qualifications
10 v records Search
Awards
Supporting
Skills*
Language Speaking Writing Reading Attached
References®
No data available in table
Attachments*
Showing 010 0 of 0 entries
View Profile
Jobs
Settings

javascriptnewRecord()

4. Enter Language.
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New Language

Language®
English

Speaking™
Beginner

5. Click on Save Changes.

aircem

6. When you click on Save changes, the system displays the result message.

€2 Recruitment Portal
=
{n} Home Home » Languages
5L My Profile <
Languages
Personal Info*
* Please add all Languages you can Read, Write, Speak
Profile Summary = Please select appropriate proficiency Level
« Please add all Languages in Title Case(First letter in Capital)
Languages® « You may attach any supporting documents relevant(Optional)
Academic Qualifications™

VonUpoad Supparin Pl

Employment History

Professional Qualifications

a Addition

1D:1

10 v records Search:
Awards
Si i
Skills* D&pon ing
Language Speaking Writing Reading Attached
References”
English Expert Expert Expert
Attachments®
Showing 110 1 of 1 entries
View Profile %
= Jobs
& Settings
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1. To view Language, Login to Portal with User ID and Password

2. Click on My Profile
3. Click on Language

” Recruitment Portal
[___]

{n1 Home Home » Languages
£ my profile <
Languages
Personal Info”

+ Please add all Languages you can Read, Write, Speak

+ Please select appropriate proficiency Level

* Please add all Languages in Title Case(First lefier in Capital)
+ You may atach any supporting documents relevant(Optional)

Profile Summary
Languages®
Academic Qualifications*

Employment History View/Upload Supporting File(s) &

Professional Qualifications

Siva Raju Mantena !

Search:
Supporting
Docs
Reading Attached
Average
Expert

10 v records
Awards,
Skills*
Language Speaking Writing
References”
Chichewa Proficient Proficient
Attachments*
Tumbuka Expert Expert
View Profile
Jebs Showing 1 1o 3 of 3 entriest row selected
<
w2r Settings <
javascriptviewRecord()

1 >

4. Select the record and click on VIEW button so you can go through all details in a

separate dialogue box.

View Language
Ref ID*
107287

Uld*
302254

Language™

English

Speaking”

5. To close the Record, click on Close.
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4.3.3 Edit Languages

To Edit languages, Login to Portal with User ID and Password.
Click on My Profile

Click on Languages

Select the record and click on Edit.

o

Pk €0 Recruitment Portal Siva Raju Mantena !
=
{n} Home Home » Languages
S My Profile ¢
Languages
Personal Info™
« Please add all Languages you can Read, Write, Speak
Profile Summary « Please select appropriate proficiency Level
« Please add all Languages in Title Case(First letter in Capital)
Languages” * You may attach any supporting documents relevant(Optional)

Academic Qualifications™

Employment History m View/Upload Supporting File(s) (B

Professional Qualifications

10 v records Search:

Awards
Suj i,
Skills* Doz:m 9
Language Speaking Writing Reading Attached

References”

Chichewa Proficient Proficient Average
Attachments®

Tumbuka Expert Expert Expert

Jobs Showing 1 o 3 of 3 entries1 row selected
< 1 >
i Settings
javascripteditRecord() -

5. After clicking on EDIT, a dialogue box will show up for a data update. You can edit
the required data and click on Save Changes.

Edit Language
Ref ID*
107287

Language™
English

Speaking”
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4.3.4 Delete Language
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1. To delete the language, Login to Portal with User ID and Password
2. Click on My Profile
3. Click on Language.
4. Select the record and click on Delete.

i
l
i

Home

Personal Info”

Profile Summary
Languages"

Academic Qualifications™
Employment History
Professional Qualifications
Awards

Skills*

References”

Attachments*

View Profile

Jobs

Settings

5. After clicking on Delete, the page will show up as follows.

l

Home

Personal Info*

Profile Summary
Languages”

Academic Qualifications
Employment History
Professional Qualifications
Awards

Skills®

References®
Attachments®

View Profile
Jobs

Settings

Page 18 of 71

Languages

« Please add all Languages you can Read, Write, Speak

« Please select appropriate proficiency Level

« Please add all Languages in Title Case(First letter in Capital)
« You may attach any supporting documents relevant(Optional)

D owons s 2

10 v records
Language Speaking Writing
Chichewa Proficient Proficient
Tumbuka Expert Expert
English Expert Expert

Reading
Average
Expert

Expert

Search:

Supporting
Docs
Attached

Showing 1 to 3 of 3 entries

javascriptcustomActionRecord(71', Delete Language Record’)

Languages

« Please add all Languages you can Read, Write, Speak
« Please select appropriate proficiency Level

« Please add all Languages in Title Case(First letter in Capital)
* You may attach any supporting documents relevant(Optional)

8 X B 5 sy

10 v records

Language Speaking Writing
Tumbuka Expert Expert
English Expert Expert

Reading
Expert

Expert

successfully

Search:

Supporting
Docs
Attached

Profile Record delete request completed

L)

Showing 110 2 of 2 entries
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If an Applicant has certifications on any mentioned Languages, He can Upload them by

using this, Method.

1. Login to Portal with User ID and Password

2. Click on My Profile
3. Click on Language.

4. Select the record and click on View/Upload Supporting Files.

Home

Languages

10 v rds Search:
Awal
Supporting
Docs
i Language Speaking Writing Reading Attached
Tumbuka Expert Expert Expert
English Expert Expert Expert
View Profile
Showing 1 1o 2 of 2 entries1 row selected
Job
Settings
5. The page will show up as follows.
Home
Language - Upload New Supporting File
Personal Info*
Ref Record ID: 107257
Profile Summary
Language: English
Languages”
Speaking: Expert
Academic Qualifications”
Employment History File Upload Type
Certificate L& v
Professional Qualifications
Supporting Document
Awards Others
Skills*
References” Language - Supporting File
Attachments*
# File Uploaded At
View Profile
Jobs
Settings
6. Select the file Upload type.
7. click on Next.
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Personal Info*
Profile Summary
Languages®

Academic Qualifications*
Employment History

Professional Qualif

Awards
Skills*
References®
Attachments*

View Profile

Jabs

Settings

Recruitment Portal
User Guide

Language - Upload New Supporting File

Ref Record ID: 107287
Language: English
Speaking: Expert

File Upload Type

Certificate

Language - Supporting File

# File

Uploaded At

8. To upload Supporting Document, click on Choose file.

nal Info*
Profile Summary
Languages®

Academic Qualfications*
Employment History
Professional Qualifications
Awards

Skills*

References”

ttachments®

View Profile

Jobs

Settings

9. Select the

Language - Upload New Supporting File

Ref Record ID: 107287
Language: English
Speaking: Expert

File Type

Certificate

File Upload
[[Choose Files | Mohammad png

=3 £

Document and click on Next.

10. The result screen will show up as follows.

Personal Info"

Profile Summary

Languages®

Academic Qualifications”

Employment History

Professional Qualif

Awards

Skills”

References”

chments®

View Profile
Jobs

Settings

Page 20 of 71

Languages

- Please add all Languages you can Read, Write, Speak

. Ple
- Plea

oct

opriate proficiency Level
add all Languages in Title Ca:

First letter in Capital)

« You may attach any supporting documents relevant(Optional)

Supporting File Upload

[vovo oot I con2 L= oo suorea 2

10 v records

Language
Tumbuka

English

Speaking Writing
Expert Expert
Expert Expert

Reading
Expert

Expert

aircem

Mantena

Search

Supporting
Docs.
Attached

°

Showing 110 2 of 2 entries
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4.4 Academic Qualifications

4.4.1 Add New Academic Qualifications

1. Login to Portal with User ID and Password
2. Click on My Profile
3. Click on Academic Qualifications.

Personal Info*

Profile Summary
Languages”

Academic Qual \{;ﬁa'mﬂs'
Employment History
Professional Qualifications
Awards

Skills*

References”
Altachments®

View Profile
Jobs

Settings

Academic Qualifications

+ Add all your academic qualification detail completely from Secondary Education til your most racent academic qualification

+ Please ensure you select appropriate calegaries
+ Please upload all your Academic Cerlificales

[vou s [ vews | cars Vit Sppaeg o)

10 v records

Qualification Name Attended From Attended To

No data availabla in table

aircom &

Search:

Supporting
Docs
Institution Attached

Showing 0 to 0 of 0 eniries

4. Click on New

{:

Home

8L My Profile
Personal Info*
Profile Summary
Languages”
Academic Qualifications™
Employment History
Professional Qualifications
Awards
Skills*
References”
Attachments*

View Profile
Jobs

Settings

javascriptnewRecord()

Page 21 of 71

Academic Qualifications

+ Add all your academic qualification detail completely from Secondary Education till your most recent academic qualification

« Please ensure you select appropriate categaries
« Please upload all your Academic Certificates

View/Upload Supporting File(s)

3 CX £3

10 v records

Qualification Name Attended From Attended To

No data available in table

Search:

Supporting
Docs
Institution Attached

Showing 0 to 0 of 0 entries

Confidential




5. Enter Academic Qualification Details.

6. Click on Save Changes.

New Academic Qualification

Qualification Name*

Attended From*

Attended To"

Institution*

Class®

Upload Cerfificate Copy

Recruitment Portal
User Guide

aircem

7. When you click on Save Changes, the system will display the result message.

J=H% Recruitment Portal
[ ]

) Home

£ my Profile <

Personal Info*

Profile Summary
Languages™

Academic Qualifications™
Employment History
Professional Qualifications
Awards.

