?

Hwé'ng dan sir dung H6 so Tuyén dung dién tir

Phan I: Tao Tai khodn tuyén dung dién tir (ERA)

Phan 11: Nop ho so Ung tuyén

Phan lll: Quan ly tai khodn ERA
A. Chinh stra hé so trudc khi dong quang céo
B. Cap nhat ho hoy/tai liéu dinh kém truwdce khi déng quang cédo
C. Cai dat lai mat khau

D. C4p nhat tai khoan ERA

Phan | - Tao Tai khoan tuyén dung dién tir (ERA)

Bwdrc 1: Vao phan tim kiém tén nudc URL

Buworc 2:

Cdch A: Nhan "Login" tlr danh sach cac quang cdo hién cé

Cdch B:

1. Nha&n vao dudng link hién thj trén sé quang cdo cla vi tri ma ban quan tam
2. Nhan vao "Apply to this vacancy" hodc "email to a friend"

Bwd'c 3: Nhan vao muc "Create an Account" tir trang dang nhap

Buwoc 4:

1. Dién day du cic théng tin cd nhan va thdng tin lién hé bao gdbm Tén, Ho tén, Qudc tich, dia chi,
thanh phd, tinh, m3 tinh thanh, sé dién thoai, dia chi email.
o S& dung nut "Previous" hodc Next" & cudi mdi trang dé tiép tuc hodc quay lai phan
trwdc
o Khoéng sir dung nut "Browser navigation" hodc "refresh", ban c6 thé mat cac théng tin
da cap nhat
o TAat ca cdc muc danh dau sao "*" 1a thong tin bat budc
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o MObi tai khoan ERA phai c6 mot dia chi email duy nhat. Hé thdng khdng cho phép tao
nhiéu tai khodn tir cing mot dia chi email.

2. Tao, xac nhan mat kh3u va tra |&i ba cau hoi bdo mat.

o Mat kh3u phai it nhat 12 ky tu bao gdbm it nhat mét chit (chit in hoa va viét thuong),
mot chit s&, mot ky tu dac biét va khong viét cach.
M®i cau hdi bdo mat chi duy nhat mét lya chon
M®i cau tra 10 cho cau hdi bdo mat duy nhat mét lya chon
M®i cau tra 10 cho cau hédi an ninh khdng duoc bat dau hay két thic bang nhitng
ddu cach

o Céc cau tra 1&i cAn duwoc bao mat

3. Nhan nut "Next"
Buworc 5:
Ban s& nhan duwoc xac nhan d3 tao tai khodn

Ngay khi tao duoc tai khodn, ban s& nhan duwoc email thong bao tai khodn cda ban da dworc tao thanh
cong.

Bao dam gitt email, mat khau, va cic cdu hdi bao mat vi ban s& phai s&r dung cac théng tin nay khi truy
cap vao tai khoan ERA cla ban.

Phan Il - Nop HO so (rng tuyén

Buworc 1:

1. Nhap dia chi email ban d3 tao trén ERA

2. Nhap méat khau

3. Nhan nut "Login"

Buorc 2:

Nhan nut "Search for jobs" tir bang diéu khién

2. Nhan biéu tugng kinh hién vy dé bat dau tim kiém

Cach khdac dé han ché cac budc tim kiém |a nhan nut "Show Filter" sau dé chon cac lwa chon ( vi dy; ma
vi tri, mdc luvong, vi tri, bac..). Sau d6 nhan nuat "Apply".

3. Nhan vao tén vij tri d3 cé dudng dan ma ban mudn &ng tuyén
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Buoc 3:

Nhan nut "Apply to This Vacancy" dé xem théng tin chi tiét cia dang tuyén ( vi du, nhiém vu, yéu cau vé
kinh nghiém cting nhu bang cap)

Hodc c6 thé nhan " View Eligibility Questions" va " View Vacancy Questions" dé xem céc cau hai khi rng
tuyén.

