THE UNITED REPUBLIC OF TANZANIA

PRESIDENT’S OFFICE
PUBLIC SERVICE RECRUITMENT SECRETARIAT

RECRUITMENT PORTAL

USER MANUAL



Version Control

Version Date Author Change description
1.0 28/08/2014 PSRS & eGA Document created
1.1 01/03/2015 PSRS Document updated

1|Page




Tips for System Users

The proper use of the Recruitment Portal will simplify, improve value for money and enhance
Good Governance in recruitment process for Public Service in Tanzania. Therefore all users must
ensure that they use the system with integrity.

Make sure that you have scanned copies of all your certificates in pdf format so as enable you to
complete the process of completing your profile.

Help Desk
For support contact PSRS Recruitment Portal help desk Team:-
Tell - +255 784 398 259
E-mail: through feedback button on http://portal.ajira.go.tz

Copyright and License

Entire contents copyright ©2014 by Public Service Recruitment Secretariat (PSRS).
Reproduction, Adaptation or Translation without prior written permission is prohibited, except as
allowed under the copyright laws.
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System Overview
This system has been designed in order to simplify the application processes for job seekers as
well as improving transparency in the recruitment process for Public Service in Tanzania.

System Users:-
e Applicant;
Able to create an Account in the system, the Applicant will also be able to attach necessary
document such as Academic certificate, to view the advertised post, to Apply the post
advertised, View his application, View and Print CV and to Subscribe and Unsubscribe to
new job notifications.

e Expert;
Different experts with special skills and knowledge will be able to create account and to
attach different documents such as certificates of activities they conducted.

e Guest;
Guest are the system user who have not yet registered in the system but can view all
advertised post, subscribe and unsubscribe to new job notifications.
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Acronyms and Abbreviations

PSRS - Public Service Recruitment Secretariat

eGA - e-Government Agency

URL - Uniform Resource Locator

MDA - Ministries, Independent Department and Agency
LGA - Local Government Authorities

CV - Curriculum Vitae
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Introduction
The objective of Recruitment Portal is to improve the mode of application for all applicants

applying for vacancies through Public Service Recruitment Secretariat (PSRS) by introducing a
portal (Online application System) whereby, the applicants can register, create profiles, apply for
available vacancies and get the feedback on their application status.
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Home Page

The Recruitment portal home page is the starting point of your application journey.
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" Portal Putg_ht;?ervme Recruitment Secretariat

S
Home \fecancies Login Register Feedhack
Vacancies by Category v Enter Keyword(s Seanch Jobs
Browse Jobs D'\. Caéegory
«" Accourting (3) ~" Engineering and Construction (5) «" Marketing,Media and Brand (0] « Trades and Services (0)
«" Auditing [2) ~" Farming and Agribusiness (1) «" Mining and Matural Resources (0} «" Transport and Logistics (1)
~" Banking and Financial Services () «" Hesithzare and Pharmaceutical (1) «" Project & Programme Mngmnt (2) «" Cither (B)
«" CEQ and General Management [G) « HR & Administration (J) «" Research, Science and Biotech ()
«" Community and Social Devt 0] «" |T and Telecoms (1) «" Securty (0)
«" Creative and Design (J) « Legal (1) «" Strategy and Consulting (J)
~" Education and Training (7] «" Manufacturing (0) «" Tourism and Travel (0]

LATEST BUSINESS SUPPORT MANAGER [RE- ADVERTISED) (1 posts) -The Agricultural Seed Agency [ASA)

How Do I Interview Tips ~ Latest Mews Application General Conditions
! PR )

w Apply for Jobs » Al spplicants must be Citizens of Tanzania ‘!'J.. W 1")2 00#
» Subszcribe to Job Alerts = Applicants must attach their detsiled relevant certified - :

e copies of Academic certificates. TO \SUbSCflbe to
» Write a good CV

fros i = Applicants should indicate three reputable referees

= Write a Cover letter with their relfiable contacts. ]Ob A].Erts

Read More..

Hatimiliki ©2014 . Sekretaniat ya Ajira{PSRS), Haki zote Zimehifadhive.