Skills®

References”

Attachments®

View Profile
= Jobs <

i5h Settings ¢

IS JE

Page 22 of 71

Home « Academic Qualifications

Academic Qualifications

* Add all your academic qualification detail completely from Secondary Education till your most recent academic qualification

+ Ploase ensura you select appropriate categaries.
+ Please upload all your Academic Certificalas

Qualification Name

Bachelor Degrea in Finance

View/Upload Supporting File(s)

Attended From

01/01/2017

Attended To

01/01/2020

Institution

catholic univarsity of malawi

Search:

Supporting
Docs.
Attached

Showing 110 1.0f 1 entries
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4.4.2 View Academic Qualification

1. To view Academic Qualification, Login to the Portal with User ID and Password.
2. Click on My Profile

3. Click on Academic Qualifications

i Recruitment Portal
[ ]

) Home

£ my Profile

Personal Info*

Profile Summary
Languages®

Academic Qualifications™
Employment History
Professional Qualifications
Awards.

Skills®

References”

Attachments*

View Profile
= Jobs

& settings

javascriptviewRecord)

Siva Raju Mantena !

Home = Academic Qualifications

Academic Qualifications

* Add all your academic qualification detail completely from Secondary Education till your most recent academic qualification
« Pleasa ensura you salect appropriate categories.
- Please upload all your Academic Certificates.

10 ~ records Search:

Supporting
Docs.
Qualification Name Attended To Institution Attached

Showing 1 to 1 of 1 entries1 row selected

4. Select the record and click on the View button so you can go through all the
details in a separate dialogue box.

View Academic Qualification
Ref ID*
359573

Qualification Name*
Bachelor Degree In Finance

Attended From*
01/01/2017

Attended To*
01/01/2020

Institution®

catholic university of malawi

Class”

5. To close the Record, Click on Close.
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4.4.3 Edit Academic Qualifications

o

J -4 Recruitment Portal
At Home
£ my Profile <

Personal Info*

Profile Summary
Languages®

Academic Qualifications”
Employment History
Professional Qualifications
Awards

Skills*

References”

Attachments*

View Profile
= Jobs <

i settings

javascripteditRecord()

To edit Academic Qualification, Login to the Portal with User ID and Password.
Click on My Profile

Click on Academic Qualification

Select the record and click on Edit.

Siva Raju Mantena !

Home « Academic Qualifications

Academic Qualifications

* Add all your academic qualification detail completely from Secondary Education till your most recent academic qualification
» Please ensure you select appropriate categories.
+ Please upload all your Academic Certificates

10 v records Search:
Supporting
Docs

Qualification Name Attended From Attended To Institution Attached

Showing 110 1.0f 1 entries1 row selected

5. After clicking on Edit, a dialogue box will show up for a data update. You can edit
the required data and click on Save Changes.

Page 24 of 71

Edit Academic Qualification
Ref ID*
358573

Qualification Name™

Bachelor Degree In Finance

Attended From®

01/01/2017

Attended To"
01/01/2020

Institution™

catholic university of malawi

4

Save changes

y
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4.4.4 Delete Academic Qualification

aircem

1. To delete Academic Qualification, Login to the Portal with User ID and Password
2. Click on My Profile

3. Click on Academic Qualification

4. Select the Record and click on Delete.

lii

Home

Personal Info”

Profile Summary
Languages"

Academic Qualifications™
Employment History
Professional Qualifications
Awards

Skills*

References”
Attachments*

View Profile

Jobs

Settings

Academic Qualifications

+ Add all your academic qualification detail completely from Secondary Education til your most recent academic qualification
« Please ensure you select appropriate categories
« Please upload all your Academic Certificates

[t oo s 12

10 v records

Qualification Name Attended From Attended To
Junior Certificate Examination 05/07/2023 24/07/2023
Bachelor Degree in Finance 01/01/2017 01/01/2020

Search:
Supporting
Docs
Institution Attached
catholic university of malawi
catholic university of malawi 1

Showing 110 2 of 2 entries1 row selected

javascript:customActionRecord('56', Delete Education Record)

5. After clicking on Delete, the page will show up as follows.

Personal Info*

Profile Summary
Languages®

Academic Qualifications®
Employment History
Professional Qualifications
Awards

Skills

References®
Attachments®

View Profile
Jobs

Settings

Page 25 of 71

Academic Qualifications

* Add all your academic qualification detail completely from Secondary Education till your most recent academic qualification
« Please ensure you select appropriate categaries
+ Please upload all your Academic Cerlificates

[veva ] v L s Jomem] v sesemivesa]

10 v records

Qualification Name Attended From Attended To

Bachalor Degree in Finance 01/01/2017 01/01/2020

Profile Record del

iccessfully ¥
Search:
Supporting
Docs.
Institution Attached
catholic university of malawi 1

Showing 110 1.0f 1 entries
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4.4.5 View/Upload Supporting files.

aircem

If an Applicant has More number of certifications on his Academic Qualifications, He can

Upload them by using this, Method.

1. Click on My Profile
2. Click on Academic Qualifications

3. Select the record and click on View/Upload Supporting Files

Home
Academic Qualifications
Personal Info*
+ Add all your academic qualification detail completely from Secondary Education till your most recent acad
Profile Summary « Please ensure you selact appropriate categories

+ Please upload all your Academic Certificates
Languages®

Academic Qualfications”
w m Edit# View/Upload Supporting File(s) (&

Employment History

demic qualification

Professional Quallfications 10 v|recots Search:
Awards Supporting
e Docs
SHE Qualification Name Attended From Attended To Institution Attached
Referencee” Bachelor Degres in Finance 0110112047 01/01/2020 catholic university of malawi 1
Attachments® Showing 110 10f 1 entries1 row selected
View Prafile i

Jobs

Settings

javascriptuploadEduFile()

4. The page will show up as follows.

Home

Academic Qualifications - Upload New Supporting File
Personal Info*
Ref Record ID: 3598573
Profile Summary
Degree: Bachelor Degree in Finance
Languages®
Field of Study:

File Upload Type
Employment History pload Typ

Centificate -
Professional Qualifications
Supporting Documer
Awards Others
Skills*
References” Academic Qualifications - Supporting File
Attachments®
# File Uploaded At
View Prafile
Certificate 26 Jul 2023 D8:36:59
Jobs
Settings

5. select the file upload type.
6. Then click on Next.
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Academic Qualifications - Upload New Supporting File
Personal Info*

Ref Record ID; 359573

Profile Summary

Begree: Rachelor Degree in

Field of Study:

File Upload Type

Certificate -

Professional Qualin

J— &

Skills™
References® Academic Qualifications - Supporting File
Amachments*
# File Uploaded At
View Profile
1 Cerfificate 26 Jul 2023 08:36.59 r

Jabs
Settings.

Logout

2023 © Powered by Aircom Lt | Licensed 1o: Reserve Bank of Malawi

7. To upload Supporting Document, click on Choose file.

Academic Qualifications - Upload New Supporting File
Personal Info*
Ref Record ID: 359573
Profile Summary
Degree: Bachelor Degree in Finance

Field of Study:

File
Employment History Tvpe,

Certicats
Professional Qualifications File Upload
Awards Choose Files | Mohammad png
Referenct

Attachments®

View Profile

Jobs

Settings

8. Select the Document and click on Next.
9. The result screen will show up as follows.

Academic Qualifications

Personal Info*

ent academic q

« Add all your academic
Profile Summary « Please ensure you sef
+ Please upload all your Acaden

alification detail completely from Secondary Education til your most r

t appropriate categories
rtificates

Languages®

Academic Qualifications”

Employment History [N
o+ J s s Pomva=F vomiens v o
Awards
Skills*
Attachments* Qualification Name Attended From Attended To Institution
View Profile Bachelor Degree in Finance 01/01/2017 01/01/2020 catholic university of malawi

aircem

Search

Supporting
Docs
Attached

Showing 110 1 of 1 en
Jobs

Settings
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4.5 Employment History

4.5.1 Add Employment History

1. Login to portal with User ID and Password.
2. Click on My Profile.
3. Click on Employment History

Personal Info*

Profile Summary
Languages”

Academic Qualifications™
Employrgrnt History
Professional Qualifications
Awards

Skills

References”
Attachments*

View Profile

Jobs

Settings

L rbmrp.com/p/rp/rpor

Employment History
« Add all your work experience detail completely

+ Please ensure you select appropriate calegaries
+ Please upload all your Experience Certificates

R 0 73 O )

aircem

4. Click on New

Personal Info*

Profile Summary
Languages®

Academic Qualifications*
Employment History
Professional Qualifications
Awards

Skills™

References”

Altachments*®

View Profile

Jobs

Settings

javaseriptnewRecord(

10 v records Search,
Supporting
Docs
Employer Status Employer Name Employer Address Last Position Held Start Date Attached
No dala available in table
Showing 0 to 0 f 0 entries
< >
Employment History
+ Add all your work experience dstail completely
+ Please ensure you select appropriate calegaries
» Please upload all your Experience Certificates
% C ) e
10 v records Search,
Supporting
Docs
Employer Status Employer Name Employer Address Last Position Held Start Date Attached

No data available in table

Showing 0 to 0 of 0 entries

5. Enter the Current/Previous Employers Details.
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New Employer

Employer Status®
Previous Employer

Employer Name™

Employer Address

Last Position Held"™

Start Date”

o (R

6. Click on Save Changes
7. When you click on Save Changes, the system displays the result message.

JoL 6% Recruitment Portal
[___]

) Home
£ my Profile <

Personal Info*

Profile Summary
Languages™

Academic Qualifications™
Employment History
Professional Qualifications
Awards.