Buorc 4.

1. Tra 1&i cac cau hdi lién quan dén hoé so hgp |1& bao gdm ca phan tin cad nhan va qudc tich. Hodc xem lai
cdc cau tra |oi trwdc d6 néu ban da tirng (rng tuyén cho vi tri ma s dung ERA.

o CAu trd |6i cho nhitng ciu hoi clia phan nay s& duoc lwu trén hé thdng va sé ty ddng cip nhan
khi ban (rng tuyén cho céc vi tri khac trén ERA.
o Tat ca nhitng phan cé danh dau sao mau do 1a phan bat budc phai tra |0i.

Buoc 5:

1. Tra 1&i céc cau hoi lién quan dén hd so hop & o trang tiép theo bao gdm kinh nghiém |am viéc, bang
va ngdn ngir. Hodc kiém tra cac théng tin trwdc day néu ban da tirng ndp hod so thdng qua ERA.

* Phén ngén ngi¥ bao gém tiéng me dé va ngoai ngit Ia phdn bdt budc phdi trd Ioi. Trong trwong hop

khéng trd 1&i hd so’ cia ban dworc coi ld khdng hop 1é d€ xem xét tiép.

o Luwuy: Hé théng sé khdng cho phép ban lwu cac théng tin chuwa hoan thién trong muc cac cau
hoi hop lé.

o NE&u dugc yéu cau tra |oi cac cau hoi bat budc ma khodng ap dung trong tredng hop cua ban, hay
nhan nut "Does not apply" hodc "Not applicable".
St dung " Add Additional Education/Work Experience/Languages" dé cung cdp day di thong tin.
Lwu vy |1a ban can phai tra 107 hét cac cau hdi lién quan dén ho so hop 1é dé c6 thé nhan "Next"
hoac "Save"
Nhan nut "Save" chi |a lvu lai thdng tin, ma chua phai la d3 ndp ho so
Luu y la trang nay cho phép ban mé& lién tuc dén 60 phat ma chua lwu thdng tin

2.Nhan " Next" dé tiép tuc
Buoc 6:
1. Cung cap/xem thdng tin & phan ma vj tri, bac va dia diém

Chon "Yes" cho nhitng bdc ma ban muén &rng tuyén trong muc Bac. N&u ban khdng chon bac & phan
nay, ERA s& khong cho ban tién hanh cac budc tiép theo

DPanh dau vao 6 ngay phan dia diém ma ban muén &rng tuyén
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Buorc 7.

1. Tra 10i cac cau hoi cta vi tri bang cach chon cac cau tra 16i phu hop véi kinh nghiém trudc day cla
ban.

2. Nhan "Next"
Bworc 8:
1. Nhan "Upload from your computer" dé& dinh kém cac tai liéu can thiét vao ho so ca ban.

Lwu y: Ban cén dinh kém tdt cd cdc béng cép, chirng chi va gidy tér ma vi tri yéu cdu

2. Chon loai tai liéu dinh kém tir danh muyc c6 san.

3. Vao muc md ta cac tai liéu

4. Nhan "Browse" va chon tap tai liéu

5. Nhan "Upload"

Lam lai tir bwdc 1 tédi bwdce 5 dbi véi tirng tai liéu mudn dinh kém
Lwu y: mdi danh muc chi dwoc dinh kém mét tai liéu

Dinh kém cung luc nhiéu tai liéu trén cung mét hang muc ¢ thé dugc coi la da dinh kém hoic tai liéu
dinh kém gan nhat.

6. Nhan "Save and Continue."
N&u mot hodc vai tai liéu bat budc chua dugc dinh kém, sé xuat hién cla s6 "Missing Documents".

Nhan nut "Continue" néu khong mudn dinh kém thém tai liéu nao hodc nut "Cancel" néu dinh kém thém
tai liéu.

Sau khi d3 dinh kém mét tai liéu nao do, ban cé thé st dung nd néu muén dung cho cac quang cao tiép
theo bang cach nhan "Reuse a Document."