Imesanifina, Imetengenezwa, na Inaendeshwa na Wakala ya Serikali Mtandao (eGA) | Kanusho | Seraya Faragha | Ramani ya Tovuti | Maswal yaulzwayo Mara kwa Mara

The following features are found at the homepage.

Vacancies — Displays the list of all vacancies, the list can be filtered based on job
description, job category, opening date and closed date

e Application general conditions — This shows all the conditions which applicants
should comply with.

e Register — This is where a user register and create an account on the recruitment portal
before apply for a vacancy

e Log in — This allows user to log in to an existing account, complete profile make
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application(s) and subscribe to job alerts.
e Home —Return you to the home page
e My Profile —allows user to get back to Dashboard from the Home page
e Log Out —user quits from the system

e My application — This shows applicant’s applications history

e Feedback — Users can use the Feedback link to communicate in case they encounter any
issue/problem that need attention/clarifications from the administrator.
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Applicant
Creating an Account
I.  Click on the “‘Register’ link on the recruitment portal home page.

I1.  You will be asked to provide your email address and password. (which will be used as a
username and password respectively during log in to the system)

1. Click the tab ‘Register’ to continue with the process.
IV.  Confirm the password to make sure it entered correctly. Upon successful creation of an

account, you will receive a confirmation email through the email address you have
provided with a link to activate your account.
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Home Vacancies  Login Register  Feedback
Vacancies by Category B Search Jobs

Applicant | Expert = Diaspora

Email / Applicant email address

Password: Applicant password
S (At least 8 characters)
Confirm Password: Confi d
ontirm passwor
-~ P

4._—-——' Click register

Hatimilki 2014 . Sekretariat ya Ajra(PSRS), Haki zote Zimehifadhiwa.
Imesanifiwa, Imetengenezwa, na Inaendeshwa na Wakala ya Serkal Mtandao (eGA) | Kanusho | Seraya Faragha| Ramaniya Tovuti | Maswal yaulizwayo Mara kwa Mara

Most of the communication between Public Service Recruitment Secretariat (PSRS) and
Applicants will be via email.

Please ensure you register with a secure and individual email address which you regularly check.

You will only need to register once and make applications across multiple available vacancies in
the portal.

Please ensure that you keep your password safe and secure
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Registration Successful message
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Home Vacancies Login Register Feedback

Vacancies by Category [v| Search Jobs

Applicant Registration Success

You have successfully registered with Recruitment Portal. An email has been sent to you with instructions on how to activate your account.
Please check your email and follow the instructions in order to start using your account.

Thanks

Hatimiliki @2014 . Sekretariat ya Ajira(PSRS), Haki zote Zimehifadhiwa.
Imesanifiwa, Imetengenezwa, na Inaendeshwa na \Wakala ya Serikali Mtandao (eGA) | Kanusho | SerayaFaragha| Ramaniya Tovuti | Maswali yaulizwayo Mara kwa Mara

NOTE: Only activated account will be usable, if you don't find the email confirmation in your
inbox, please try to check it in your junk folder (spam)
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Signing In
Sign-in using the email address and password entered during registration.

2

o Recruttment
N/ Portal

iy

Vacancies by Category

Applicant/ExpertiDiaspora Login Page

Please login with your email/usemame and password below.

Email/Username:

Password:

R ™1 Click Login

CIgot your passworg

Create Account

The United Rwlz-liﬂi‘l‘a nzamia
PIL‘Hld(‘ltT 5 Ollue —

Pubhﬁel vice Recruitment Secretariat

Home \acancies Login Register Feedback

=

Applicant

/ email address

Applicant password

Hatimiliki ©2014 . Sehretariat ya Ajirs(PSRS), Haki zote Zimehifadhiwa.
Imesanifiwa, Imetengenezwa, na Ingendeshwa na Wakala ya Serikali Mtandac (=GA) | Kanusho | Sers ya Feragha | Ramaniya Tovuti | Maswali yaulizwayo Mara bwa Mara

Forgot password

If you have forgotten your password, use the ‘Forgotten your password?” function.
Enter your email address and press ‘Submit’. If that email address has been registered on the
system then an email will be sent with a temporary password that you can use to log in to the

system.