Skills®

References”

Attachments®

View Profile
= Jobs <

i5h Settings ¢

IS JE

Page 29 of 71

Home « Emplayment History

Employment History

+ Add all your work experience detail completely
- Please ensure you select appropriate categories
+ Please upload all your Experience Cerfificates

Delete= f View/Upload Supporting File(s) (B

10 ~ records
Employer Status Employer Name Employer Address
Current Employer National Bank of Malawi malawi

Last Position Held

Invastment Banker

aircem

Search:

Supporting
Docs
Start Date Attached

07/03/2018

Showing 110 1.0f 1 entries
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4.5.2 Employment History

1. To view the Employment History, Login to the Portal with User ID and Password.
2. Click on My Profile

3. Click on Employment History

i Recruitment Portal
[ ]

) Home

£ my Profile

Personal Info*

Profile Summary
Languages®

Academic Qualifications™
Employment History
Professional Qualifications
Awards.

Skills®

References”

Attachments*

View Profile
= Jobs

& settings

javascriptviewRecord)

Siva Raju Mantena !

Home = Employment History

Employment History

+ Add all your work experience detail completely
« Please ensure you select appropriate categories
« Please upload all your Experience Certificates

Edil # m View/Upload Supporting File(s)

10 ~ records Search:

Supporting
Docs
Employer Status Employer Name Employer Address Last Position Held Start Date Attached

Showing 1 to 1 of 1 entries1 row selected
¢ 1 >

4. Select the record and click on VIEW button so you can go through all details in a
separate dialogue box.

View Employer
Ref ID*
168430

Employer Status®
Current Employer
Employer Name™

National Bank of Malawi

Employer Address
malawi

Last Position Held"

Invesiment Banker

5. To close the Record, Click on Close
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4.5.3 Edit Employment History

To Edit Employment History. Login to Portal with User ID and Password
Click on My Profile

Click on Employment History

Select the record and click on Edit.

o

Siva Raju Mantena !

J -4 Recruitment Portal

(At Home Home « Employment History
£ my Profile <
Employment History
Personal Info*

+ Add all your work experience detail completely
« Plaase ensure you selact appropriate categories.
+ Please upload all your Experience Cerfificates

Profile Summary
Languages™

Academic Qualifications”

porting File(s)

10 v records

Employment History

Professional Qualifications Search:

Awards Supporting
Docs
Employer Status Employer Name Employer Address Last Position Held Start Date Attached

Showing 110 1.0f 1 entries1 row selected

Skills*
References®
Attachments®

¢ >
View Profile !

= Jobs <

i settings

javascripteditRecord ) -

5. After clicking on EDIT, a dialogue box will show up for a data update. You can
edit the required data and click on Save Changes.

Edit Employer

Ref ID*
168430

Employer Status®
Current Employer

Employer Name™

National Bank of Malawi

Employer Address

malawi

Last Position Held*

Invaetmant Bankar
4

Save changes
-
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4.5.4 Delete Employment History

aircem

1. To Delete Employment History, Login to Portal with User ID and Password.
2. Click on My Profile

3. Click on Employment History

4. Select the record and click on Delete.

Personal Info*

Profile Summary
Languages®

Academic Qualifications®
Employment History
Professional Qualifications
Awards

Skills

References”

Attachments®

View Profile

Jobs

Settings

Employment History

+ Add all your work expenence detail completely
+ Please ensure you select appropriate categories
+ Please upload all your Experience Ceriificates

[ieve L vors Jesr Pong = evtne s i

1

0 v records

Employer Status Employer Name Employer Address
Pravious Employer Ecobank Malawi. malawi
Current Employer National Bank of Malawi malawi

Last Position Held

IT Consultant J2EE and Mobila

Apps

Investment Banker

Search:

Supporting
Docs
Start Date Attached
01/03/2022
07/03/2018

Showing 1 to 2 of 2 enfries1 row selected

javascriptcustomActionRecord(61, Delete Organization Record?)

5. After clicking on Delete, the page will show up as follows.

Personal Info*

Profile Summary
Languages®

Academic Qualifications®
Employment History
Professional Qualifications
Awards

Skills

References”

Attachments®

View Profile
Jobs

Settings

Page 32 of 71

Employment History
+ Add all your work expenence detail completely

« Please ensure you select appropriate categaries
+ Please upload all your Experience Ceriificates

[veve L ven L e Pomem veres s e

10 v records

Employer Status Employer Name Employer Address

Current Employar National Bank of Malawi malawi

Last Position Held

Invastment Banker

Profile Record delete reques! complelad
coessiully 4

Search:

Supporting
Docs
Start Date Attached
07/03/2018

Showing 110 1.0f 1 entries
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4.5.5 View/Upload Supporting files.

If an Applicant has Any number of certifications on his Employment History, He can
Upload them by using this, Method.

Login to the portal with User ID and Password.

Click on My Profile

Click on Employment History

Select the record and click on View/Upload Supporting Files

DwWwNBR

Home

Employment History
Personal Info*
+ Add all your work experience dstail completely
Profile Summary + Please ensure you select appropriate calegaries
» Please upload all your Experience Certificates
Languages”

Academic Qualifications”

R O B3

Employment History

Professional Qualifications 10 v|moors Search:
Awards Supporting
. Docs
Sl Employer Status Employer Name Employer Address Last Position Held Start Date Attached
Referenoes” Current Employer National Bank of Malawi malawi Investment Banker 0710372018
Altachments Shawing 110 1 of 1 entries1 row selected
View Profile !
Jobs
Settings

javascriptuploadExperiencefile)

5. The page will show up as follows.

Home

Current/Previous Employers - Upload New Supporting File

Personal Info*

Ref Record ID: 168430
Profile Summary

Qrganization: National Bank of Malawi
Languages”

Position Held: Investmant Banker
Academic Qualifications”

File Upload Type
Employment History pload Typ

Certificate [ v
Professional Qualifications
Supporting Document
Awards Others
Skills*
References® Current/Previous Employers - Supporting File
Attachments*
# File Uploaded At
View Profile
Jobs
Settings

6. Select the file Upload type.
7. Then click on Next.
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Current/Previous Employers - Upload New Supporting File
Personal Info*
Ref Record ID: 168430
Profile Summary
Organization: National Bank of Malawi
Languages®

Position Held: investment Banker

Academic Qualifications”
File Upload
Employment History = il
Certificate -
Professional Qualifications

Skills*
References* Current/Previous Employers - Supporting File
chments*
#® File Uploaded At
View Profile
Jobs
Settings

8. To upload supporting Documents, click on Choose file.

Current/Previous Employers - Upload New Supporting File
Personal Info*
Ref Record ID: 166430
Profile Summary
Organization: National Bank of Malawi
Languages®

Position Held: investment Banker
Academic Qualiifications”

File
Employment History e
Cenificate
fessic ualifications
Professional Qualification: File Upioad
Awards Choose Files | Mohammad png

References*

tachments®

View Profile
Jobs

Settings

9. Select the document and click on Next.
10. The result page will be displayed as follows.

Home

Employment History
Personal Info*
= Add all your work expenence detail completely
Profile Summary + Please ensure you select appropriate categories
= Please upload all your Experience Certificates
Languages®

Academic Qualifications”

Succesfully. Ref ID. 111
Employment History X

Professional Qualifications
rofessional Qualifications m Edite m RUplosd Supporting Fie(s)

Awards
10 v records Search
Skills*
References” Supporting
Docs
Attachments* Employer Status Employer Name Employer Address Last Position Held Start Date Attached
View Profile Current Employer National Bank of Malawi malawi Investment Banker 07/03/2018 1
Showing 110 1 of 1 entries
Jobs
1
Settings
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4.6 Professional Qualifications

4.6.1 Add Professional Qualifications

1. Login to Portal with User ID and Password.
2. Click on My Profile.
3. Click on Professional Qualifications.

i

Home
S My Profile

Personal Info*

Profile Summary
Languages”

Academic Qualifications™
Employment History

P '.:;J'"I al Qualifications

Awards
Skills*
References”
Aftachments®

View Profile

Jobs

Settings

hitps://rpuat.romp.com/rp/rp/rpeertifications jsp

Professional Qualifications

+ Please add all types of Certifications you have which adds value to your profile
+ You may attach any supporting documents relevant(Optianal)

5 X1 B 0 EEE]

aircem

4. Click on New

Personal Info*

Profile Summary
Languages®

Academic Qualifications*
Employment History
Professional Qualifications
Awards

Skills™

References”

Altachments*®

View Profile

Jobs

Settings

javascriptnewRecord(

5. Enter Professional Qualification details.

Page 35 of 71

10 v records Search:
Supporting
Docs
Qualification Name Award Year Awarding Board Attached
No data available in table
Showing 0 to 0 of 0 entries
Professional Qualifications
+ Please add all types of Certifications you have which adds value to your profile
* You may attach any supporting documents relevant{Optional)
o J e Vowtplad Suporig F6) B
10 v records Search:
Supporting
Docs
Awarding Board Attached

Qualification Name Award Year

No dala available in lable

Showing 0 to 0 of 0 entries

Confidential
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New Professional Qualification
Qualification Name*

Award Year®

2023

Awarding Board®

Upload Certificate Copy
| Ghoose File | No file chosen

6. Click on Save Changes
7. When you click on Save Changes, the system displays the result message.

JoL 6% Recruitment Portal
[___]

) Home Home « Professional Qualifications
£ my Profile <
Professional Qualifications
Personal Info*
» Please add all types of Certifications you have which adds value to your profile
Profile Summary = You may attach any supporting documents relevant{Optional)
Languages™

Academic Qualifications™

Edits || Detete= [l ViewUpioad Supporiing File(s) B

Employment History

10 v records Search:
Professional Qualifications
Supporting
Awards, Dots
Skills* Qualification Name Award Year Awarding Board Attached
Chartered Financial Analyst 2023 ACCAUS 1
References”
Showing 110 1 of 1 entries
Attachments*
¢ 1 >
View Profile
= Jobs <
i5h Settings ¢

IS JE
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4.6.2 View Professional Qualification

1. To view the certifications, Login to the Portal with User ID and Password.
2. Click on My Profile
3. Click on Professional Qualification.

i Recruitment Portal
[ ]

) Home

£ my Profile

Personal Info*

Profile Summary
Languages®

Academic Qualifications™
Employment History
Professional Qualifications
Awards.