Bworc 9:
1. Xem lai/Chinh slra cac théng tin trén trang “Application Review and Submit”

Kéo thanh cudn & cudi trang dé xem lai toan bd thdng tin ma ban da dién.

Nhan "Edit" va cap nhat bat cr muc nao néu can.(nhw théng tin cd nhan, m3, bac, vi tri, cAu héi hop 18,
cau hoi cla vi tri, va/hoac bat ké tai liéu nao).

Nhan "Save" sau khi cap nhat thdng tin cd nhan va M3a/Bac/Vi tri sau d6 ban s& quay lai trang
“Application Review and Submit.”
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Nhan "Save" sau khi cdp nhat phan cdc cu hoi hop 1& sau d6 ban s& quay lai muc cac cau héi cda vj tri
(bwdc 8). Sau dé nhan "Next" & cudi muc nay cho dén khi ban quay trd laitrang “Application Review and
Submit.”

Nhan "Next" sau khi cdp nhat cdc cau héi cla vi tri sau d6 ban quay tré lai “Application Review and
Submit.”

2. Nhan "Submit Application."
Bworc 10:
Danh dau vao 6 ky dé xac nhan tat ca cac thdng tin ban cung cap trong hod so la chinh xac
2. Nhan" Submit" dé ndp ho so
Buwoc 11:
1. Ban s& nhan duoc xac nhan hd so cla ban da dwoc ndp thanh coéng.
o S@& xuat hién clra s6 véi thdng tin xac nhan ngay sau khi ban nhan " Submit application"

2. Nhan "View your Dashboard" dé& xem tinh trang ho so ca ban hodc "Return to Vacancy Listing" dé
ti€p tuc ndp hd so cho cac vi tri khac.

Phan Ill: Quan Iy tai khodan ERA

A. Chinh sira lai ho so’ trwde khi quang cdo ddéng.

Buworce 1.

Cach A: Nhan "Edit Application" & canh s6 quang cdo cua vi tri/Tén vi tri hién thj trén "Application
Dashboard"

Cach B:

1. Nhan vao duong link dwoc két ndi trén sé clia quang cdo trong phan chinh sira trong sd cdéc vi tri dang
duwoc quang cdo.

2. Nhan "Edit your Application" trong muc chi tiét vj tri.

Bwd'c 2: Nhan "Edit" ngay canh phan ban muén cdp nhat (nhu théng tin cd nhan/M3/Bac/Pia diém/Cau
héi hop 1&/Cau hai vi tri, hodc cac tai liéu dinh kém)

Buorc 3:
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1. Cap nhat muc hd so lya chon.
2. Nhan "Save", "Next" hodc "Finish" & cudi mdi trang phu thudc muc ma ban dang cap nhat.

o Nhan "Save" sau khi cadp nhat théng tin cd nhan hodc ma/Bac/dia diém. Sau d6 ban sé& quay lai
trang "Application Review and Submit."

o Nhéan "Save" sau khi cp nhat cac cu hdi hop |é ban s& quay lai phan cau hoi cha vi tri. Sau dé
nhan "Next" & cudi trang cho dén khi ban quay lai trang Application Review and Submit.

o Nhan "Next" sau khi cap nhat & phan cac ciu hdi cla quang cdo va ban sé trd lai trang Review
and Submit

o Nhan "Finish" sau khi cap nhat &@ muc céc tai liéu khac va ban sé trd lai trang Review and Submit

Buorc 4.

1. Xem/Chinh slra thong tin trén trang “Application Review and Submit”
Kéo thanh cudn xuéng dé xem tat ca céc thong tin

Nha&n "Edit" va cdp nhat cdc muc can thiét. Sau dé nhan "Save" hodc "Next" dén khi ban trd lai
trang “Application Review and Submit’

2.Nhan " Submit Application”
3. Nhan xac nhan d3 ndp lai ho so thanh céng
Clra s6 xac nhan s& ty déng xuat hién sau khi nhan " Submit Application” & cac budc trén.