Enter your email address and the temporary password into the sign-in fields and, if successful,
the system will ask you to update the password.
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Please note that, passwords stored in recruitment portal are encrypted and cannot be retrieved
directly. If you are requesting password information the password will be reset and then
emailed.

If you have not received your password within 60 minutes, please check your spam/junk folders.
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Home Vacancies  Login Register Feedback
Vacancies by Category B
Forgot Password

Enter Applicant email
Email/Username: /
Enter codes displayed
Submit the word you see below: HBVM4
Submit \

Login | Create Account Click Submit
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Password Change
If you wish to change your password, please use the “Change Password” option from your
Main menu.

\ ‘Kﬁf!ﬂlfm ent Theﬁir(;d‘ lenliﬂi.’l'anr.miu

“President’s Offigess

‘ l“';‘} f l 1] [ ¥ * ] ] &l ]
M Lorbat Pulglﬁervme Recruitment Secretariat
Flay’
Home Vacancies  MyApplications  ReqisterfoJobAleds  ChangePassword — Logout  Feedback
Vacancies by Category B Search Jobs

Change Password

Enter old password

Oid Password: /

New Password (at least & characters long): Enter new password
- (At least 8 characters)

.

Confirm New Password:

\ Confirm new

Change e

™ Click Change
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Dashboard

After sign-in you will be taken to the applicant Dashboard. The top menu will contain the links to
access the Home Page, Vacancies, My Applications, Register to Job Alerts, Change Password,
log out and Feedback.

You can return to the Dashboard at any point (provided you are signed in)

{Rﬁﬂ?“uitﬂlgﬂt The L’lﬂ!ﬂﬁmbliﬁ-n-iTnnz:u'u[.u

= SR
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Home Vacances My Applications Regisier fo Job Alerts Change Password Logpout Feedback
\acancies by Category v Enter Keyword|s Search Jobs

WELCOME TO RECRUITMENT PORTAL

Complete your Profile to maximize your earning opportunities “owr Profile is 0% Complets
A professional profile tial fo effiectusly showease your skills. Applicants who 2

have completzd their prof =1
Step 1: Complete your Profile.

Flease complete ALL of the required fizlds of the forms found in the lefrhand menu of this page.

Step 2: Apply to a vacancy online

Personal Details

Fomactitat Receipt of online applications will be confirmed via fhe email address or mobile phone nuember you have provided.
Academic Qualifications Cilick on the Review CV menu bar to review your CV before submission and verify that your email address is comsct.
Professional Gualifications Fyou are experiencing additional problems, please giee us 3 fesdback here.

Languape Proficiency

Working Experience

Training & Workshop Attended
Computer Literacy

Referees

Other Attachments

Declaration

Previen O\ Primt C\

You have Mo Applications

Applicant Profile

Profile information that will be used to form applicant CV and be used at the point of application
incorporates the details filled in the following tabs: Personal details, Contact Details, Academic
Qualification, Professional Qualification, Language Proficiency, Working Experience, Training &
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Workshop Attended, Computer Literacy, Referees, Other Attachments and Declaration.

The applicant completed their profile properly are far more likely to be considered to the next step
(shortlisted), so make sure your profile is complete to increase your chance, system tracks your
profile completion (percentage of completion) automatically while you fill the details in the
mentioned tabs above, the details can be filled anytime regardless there are some vacancies or not,
the percent of your profile completion can be seen on the Dashboard.

During the process of filling profile forms you may be asked to upload supporting document to be
used on your applications. You are advised to convert all the documents to PDF format that is the
widely supported format in the recruitment portal.

Personal Details
The personal details tab, as shown below will include the applicants names, gender, nationality,

date and place of birth etc. The applicant has to fill in all of the fields so as to save the details.