Skills®

References”

Attachments*

View Profile
= Jobs

& settings

javascriptviewRecord)

Siva Raju Mantena !

Home = Professional Qualifications

Professional Qualifications

+ Please add all types of Certifications you have which adds value to your profile
« You may attach any supporting documents relevant{Optional)

[ vigra | ViewlUpload Supporiing File(s) (B

10 w records Search:
Supporting
Docs

Qualification Name Award Year ‘Awarding Board Attached

Showing 110 1.0f 1 entries1 row selected
¢ 1 >

4. Select the record and click on VIEW button so you can go through all the details
in a separate dialogue box.

View Professional Qualification
Ref ID*
96020

Qualification Name*
Chartered Financial Analyst
Award Year"

2023

Awarding Board®
ACCAUS

Supporting
Daocs

Attached”

1

5. To close the Record, click on Close.
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4.6.3 Edit Professional Qualifications

To Edit Professional Qualifications. Login to Portal with User ID and Password
Click on My Profile

Click on Professional Qualification

Select the record and click on Edit.

o

-7 Recruitment Portal Siva Raju Mantena !
=
{rt Home Home « Professional Qualifications
£ my Profile <
Professional Qualifications
Personal Info*
+ Please add all types of Certifications you have which adds value to your profile
Profile Summary = You may attach any supporting documents relevant{Optional)
Languages®

Academic Qualifications™ m m View/Upload Supporting File(s) &

Employment History

10 v records Search:
Professional Qualifications
Supporting
Awards. Docs
Skills® Qualification Name Award Year Awarding Board Attached

References” ____

Showing 1o 1 of 1 entries1 row selected
Aftachments®

View Profile
= Jobs <

i} settings

javascripteditRecord ) -

5. After clicking on EDIT, a dialogue box will show up for a data update. You can
edit the required data and click on Save Changes.

Edit Professional Qualification
Ref ID*
96020

Qualification Name™

Chartered Financial Analyst

Award Year*

2023

Awarding Board*
ACCAUS

Upload Certificate Copy

No file chosen

6. Make the changes that Required and click on Save Changes.
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1. To Delete Professional Qualification, Login to Portal with User ID and Password.

Click on My Profile

2.
3. Click on Professional Qualifications
4. Select the record and click on Delete.

Home ' ol
! y Profi
Professional Qualifications
Personal Info*
» Please add all types of Certifications you have which adds value 1o your profile
Profile Summary « You may attach any supporting documents relevant{Optional)
Languages®

Academic Qualifications”

Employment History
10 ~ records

Awards
. Qualification Name
Skills
. Java, J2EE, android
References’

Chartered Financial Analyst

X e e 2

Award Year

2023

2023

Awarding Board
ACCAUS

ACCAUS

Search:

Supporting
Docs
Attached

Attachments®

Showing 110 2 of 2 entries1 row selected

View Profile

Jabs

Settings

javascriptcustomActionRecord (60", Delete Centification Record)

5. After clicking on Delete, the page will show up as follows.

Home : o
s y Profi
Professional Qualifications
Personal Info*
» Please add all types of Certifications you have which adds value 1o your profile
Profile Summary « You may attach any supporting documents relevant{Optional)
Languages®

Academic Qualifications”

Employment History

10 v records
Professional Qualifications
Awards
. Qualification Name
Skills’
Chartered Financial Analyst
References”

R 0 73 ) )

Award Year

2023

Awarding Board

ACCAUS

Profile Record delete reques! complelad
successfuly

Search:

Supporting
Docs
Attached

Showing 110 1 of 1 entries
Attachments®

View Profile
Jabs

Settings
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If an Applicant has Any number of extra certifications on his Professional Qualifications,

He can

DwWwNBR

Upload them by using this, Method.

Login to the portal with User ID and Password.

Click on My Profile

Click on Professional Qualifications

Select the record and click on View/Upload Supporting Files

Home
Professional Qualifications
Personal Info*
+ Please add all types of Cerlifications you have which adds value to your profile
Profile Summary * You may attach any supporting documents relevant{Optional)

Languages”

Academic Qualifications™ m m Edit# View/Upload Supporting File(s) (&

Employment History
1 v records Search:
Supportin
Awards pporting
Docs
Skils* Qualification Name Award Year Awarding Board Attached
Chartered Financial Analyst 2023 ACCAUS 1
References”
Showing 110 1.0f 1 entries1 row selected
Attachments*
1
View Profile
Jobs
Settings

javascriptuploadCertificatefileq)

5. The page will be displayed as follows.

Professional Qualifications - Upload New Supporting File

Certification Name: Chartered Financial

Analyst

Certified On:

File Upload Type

Certificate [ v

Supporting Document
Others |

Professional Qualifications - Supporting File

Settings

6.
7.

# File Uploaded At

Certificate 26 Jul 2023 09:37:07

Select the file Upload type.
Click on next.
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Profile Summary
Languages®

Academic Qualifications”
Employment History

Professional Qu

Awards

Skills*

References”

Attachments®

View Profile

Jobs

etings

Recruitment Portal
User Guide

Professional Qualifications - Upload New Supporting File
Ref Record ID: 96020

Certification Name: Chartered Financial

Analyst
Certified On:

File Upload Type

Certificate -

Professional Qualifications - Supporting File

# File Uploaded At

1 Certificate 26 Jul 2023 09:37:07

8. To upload supporting Document, click on Choose file.

Home

Personal Info®
Profile Summary
Languages®

Academic Qualifications”
Employment History

Prot Yl €

Awards

Skills™

References
Attachments®

View Profile

Jobs.

Settings

Professional Qualifications - Upload New Supporting File

Ref Record ID: 95020

Certification Name: Chartered Financial
Analyst

Certified On:

File Type

Certficate

File Upload
Choose Files | Mohammad png

9. Select the document and click on Next.
10. The result page will be displayed as follows.

Personal Info*
Profile Summary
Languages®

Academic Qualifications”
Employment History

Pr

References®
Attachments®

View Profile
Jabs

Settings

Page 41 of 71

Professional Qualifications

+ Please add all types of Certifications you have which adds value to your profile
+ You may attach any supporting documents relevant(Optional)

jed Succe

spporting File L

lly. Ref 101

[veva J s T cois s voinons svermn o2

10 v records
Qualification Name Award Year Awarding Board
Chartered Financial Analyst 2023 ACCAUS

aircem

Search:

Attached

Showing 1101 of 1 ent
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4.7.1 Add New Awards

1. Login to Portal with User ID and Password.
2. Click on My Profile.
3. Click on Awards

Personal Info*

Profile Summary
Languages®

Academic Qualifications™
Employment History
Professional Qualifications
4@

Skills

References”

Attachments*

View Profile

Jobs

Settings

Awards

+ Please add all types of Awards you have which adds value 10 your profile
+ You may attach any supporting documents relevant(Optional)

[veva L v | e Jomem] v sesemisesa]

aircem

4. Click on New.

Personal Infc"

Profile Summary
Languages”

Academic Qualifications*
Employment History
Professional Qualifications

Aw

Skills™
References”
Aftachments®

View Profile

Jobs

Settings

javascriptnewRecord(

10 ~ records Search:
Supporting
Docs
Award Name Award Year Awarding Board Attached
No data available in table
Showing 0 to 0 of 0 entries
Awards
+ Please add al types of Awards you have which adds value to your prafile
* You may attach any supporting documents relevant{Optional)
m Edit# View/Upload Supporting File(s) B
10 ~ records Search:
Supporting
Docs
Award Name Award Year Awarding Board Attached

No dala available in lable

Showing 0 to 0 of 0 entries

5. Enter the Award Details.
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New Award
Award Name™

Award Year®

2023

Awarding Board®

Upload Certificate Copy
| Ghoose File | No file chosen

6. Click on Save Changes
7. When you click on Save Changes, the system displays the result message.

JoL 6% Recruitment Portal
[___]

{rr Home Home « Awards
£ my Profile <
Awards
Personal Info*
+ Please add all types of Awards you have which adds value 10 your profile
Profile Summary = You may attach any supporting documents relevant{Optional)
Languages™

Academic Qualifications™

Edits || Detete= [l ViewUpioad Supporiing File(s) B

Employment History

10 v records Search:
Professional Qualifications
Supporting
Awards Dots
Skills® Award Name Award Year Awarding Board Attached
Best Employee Award 2021 National Bank of Malawi 1
References”
Showing 110 1 of 1 entries
Attachments*
¢ 1 >
View Profile
= Jobs <
i5h Settings ¢

IS JE
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4.7.2 View Awards

1. To view the Awards, Login to the Portal with User ID and Password.
2. Click on My Profile
3. Click on Awards

i Recruitment Portal
[ ]

) Home

£ my Profile

Personal Info*

Profile Summary
Languages®

Academic Qualifications™
Employment History
Professional Qualifications
Awards

Skills®

References”

Aftachments®

Siva Raju Mantena !