4. Nhan "View your Dashboard" dé& xem tinh trang hd so hodc " dé tiep tuc ndp hd so cho céc vj tri khac.

B. Cdp nhdat cac tai liéu dinh kem trwo'c khi vi tri dong

Bwéc 1. Nhan "Update Documents." & canh sd cua vi tri hién thij trén hd so.

o Cach B: Luuy ban cé thé cap nhat cac tai liéu bang cadch nhan "Edit" & canh muc Tai liéu cla
trang "Application Review and Submit" (bwdc 2 - Chinh stra hd so trudc khi ddng quang céo).
Cé thé chon " Download Your Application" dé xem/in toan bé hd so
Cé thé chon "Withdraw application" dé rat hd so cla ban khai vi tri dang (rng tuyén. Sau dé
danh diu vao 6n ngay canh bac va nhan " Submit"

Buwédrc 2.
1. Nhan “Upload from your computer".

2. Chon loai tai liéu tir danh muc c6 san.
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3. Nh&p mo ta loai tai liéu
4. Nhan "Browse” dé chon tai liéu
5. Nhan "Upload"

o Lam lai cac budc tir 1 d&n 5 dé caph nhat bat ké tai liéu nao.
o Dinh kém clng luc nhiéu tai liéu trén cung mét hang muc cé thé duoc coi la da dinh kém hoac
tai liéu dinh kém gan nhat.

6. Nhan "Finish" va ban s& quay trd lai Applications Dashboard.

2

o NE&u mdt hodc vai tai liéu bat budc chura duoc dinh kém, s& xuat hién cla s6 "Missing
Documents".

o Nhan nat "Continue" néu khéng mudn dinh kém thém tai liéu ndo hodc nit "Cancel" néu dinh
kem thém tai liéu.

C. Cai dat lai mét khdu

Bwérc 1:

Nhan "Forgot User ID or Password"
Bwérc 2:

1. Nhap Email

Né&u ban khéng nhé dia chi email d3 s&r dung dé tao tai khodn ERA, ban cd thé can tao tai khoan khac sl
dung dia chi email khac

2. Nhan "Next"
Bwdrc 3:
1. Trad |&i cdc cdu hdi Bao mat

NéEu ban tra 1&i sai mét trong céc cdu hdi bdo mat, ban s& nhan dugc email thong bdo ban nhap cau trd
|&i sai

NE&u ban khéng nhé cu tra |6i bao mat cho mét trong s6 nhirng cau héi bao mét, ban sé khong thé dang
nhap vao tai khodn nay va can phai tao mot tai khodn ERA khéc, s& dung email khac

2. Nhan "Next"

Buwdrc 4:
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1. Nhap va xac nhdn mat khdu mdi theo yéu ciu cu thé
2. Nhan " Submit"

Sau khi thay d6i mat khau thanh céng, ban s& nhan duwgc email théng bdo mat khau cla ban da duorc
cap nhat. Ban cling s& trd lai trang Dang nhap dé nhap mat khau mai

D. Céip nhét tai khoan ERA

Buwdc 1: Nhan " Your Name" tir bang diéu khién

Buwérc 2:

1. Nhan "Edit" d& cap nhat thong tin ca nhan va thong tin lién hé.

Nhan "save" khi két thuc

2. Nhan "View My Resume" dé& xem lai/ cap nhat ho so

Khéng can nhap théng tin hd so nhu mét phan cha qua trinh x& ly trong hau hét cac trwong hop.
Nhan "Save" khi két thuc

3. Nhan "Change My Password" dé cap nhat mat kh4u hién tai

Nhan "Save" khi két thuc

4. Nhan "Change my Security Questions" dé cap nhat cic cu héi va ciu tra 1o hién tai.

Nhan "Save" khi két thuc
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