The United RE'LLJ].I- ol Tanzania
-P esl I I“,.
‘esldent s e ——

Public Service Recruitment Secretariat

Recruitment
Portal

Personal Details

* All fields are mandatory

First Mame Middle Name
Last Hame Date of Birth
Dashboard .
Gender Place of Birth
Personal Details > Please Select -
Contact Details Disahility Marital Status
Academic Gualifications No L Single b
Professional Gualifications Mationality Criminal Record
Language Proficiency Tanzanian No h
Working Experience Years of Work Experience
Training & Warkshop Attended ! x

Click to save
Computer Literacy m /

Referees
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Contact Details
The applicant must fill in their contact information which includes their permanent address, present

address (which is not necessarily the same as the permanent address), current telephone numbers,
etc. In order to save, all the fields that have been marked with * need to be filled so as to save the
contact details.

The United lehlin-oi.Tnnr.m'n T
= Prestdent’s 06
resident s s———
‘U fiw

Recruitment
Portal l’ut;li(%m'\'ice Recruitment Secretariat

Dashboard ‘Wacancies kty Appiications Register o Job Alers Change Password Logout Feedback

Contact Details

FRelds marked with * are mandarony

Present Address Pemanent Address *
# #

Country of Residence * Telephone

Dashboard
Please Select v
Personal Details
Work Telephone

Contact Details >
Academic Qualifications Country Code
Professional Qualifications Flzase Sslect v
Language Proficiency Mobile (g T35123456)*
‘Working Experience
Training & Workshop Attended Alternative Email
Computer Literacy
Referces T —— Click to save
Other Attachments
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Academic Qualifications

In this tab, the applicant is required to fill in their academic qualifications which includes the
different academic levels that they have attained and the particulars associated with each levels.

The United RepubligefeTanzani:
: LB—!' RAY L 11Kl

( \" Recruitment

— "
=President’s Offige———g
resident’s Offige

Wige S (X3 . s . = - .
%/* Portal l’ul}llcmervu‘e Recruitment Secretariat
Wacancies by Category L Enter Keyword|s Search Jobs
Academic Qualifications Add New
Lewel Name Institution Attachment
You haven'tfilled any gualifications.
Click to add an
academic qualification
Dashboard

Personal Details
Contact Details

Academic Gualifications >

The below window will open, giving the applicant the option of filling in the different education
levels as appropriate.
%

Q?Ef:-'fu-itﬂlg”—t The:;n_iti?lfﬂllil_ieoﬁTrm:':m'ui.-u
% == President s&liwe —

@y
b Ry F T h s 5 3 & - :
""-’J ot !‘.(.I[ l’u.l_:_tllt‘_mm'\'u‘e Recruitment Secretariat

A ey

Academic Qualifications m

* All fields are mandatory

Education Level Programme Mame
Accountancy T

Start Date

Dashboard
End Date

Personal Details

Contact Details

Academic Qualifications >

Professional Gualifications

Language Proficiency

19|Page



oCTU If me 'ﬂ-t The Uni{ﬂ R‘ej_l_llalin-oi.T:m:'.mﬂ.-L

=President's Office——=m
residen \‘U flive

Lot tﬂ[ 1’ut;lit.:-?er\'ic(= Recruitment Secretariat

Dashboard Vacancies My Applications Regisier io Job Alers Change Password
Wacanzies by Category L Enter Keyword(s Fl” |n the name Of
programme
Academic Qualifications whether CSE (for
o O-Level) or ACSE
* Al fields are mand
R (for A-Level)
Education Level Programme Mame {specify) ’
ACSE v
Country Institute Hame (specify) F|” in Name Of
v ’ School
Dashboard e
Institution Name Start Date
Personal Details Other v
Contact Tietote Attach your certificate End Date

Professional Gualifications m’ Click to save

Languape Proficiency

N.b.: The attached certificates must be of pdf format.

Professional qualifications
In this tab, applicants with professional qualifications (such as CPA, CCNA, CISA, CISM, etc)

will be required to fill in the information associated to the said qualifications including its name,
the name of the institution that issued it and attach scanned copy of the certificate in pdf format.

The United RepubligeafTanrania

Recruitment = ot AP -
S President fiwe — '?‘Q s
Portal > ubli@ervice — i %
Public Service Recruitment Secretariat oW E
Dashbosrd acancies Wy Appiications Regiserio Job Alens Changs Password Logout Feedback
Wacancies by Category T Enter Keywond(s
Professional Qualifications Add New
Qualification Institution Attachment

You haven'tfilled any qualifications.