Home « Awards

Awards

+ Please add all types of Awards you have which adds value 10 your profile
« You may attach any supporting documents relevant{Optional)

m ViewlUpload Supporiing File(s) (B

10 w records Search:

Supporting
Docs
Award Name Award Year Awarding Board Attached

Showing 110 1.0f 1 entries1 row selected

¢ 1 >

View Profile
= Jobs <

& settings

javascriptviewRecord) -

4. Select the record and click on VIEW button so you can go through all the details
in a separate dialogue box.

View Award
Ref ID*
96398

Award Name*
Best Employee Award
Award Year"

2021

Awarding Board®

National Bank of Malawi

Supporting
Daocs

Attached”

1

5. To close the Record, Click on Close
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4.7.3 Edit Awards

Click on My Profile
Click on Awards

o

J -4 Recruitment Portal

{rt Home Home « Awards
£ my Profile <
Awards
Personal Info*

Recruitment Portal
User Guide

To Edit Awards. Login to Portal with User ID and Password

Select the record and click on Edit.

+ Please add all types of Awards you have which adds value 10 your profile

Profile Summary
Languages®
Academic Qualifications”
Employment Histor

pleym g 10 v records
Professional Qualifications
Awards

Award Name

Skills*

References®

+ You may attach any supporting documents relevant(Gptional)

Award Year Awarding Board

Showing 1o 1 of 1 entries1 row selected

Attachments®
View Profile
= Jobs <

i settings

javascripteditRecord()

¢ 1 >

aircom

Siva Raju Mantena !

Search:

Supporting
Docs
Attached

5. After clicking on EDIT, a dialogue box will show up for a data update. You can
edit the required data and click on Save Changes.
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Edit Award
Ref ID*
96398

Award Name™

Best Employee Award

Award Year*

2021

Awarding Board®

National Bank of Malawi

Upload Certificate Copy

No file chosen

Savychanges

Confidential




4.7.

1. To Delete Awards, Login to Portal with User ID and Password.

4 Delete Awards

Click on My Profile

2.
3. Click on Awards
4. Select the record and click on Delete.

Recruitment Portal
User Guide

* Please add all types of Awards you have which adds value 1o your profile

Home e
Profile
Awards
Personal Info*
Profile Summary
Languages®

Academic Qualifications”

Employment History

= You may attach any supporting documants relevant{Optional)

aircem

Search:

Supporting
Docs
Attached

10 v records
Professional Qualifications
Awards
Skills® Award Name Award Year Awarding Board
. Best Employee Award 2023 ACCAUS
References
Best Employee Award 2021 National Bank of Malawi
Attachments*
Showing 110 2 of 2 entries1 row selected
View Profile s
Jobs
Settings

javascriptcustomActionRecord (59, Delete Award Record)

5. After clicking on Delete, the page will show up as follows.

Home Home = Awards

Awards

Personal Info*

Profile Summary

* Please add all types of Awards you have which adds value 1o your profile

Languages”

Academic Qualifications”

Employment History

= You may attach any supporting documants relevant{Optional)

R O B £ e

Award Year

2021

Awarding Board

National Bank of Malawi

iccessfully

Search:

Supporting
Docs
Attached

Profile Record delete reques! complelad

10 v records
Professional Qualifications
Awards
Award Name
Skills*
Best Employee Award
References”
Showing 110 1 of 1 entries
Attachments®
View Profile
Jobs
Settings
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If an Applicant has Any number of Extra certifications on his Awards, He can Upload

them by using this, Method.

Click on My Profile
Click on Awards

DwWwNBR

Home
Awards
Personal Info*
+ Please add all types of Awards you have which adds value to your profile
Profile Summary * You may attach any supporting documents relevant{Optional)

Languages”

Academic Qualifications” w m Edit# View(LIpload Supporting File(s) (&

Employment History

Login to the Portal with User ID and Password.

Select the record and click on View/Upload Supporting Files

1 v records Search:
Professional Qualifications
Supporting
Docs
Skils* Award Name Award Year Awarding Board Attached
Best Employee Award 2021 National Bank of Malawi
References”

Showing 110 1 of 1 entries
Attachments*

View Profile

Jobs

Settings

javascriptuploadAwardFile()

5. The result page will show up as follows.

Home

Awards - Upload New Supporting File

Personal Info*

Ref Record ID: 96398
Profile Summary

Award Name: Best Employee Award
Languages®

Awarded On:
Academic Qualifications”

File Upload Type
Employment History pload Typ

Centificate -
Professional Qualifications
Supporting Document H
b Others
Skills*
References® Awards - Supporting File
Attachments*
# File Uploaded At
View Profile
Ceriificate 26 Jul 2023 10:05:25
Jobs
Settings

6. Select file Upload type.
7. click on Next.

Page 47 of 71

Confidential




Recruitment Portal .
aircom

User Guide

Home :

Awards - Upload New Supporting File
Personal Info*
Ref Record ID: 96398

Profile Summary
Award Name: Best Employes Award

Languages*

Awarded On:
Academic Qualifications*

File Upload
Employment History P Type

Centificate ~

Professional Qualifications

Skills*
References” Awards - Supporting File
Attachmer
# File Uploaded At
View Profile
1 Certficate 26 Jul 2023 10:05:25

Jabs

Settings

8. To upload supporting Document, click on choose file.

Home :

Awards - Upload New Supporting File
Personal Info™
f Record ID: 96398

Profile Summary
Award Name: Best Employee Award

Languages*
Awarded On:
Academic Qualifications*
File
Employment History Type
Certificate
rofessional Quallfications
P nal Qualification: File Upload

Choose Files | Mohammad png

References®

tachments®

View Profile
Jobs

Settings

9. Select the Document and click on Next.
10. the result screen will show up as follows.

Home o

Awards
Personal Info”
+ Please add all types of Awards you have which adds value o your profile
nts relevant{Optional)

Profile Summary * You may attach any supporting docs
Languages®
asfully. Ref ID-116

Academic Qualifications* Supporting Fil Uploadad St

Employment History

Protessional Gualiications =] IR Vierrion Suppctna Flede) B

10~ records Search

Skills®
Supporting

Reference Docs

Award Name Award Year Awarding Board Attached
Attachments*

Best Employes Award 2021 Mational Bank of Malawi 1
View Profile

Showing 1 1o 1 of 1 entries
Jabs “ J

Settings
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4.8.1 Add New Skills

1. Login to Portal with User ID and Password.
2. Click on My Profile.
3. Click on Skills

Home

Personal Info*

Profile Summary
Languages®

Academic Qualifications™
Employment History
Professional Qualifications
Awards

8
References”

Aftachments®

View Profile

Jobs

Settings

hitps://rpuat.romrp.com/rp/rp/rpskillsjsp

Skills

+ Please add all types of Skills you have which adds value to your profile
+ You may attach any supporting documents relevant(Optianal)

[veve L ven L et Pomem veres s e

aircem

4. Click on New

Personal Info™

Profile Summary
Languages”

Academic Qualifications*
Employment History
Professional Qualifications
Awards

Skills’
References”

Aftachments®

View Profile

Jobs

Settings

javascriptnewRecord(

10 v records Search:
Supporting
Docs
Skill Name Skill Category Attached
No data available in table
Showing 0 to 0 of 0 entries
Skills
+ Please add all types of Skills you have which adds value to your profile
* You may attach any supporting documents relevant{Optional)
m Edit# View/Upload Supporting File(s) (&
10 v records Search:
Supporting
Docs
Skill Name Skill Category Attached

No dala available in lable

Showing 0 to 0 of 0 entries

5. Enter the Skills.
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New Skill

Skill Name™

Skill Category”
Computer

Saye changes
"

6. Click on Save Changes

aircom

7. When you click on Save Changes, the system displays the result message.

& Recruitment Portal

=
(] Home Home » Skills
£ my Profile <
Skills
Personal Info*

» Please add all types of Skills you have which adds value 10 your profile

Profile Summary = You may attach any supporting documents relevant{Optional)

Languages”

View/Upload Supporting File(s) (B

Academic Qualifications™

Employment History

10 v records Search:
Professional Qualifications
‘Supporting
Awards. Docs
— Skill Name Skill Category Attached
accounting Finance
References”
Shawing 1o 1 of 1 entries
Attachments®
¢ 1 >
View Profile
= Jobs <
i5h Settings

IS JE
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4.8.2 View Skills

1. To view the Skills, Login to the Portal with User ID and Password.
2. Click on My Profile
3. Click on Skills

” Recruitment Portal Siva Raju Mantena !
=
{nl Home Home « Skills
£ my Profile <
Skills
Personal Info*
» Please add all types of Skills you have which adds value 10 your profile
Profile Summary * You may attach any supporting documents relevant{Optional)
Languages®

Academic Qualifications” m View/Upload Supporting File(s) (B

Employment History

10 v records Search:
Professional Qualifications
‘Supporting
Awards. Docs
Skills® Skill Name Skill Category Attached
leadership and team management Management
References”
Android Technical
Attachments*
J2EE Technical
View Profile
java Technical
b Settings < Showing 110 5 of 5 entries1 row selected
javascriptviewRecord() < 1 > B

4. Select the record and click on VIEW button so you can go through all details in a
separate dialogue box.

View Skill
Ref ID*
480708

Skill Name*

accounting

Skill Category™

Finance

Supparting

5. To close the Record, Click on Close
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4.8.3 Edit Skills

To Edit Skills. Login to Portal with User ID and Password
Click on My Profile

Click on Skills

Select the record and click on Edit.

o

Jol42% Recruitment Portal Siva Raju Mantena !

{nt Home Home « Skills

£ my Profile <
Skills

Personal Info*
» Please add all types of Skills you have which adds value 10 your profile
Profile Summary = You may attach any supporting documents relevant{Optional)

Languages”

P— [+ Jroota= vewtrwos savrens @

Employment History

10 ~ records Search:

Professional Qualifications
‘Supporting

Awards. Dooe
Skills® Skill Name skill Category Attached

leadership and team management Management
References”

Android Technical
Attachments*

J2EE Technical
View Profile

java Technical

© settings ¢ Showing 110 5 of 5 entries1 row selected
javascripteditRecord ) ¢ 1 > .

5. After clicking on EDIT, a dialogue box will show up for a data update. You can
edit the required data and click on Save Changes.

Edit Skill
Ref ID*
480708

Skill Name™

accounting

Skill Category™
Finance
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1. To Delete Skills, Login to Portal with User ID and Password.
Click on My Profile

2.
3. Click on Skills
4. Select the record and click on Delete.

Profile Summary
Languages"

Academic Qualifications™
Employment History
Professional Qualifications
Awards

References”

Attachments*

View Profile

Jobs

Settings

Logout

* Please add all types of Skills you have which adds value to your profile
« You may attach any supporting documents relevant(Optional)

o e

10 v records

Skill Name Skill Category
leadership and team management Management
Android Technical
J2EE Technical
java Technical
accounting Finance

Search:

Supporting
Docs
Attached

Showing 110 5 of 5 entries1 row selected

2023 © Powered by Aircom Ltd | Licensed to: Reserve Bank of Malaw:

javascript:customActionRecord (‘57" Delete Skill Record?)

5. After clicking on Delete, the Page Will show up as follows.

Personal Info*

Profile Summary
Languages®

Academic Qualifications®
Employment History
Professional Qualifications
Awards

Skills”

References®
Attachments®

View Profile
Jobs

Settings

Page 53 of 71

Skills

* Please add all types of Skills you have which adds value 10 your profile
= You may attach any supporting documants relevant{Optional)

R O B £ e

10 ~ records

Skill Name Skill Category
Android Technical
J2EE Technical
java Technical
accounting Finance

iccessfully

Search:

Supporting
Docs
Attached

Profile Record del

Showing 110 4 of 4 entries
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4.8.5 View/Upload Supporting Files

aircem

If an Applicant has Any number of Extra certifications on his Skills, He can Upload them

by using this, Method.

Click on My Profile
Click on Skills

D wWNBR

Login to the portal with User ID and Password.

Home
Skills
Personal Info”
+ Please add all types of Skills you have which adds value 1o your profile
Profile Summary + You may attach any supporting documents relevant(Optional)

Languages”

IR —— [vowcy | vows | ot

Employment History

View/Upload Supporting File(s) (B

Skill Category
Technical
Technical
Technical

Finance

Supporting
Docs
Attached

Select the record and click on View/Upload Supporting Files

Search:

1 v records
Professional Qualifications
Awards
Skill Name
Android
References”
2EE
Attachments*
java
View Profile
accounting
Jobs Shawing 110 4 of 4 entries1 row selected
Settings

javascriptuploadSkillFile()

5. The following page will be displayed as follows.

Home

Skills - Upload New Supporting File

Personal Info*

Ref Record ID: 480711
Profile Summary

SKill: Android
Languages”

Level:
Academic Qualifications”

File Upload Type
Employment History pload Typ

Certificate .

Professional Qualifications
Supporting Document
Awards Others

References® Skills - Supporting File
Attachments*
# File
View Profile
Jobs
Settings

6. Select file upload type.
7. Click on next.
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Personal Info”
Profile Summary
Languages*

Academic Qualifications™

Employment History

Professional Guall

Awards

References®

Attachments®

View Profile

Jobs

Recruitment Portal .
aircom

User Guide

Skills - Upload New Supporting File
Rel Record ID: 450711
Skill: Android
Level:

File Upload Type

Skills - Supporting File

" Flie Uploaded At

8. To upload supporting document, click on choose file.

Home

file

Personal Info”
Profile Summary
Languages®

Academic Qualifications®
Employment History
Professional Qualifications

Awards

References”

Attachmer

View Profile

Jobs

Settings

Skills - Upload New Supporting File
Ref Record ID: 480711
Skill: Android
Level:

File Type
Certificate
File Upload

Choose Files | Mohammad png

9. Select the document and click on Next.
10. The result will Show up as follows.

l

Home

| My Profile

Personal Info"

Profile Summary
Languages®

Academic Qualifications”
Employment History
Professional Qualifications
Awards

Skills’
References”

Attachments*

View Profile

Jobs

Settings

Page 55 of 71

Skills

« Please add all types of Skills you have which adds value to your profile
* You may attach any supporting documents relevant{Optional)

Supporting Fils Uploaded Succesfully. Ref 10:117

Y X B ) e

10 + records Search:
Supporting
Docs

Skill Name Skill Category Attached

Android Technical 1

J2EE Technical o

java Technical 0

accounting Finance 0

Showing 110 4 of 4 entries
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4.9 References

4.9.1 Add New References

1. Login to Portal with User ID and Password.
2. Click on My Profile.
3. Click on References

References
Personal Info*
» Please add all types of References you have which adds value to your profile
Profile Summary * You may attach any supporting documents relevant{Optional)
Languages”

Academic Qualifications” m View/Upload Supporting File(s) (B

Employment History

10 ~ records Search:
Professional Qualifications
Supporting
Award!
wards Doas
Skills® Ref Type Name Role Postal Address Organization Mobile Email Attached
No data available in table
Referencesi,

Showing 0 to 0 of 0 entries
Aftachments®

View Profile

Jobs

Settings

4. Click on New

References
Personal Info*
+ Please add all types of Relerences you have which adds value to your prafile
Profile Summary * You may attach any supporting documents relevant{Optional)
Languages®

P — [0+ Ve SupornFo1 B

Employment History

10 v records Search:
Professional Qualifications
Supporting
Awards Docs
Skils* Ref Type Name Role Postal Address Organization Mobile Email Attached

: No dala available in lable
References’

Showing 0 to 0 of 0 entries
Aftachments®

View Profile

Jobs

Settings

javaseriptnewRecord() -

5. Enter the References.
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New Reference

Ref Type®

Current Employer

Name”

Postal Address”

6. Click on Save Changes
7. When you click on Save Changes, the system displays the result message.

JoL 6% Recruitment Portal
[___]

{nl Home Home = References
£ my Profile <
References
Personal Info*
+ Please add all types of References you have which adds value 1o your profile
Profile Summary = You may attach any supporting documents relevant{Optional)
Languages™

Academic Qualifications™

Edits || Detete= [l ViewUpioad Supporiing File(s) B

Employment History

10 v records Search:
Professional Qualifications
‘Supporting
Awards, Docs
Skills” Ref Type Name Role Postal Address Organization Moabile Email Attached
Current Employer Peter Admin malawi National Bank of Malawi 265812188588 peterg@gmail com
References”
Current Employer Peter Admin malawi National Bank of Malawi 265812188588 peter@gmail com
Attachments*
Showing 110 2 of 2 entries
View Profile
< 1 >
= Jobs <
i5h Settings ¢

IS JE
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4.9.2 View References

1. To view the References, login to the Portal with User ID and Password.
2. Click on My Profile
3. Click on References

” Recruitment Portal Siva Raju Mantena !
=
{rr Home Home « References
£ my Profile <
References
Personal Info*
+ Please add all types of References you have which adds value 1o your profile
Profile Summary * You may attach any supporting documents relevant{Optional)
Languages®

Academic Qualifications” m View/Upload Supporting File(s) (B

Employment History

10 v records Search:
Professional Qualifications
‘Supporting
Awards, Docs
Skills® Ref Type Name Role Postal Address Organization Mobile Email Attached
Current Employer Peter Admin malawi National Bank of Malawi 265812188560 peter@gmail com
Attachments*
Showing 1 to 2 of 2 entries1 row selected
View Profile
< 1 >
= Jobs <
i5h Settings
javascriptviewRecord() -

4. Select the record and click on VIEW button so you can go through all the details
in a separate dialogue box.

View Reference
Ref ID*
48309

Ref Type*
Current Employer

Postal Address”

malawi

5. To close the Record, click on Close.
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4.9.3 Edit References

o

€% Recruitment Portal
At Home
£ my Profile

Personal Info*

Profile Summary
Languages®

Academic Qualifications”
Employment History
Professional Qualifications
Awards

Skills*

References”

Attachments*

View Profile
= Jobs

i settings

javascripteditRecord()

To Edit References. Login to Portal with User ID and Password
Click on My Profile

Click on References

Select the record and click on Edit.

Siva Raju Mantena !

Home « Relerences

References

+ Please add all types of References you have which adds value 1o your profile
« You may attach any supporting documents relevant(Optional)

10 ~ records Search:
‘Supporting
Docs

Ref Type Postal Address Organization Maobile Email Attached

Current Employer Peter malawi National Bank of Malawi 265812188588 peter@gmail com

Showing 1 1o 2 of 2 entries1 row selected

5. After clicking on EDIT, a dialogue box will show up for a data update. You can
edit the required data and click on Save Changes.
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Edit Reference
Ref ID*
48309

Ref Type*
Current Employer

Postal Address”

malawi
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4.9.4 Delete References

aircem

1. To Delete References, Login to Portal with User ID and Password.
2. Click on My Profile

3. Click on References

4. Select the record and click on Delete.

Personal Info*

Profile Summary
Languages®

Academic Qualifications®
Employment History
Professional Qualifications
Awards

Skills

References’

Attachments®

View Profile

Jabs

Settings

References

» Please add all types of References you have which adds value to your profile
= You may attach any supporting documants relevant{Optional)

8 O 7 £ )

10 ~ records

Ref Type Name Role Postal Address Organization
Current Employer Peter Admin malawi National Bank of Malawi
Current Employer Peter Admin malawi National Bank of Malawi

Search:
Supporting
Docs
Email Attached
peter@gmail com

peterg@gmail com

Showing 110 2 of 2 entries1 row selected

javascriptcustomActionRecord (113, Delete Reference Record’)

5. After clicking on Delete, the page will show up as follows.

Home

@ 2= v —

Search

Supporting
Docs

2023 ® Powersd by Arcom Lt | Licensed to: Reserve Bank of Malawl
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Ret Type Last Name First Name Title Organization Ausched
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4.9.5 View/Upload Supporting Files

aircem

If an Applicant has Any number of certifications on his References, He can Upload them
by using this, Method.

DwWwNBR

Home

Personal Info”

Profile Summary
Languages”

Academic Qualifications”
Employment History
Professional Qualifications
Awards

Skills™

Attachments®

View Profile

Jobs

Settings

javascriptuploadReferencefile(

References

Login to the Portal with User ID and Password.
Click on My Profile

Click on References
Select the record and click on View/Upload Supporting Files

+ Please add all types of Relerences you have which adds value to your prafile

+ You may attach any supporting do

=8 X B2

10 ~ records

Ref Type Name Role
Current Peter Admin
Employer

cuments relevant(Optional)

View/Upload Suppigting File(s) &

Postal Address Organization
National Bank of Malawi NBM Towers 7 Henderson Street PO Box 945. National Bank of
Blantyre Malawi Tel: (+265) 1 820622 Fax:(+265) 1 820 606 Malawi

Supporting
Docs
Attached

265812188588 peter@gmailcom 0

Showing 110 1 of 1 entries1 row selected

5. . The following page will show up as follows.

Home

Personal Info”

Profile Summary
Languages”

Academic Qualifications”
Employment History
Professional Qualifications
Awards

Skills™

Attachments®

View Profile

Jobs

Settings

References - Upload New Supporting File

Ref Record ID: 48307
Reference Type: Current Employer
Occupation:

File Upload Type

Certificate

Certificate

Supporting Document

References - Supporting File

# File

Uploaded At

6. Select file Upload type and
7. Click on Next.
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Personal Info*

Profile Summary
Languages®

Academic Qualifications®
Employment History
Professional Qualifications

Awards

Attachments*

View Profile

Jobs

Settings

8. To upload the supporting document, click on Choose file.

Home

Personal Info®
Profile Summary
Languages*

Academic Qualifications®
Employment History

Professional Qualifications

Awards

Skills”

Attachments®

View Profile

Jobs.

Settings

Recruitment Portal
User Guide

References - Upload New Supporting File

Ref Record I

8307

Reference Type: Current Employer
Occupation:

File Upload Type

Certificate -

| cnce I o

References - Supporting File

Uploaded At

References - Upload New Supporting File

Ref Record ID:

8307
Reference Type: Current Employer
Occupation:

Flle Type

Certificate

File Upload
Choose Files | Mohammad ¢

9. Select the Document and click on Next.
10. The result screen will show up as follows.

Personal Info”

Profile Summary
Languages”

Academic Qualifications™
Employment History

Professional Qualifications

Awards

Attachments®

View Profile
Jobs

Settings

Page 62 of 71

References

« Please add all types of References you have which adds value lo your profile

* You may attach any supporting documents relevant{Optional)

Supparting File Uploaded

2 X B2 5 S ey

10 ~ records

Ref Type Name Role Postal Address
Gurrent Peter Admin  National Bank of Malawi NBM Towers 7 Henderson Street P.O Box 845
Employer Blantyre Malawi Tel: (+265) 1 820622 Fax (+265) 1 820 606

ccesfully. Ref ID:107 [y

Organization

Watienal Bank of
Malawi

aircem

Siva Raij

R ?_

Search:

Mobile Email Attached

265812188588  peler@@gmail com 1

Showing 110 1.6f 1 entries
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5. Attachments

In Attachment Applicants can attach their CV, National ID, Etc.

Login to Portal with User ID and Password.

Click on My Profile.

Click on Attachments

To add attachments, click on File Upload Type.

A WNHRH

Personal Info*

Profile Summary

Languages

Upload New Attachment

File Upload Type

ov v
Awards
References”
# Attachments
fiew Profi
# File Uploaded At

5. The page will show up as follows.

Notes

Languages"

nic Qualifications”

Upload New Attachment

File Upload Type
cv e

National ID
Passport

Drivers License
Masters Certificate

References"
Academic Certificate
Atl Others
iew Profile .
# File Uploaded At
Jot
Settings

6. Select the file that needs to be uploaded and click on Next.
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Home

Profile Summary
Languages®
Academic Qualifications*

Employment History

Professional Quali
Awards
Skills*

References”

View Profile

Jobs

Settings

Recruitment Portal
User Guide

Upload New Attachment
File Type
cv
File Upload
Choose Files | Mohammad png

7. Choose file and click on Next.
8. The result page will show up as follows.

[

Home

Personal Info™

Profile Summary
Languages®

Academic Qualifications*
Employment History
Professional Qualifications
Awards

Skills®

References”

View Profile
Jobs

Settings

Page 64 of 71

Notes

+ Any individual files like academic certificates, experience certificates, awards, skills, please upload them in corresponding tab

« Please upload Your CV, D Cards for validation purposes
« Please upload any other Supporting Documents that adds value to your profile

Upload New Attachment

ily. Ref 1D:108

Upload completed Successf

File Upioad Type

cv v

Attachments

# File Uploaded At

1 cv 26 Jul 2023 122128

aircem
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6.View Profile

On the View Profile Page, Applicants can view their profile, which was built using the
data they provided.

1. Login to Portal with User ID and Password.
2. Click on My Profile.
3. Click on View Profile

1. PERSONAL INFORMATION

= 2. PROFILE SUMMARY
e = et
5 PROFESSIONAL QUALIFICATIONS
Pr—— Amsasing Bosrd Supporting File(s)
IARD:
wwae s v Awsra By » 1
SKILL
or pporting Fosts)
P
3 REFERENCES
A Type Hame Rose . Supprting Filels
CoestEnicrer Pt 4 o
[
TACHMENT:
e Uploaded At
— e
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In this Job Field, Applicants can find the jobs which are in Open Status. So, for those
jobs, Applicants can apply.

1. To apply for jobs that are in open status click on Jobs.

Home
My Profile
+H
Settings.

Logout

javascript:

Open Jobs
15 ~ entries
Job Code Job Title

Manager
SENIOR ANALYST

WEBMASTER AND E-BUSINESS ANALYST

SUPPORT & DATA CENTRE OFFICER

TECHNICIAN, GURRENCY SERVIGES

) LEGAL OFFICER

EXAMINER

CURRENCY SORTER

4 CURRENCY ACCOUNTING ASSISTANT

TECHNICIAN, ELECTRICAL AND MECHANICAL
EQUIPMENT

2. Then click on Open Jobs.

Home

My Profile

pen Jobs g

My Application Status

Settings

Logout

Open Jobs

Code Job Title
Human Resource Trainaee
IT Consuitant J2EE and Mobile Apps
SECURITY INSPECTOR
SITE ENGINEER
Executive Secretary of COMESA Clearing House (Grade
P5)

ADMINISTRATIVE ASSISTANT

SENIOR ANALYST, INVESTIGATIONS

1 VAULTS ASSISTANT

GENERAL FITTER

TECHNICIAN, ELECTRICAL AND MECHANICAL

3. The page will show up as follows.

Home

My Application Status

Settings

Loge
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Open Jobs

15 ~ enties
[
Job Code Job Title
Manager

SENIOR ANALYST

WEBMASTER AND E BUSINESS ANALYST

SUPPORT & DATA CENTRE OFFICER

TECHNICIAN, CURRENGY SERVIGES
LEGAL GFFIGER

EXAMINER

CURRENGY SORTER

CURRENGY ACCOUNTING ASSISTANT

TECHMICIAN, ELECTRICAL AND MECHANICAL
EQUIPMENT

Search
Last Date
Desired Education tor Application Status
Manage 28007/2023 open
Must po: a Bachelor of Law (Henet 08/08/2023 open
Must possess a Bachelor?s Degraa in Computer Sciance / Infarmation 081082023 Open
Tecnnology
Must possess a Bachelor?s Degree in Computer Studies / Information 2m07/2023 open
Technology
Must possess MSGE plus a City & Guilds Diploma in Electrical & Electronics 3000772023 Open
Must possess a Bachelor of Law (Honours): 041082023 open
Must possess a Bachelor?s Degra in Accountancy / Finance / Economics 3000772023 open
Must possess a Malawi School Certificate of Education (MSCE) 2410772023 Open
Must possess a Malawi School Certificate of Educaton (MSCE) 021082023 open
MSCE pius an ElectricalEngineering City & GuildsCertiicate Part3or Diplomain 26007/2023 open
ElactricalEnainssnina =
Last Date
for
Desired Education Application Status
Bachelor Degree 311072023 Open
B Tech or Higher 04/08/2023 Open
Must possess MSCE plus formal securily training with recognized institutions 2710772023 Open
Must possess a BachelorofScience degre in either Electrical, Mechanicaloroter related  31/07/2023 Open
engineering
Have al least master?s degrea in eiher Economics of Business Administration of Finance  04/08/2023 Open
and Banking
Holders of Advanced Diploma in Secretarial ManagemenyStudies from reputable 2710712023 Open
insttutions
Holders of Bachelor?s Degree in Forensic Accounting/Accounting! Auditing! Business 08/08/2023 Open y
Administration
Must possess a Malawi School Cenificate of Education (MSCE). 3010772023 Open
Musthave Syears industrial experience in busy machine shop and knowledge of fabrication  30/07/2023 Open
and welding
MSCE plus an ElectricalEngineering City & GuildsCertificate Part3or Diplomain 26/07/2023 Open | A -
Searen:
Last Date
Desired Education for Application Status
Manager 28/0712023 Open
MUSt pOSSE5S 8 BaCNeIor of Law (HONOUrS): 08082023 open
Must poszess a Bachelor?s De n Computer Scence / Infarmation 0082023 Open
Technolooy.

puter £ Information

Must possess a Bach
Tachnalogy

Must possess MSCE plus 3 City & Gullds Diplom,

Must pussess 4 Bachelor of Law (Honours),

MUSE pOB865% & BAChSIOr?S Deares in ACCount
Must possess a Malawi School Gertificate of Education (MSGE)
Must pussess o Malawi School Gartificate of Education (MSGE)

rficate Pandor L

ricst & Elactronics

open
30/0712023 open
040812 Open
30/07/2023 open

open

open
26/07/2023 Open
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4. Applicant can Apply for their Interested job Code By Click on Apply

1 Jok
v entries Search:
Job Code Job Title Desired Education for Application Status
- 3 GINE
5. The page will show up as follows.
2
Gy
2

o
=]
o
©
o
(-]
©
o
(-]

[-]

o

,,,,,, (-]

6. Applicants can Save their Application by Clicking on Save.
7. The result screen will show as follows.
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) U0 YOU T1EVE VA WOTK FITTILION TI6XU 2 TSRS i MAiawi ¢ Yo .
7 Are you wiling to undertake a drug test as part of this hiring process? Yes S
8 Are you wiling to undergo a background check as part of this hiring process? Ve .
9 Do you have 2 years of relevant experience as an oficer? e &

[oee [ e

Apply for Job

1 declare that all the information provided in this system, profile and application s true and accurate to the best of my knowledge. | understand that any misrepresentation or omission of matetial

fact may result in my disqualification for employment or, if employed, may resuit in termination of my employment

Submit my application

2023 © Powered by Aircom Lid | Licensed to- Reserve Bank of Malawi

8. Click On Check Box to Accept the Declaration of Applicant. (* mandatory)
9. Click on Submit my application.
10. The result screen will show as follows.

Home ' -
My Profile
- Your application for Job Code: 50036 has been submitted. Ref ID:10826
en Jobs Open Jobs
My Application Status
15 v entries Search
Settings
Last Date
Logout Job Code Job Title Desired Education for Application Status
Manager Manager 28/07/2023 Open
SENIOR ANALYST Must possess a Bachalor of Law (Honours) 08/08/2023 Open
WEBMASTER AND E-BUSINESS ANALYST Must possess a Bachelor?s Degree in Computer Science / Information 06108/2023 Open
Technology
SUPPORT & DATA CENTRE OFFICER Must possess a Bachelor?s Degree in Computer Studies / Information 28107/2023 Open
Technology
TECHNICIAN, GURRENCY SERVICES Must possess MSCE plus a Gity & Guilds Diploma in Electrical & Electronics 30107/2023 Open
LEGAL OFFICER Must possess a Bachelor of Law (Honours) 04108/2023 Open
EXAMINER Must possess a Bachelor?s Degree in Accountancy / Finance / Economics 30107/2023 Open
CURRENCY SORTER Must passess a Malawi School Certificate of Education (MSCE) 2410772023 Open
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In this area, applicants can view the status of their application at which level it was
present. If the status is updated, the applicant will receive an email and the status will
also change on this page. Applicants can visit this page at any time.

1. To check the application status, click on my Application Status.

Job Designation

Human Resource Trainee

Job Description

Human

Resourc

@ Trainee will work on Job Posting Creatior

Application Date

26 Jul 2023 12:37.04

Search:

Application Status

2. The page will show up as follows.

Job Designation

Human Resource Trainee

Job Description

Human

Resource

Trainee will work on Job Posting Creation

Application Date

26 Jul 2023 12:37.04

Search:
Application Status
Submitted

Hor
My Profile
My Application Status
v entries
Open Jobs
# Job Code
1
Settings
Showing 1o 10f 1 entries
Logout
2023 © Powered by Aircom Ltd | Licensed to- Reserve Bank of Malaw
Hom
My Profile
My Application Status
v entries
n Job
# Job Code
1
Settings
Showing 1o 10f 1 entries
Logout
2023 © Powered by Aircom Ltd | Licensed to- Reserve Bank of Malaw
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9.Settings

In this Filed Applicants can Change their Portal Password at any time.

1. To change the login password, click on Settings.

My Profile
What are the Steps to Apply for 1. What are the Steps to Apply for Job?

Jobs

1. Update all Sections of Profile - Before you can apply for any Job on this portal, please ensure you complete detailed and accurate Profile

Profile Information. It is @ one time exercise for most of it All sections of the profile(Personal Info, Photo, Profile Summary, Languages etc) should be
@ completed for improved chances Evaiuation Panel will be able to consider your profile only if all sections of Profile is fully complete. You can re-
Logott Open Jobs update your Profile any moment on this portal
ul
My Applications 2 View Open Job List - Shows active Job Codes where applications can be submitted You can browse through Open Job listing anytime and you

can apply for the ones you are eligible for. Ensure you submit Job Application before due date else it will not be considered for evaluation
My Login/Password

3 View My Application Status - You can view status of every Job Application you submitied. You will get email notifications as well upon
Supporting Documents submission

4 Mandatory Sections and Fields - * indicates Mandatory Section/Mandatory form field

2. Click on Change Password

My Profile
What are the Steps to Apply for 1. What are the Steps to Apply for Job?
Jobs

1. Update all Sections of Profile - Before you can apply for any Job on this portal, please ensure you complete detailed and accurate Profile

Profile Information. It is @ one time exercise for most of it All sections of the profile(Personal Info, Photo, Profile Summary, Languages etc) should be
completed for improved chances Evaiuation Panel will be able to consider your profile only if all sections of Profile is fully complete You can re-

Open Jobs update your Profile any moment on this portal

My Applications 2 View Open Job List - Shows active Job Codes where applications can be submitted You can browse through Open Job listing anytime and you

can apply for the ones you are eligible for. Ensure you submit Job Application before due date else it will not be considered for evaluation

Logout

My Login/Password
3 View My Application Status - You can view status of every Job Application you submitted. You will get email notifications as well upon
Supporting Documents submission

4 Mandatory Sections and Fields - * indicates Mandatory Section/Mandatory form field
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3. The page will show up as follows.

Jobs

Logout

Change Password

Note: Per Security Policy, your New Password

1. Should be atleast 10 characters in length(Max characters 30)

2 Sh

contain alleast 1 Upper case letter

Should contain atleas! 1 Lower case leffer

Should contain atieast 1 Digit

Should contain atleast 1 Special Character
6. Should not match with your last 10 passwords

Note: Passwords do get expired in 60 days

Change Password

Current Password®

New Password”

E3ED

4. Enter Current Password and enter New Password and Conform New
Password.

5. Click on Submit.

6. The result page will show up as follows.

Home
My Profile

Jobs

Logout
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Change Password
Note: Per Security Policy, your New Password
1. Should be atleast 10 characters in length(Max characters 30
2. Should contain atleast 1 Upper case letter
3. Should contain atleast 1 Lower case letter
4. Should contain atleast 1 Digit
5. Should contain atieast 1 Special Character

8. Should not match with your last 10 passwords

Note: Passwords do get expired in 60 days

Change Password

Password has been updated successfully [

Current Password*

New Passwnrd®
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