Click to add professional
qualification

Dashboard

Personal Details
Contact Details
Academic Qualfications

I s imran Dreefiminmnas
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The United RepublieadsTanrani:
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= President’s Offige——m
residen s£ hice

Pul_g,lit.‘:%ervice Recruitment Secretariat

Dashboard ‘\/acancies My Applications Changes Passwe
acancies by Category T E
Professional Qualifications
* All fields are mandarory
Country Start Date
Tanzania ¥
Institution Name End Diate
Pleass Select T
Dashboard =
Course Name Attach your certificate
Personal Details Flzaze Sslzct v [Ghoose File | No file chosen
zase Selec o file chose
Contact Details

Academic Qualifications m \
Click to save

Language Proficiency

The applicant is required to fill in the languages that they know and indicate the different level of

proficiency in each.

(ﬂ\'\. ":Rf?ff‘u itment The United RepublienTanzania

— EanT s
President’s Otfie —_—
residen s‘ liwe

Eae |
Wl D Py T : : i
\-\m Portal Public Service Recruitment Secretariat

A, T

Language Proficiency

Name Speak Read Wite

You haven'tfilled any language.

Dashboard

Personal Details

Contact Details

Academic Qualifications
Professional Gualifications.

Language Proficiency >
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The United Re ul;li\. pol T anrania
e
= President’s Ulhte

1’ubh(" £-| vice Recruitment Secretariat

Recruitment
Portal

Dashbosnd Vfacanciss Nty Applications Regisier o Job Alers Change FPassword Logpoast Feedback

“Wacancies by Category - Enter Keyword{s _5 1 Jot
Language Proficiency m

* All fields are mandarory

Language ’ Click to choose the language

Speak

2 VeryGood 9 Good Fair . . . . ..

Dashboard SR ’ Click appropriate box to indicate proficiency
Personal Details. e
Contact Details » Very Good @ Good Fair
Academic Qualifications
Professional Gualifications. m _ CIiCk to Save

Language Proficiency »

Working experience
Here the applicant will fill in the different experiences they have in the working. The name of the

position, the name of the organization and duration must be clearly indicated.

The Lnited R:EI.'J]iQﬂiT’IT]Z"I'Iid
T
= President’s Uliue m—

l’l.lblll“?ﬂ vice Recruitment Secretariat

\%/? ®Portal

Dashboard ‘acancies ly Applications Regisier io Job Alers Change Passwond Logout Feedback
Wacancies by Category T Enter Keyword(s Search Jobs
Work Experience Add New
InstitutionCrganization Position From To

You haven'tfilled any experience.

Click to add new
working experience

Dashboard

Personal Details

Contaet Details

Academic Qualifications
Professional Gualifications

Language Proficiency

Working Experience »

Fill in all the fields as they have been indicated, making sure to fill all those marked * so that you
can save working experience.
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The United Reul;lie ol Tanrania
==Prestdent’ Offise—s
resident s e
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Recruitment

F Oltﬂ{ l’ui;lic%e:-vire Recruitment Secretariat

acancies by Category ¥ Enter Keyword|s Search Jobs

Work Experience m

Fields marked with * are mandarory

Institutiondrrganization * Address
Job Title P
Duties and Responsibilities
Dashboard :
Supervisor Name
Personal Details
E A
Contact Details .
Supervisor Telephone Number Start Date *
Academic Gualifications
Professional Gualifications :
Superviscr Address Is this your current job?
Language Proficiency No v
P
i T 2 End Date *

Training & Workshop Attended
Click to save

Computer Literacy

Referses m .

Training & Workshop Attended
Applicants that have attended training, workshops and/or seminars will fill in information related

to them in this tab.

= The United RepublicofeTanranis i
Recruitment L > . AT
i President’s Offiece "T‘g‘ﬁ L
Porta .[r ¥ ‘?‘ + x S . S
Public Service Recruitiment Secretariat =
Dashboard Wacancies My Appiications Change Passwond Losgoust Feedback
acancies by Category r
Training & Workshops Attended Add New
Training Hame Institution Certificate
¥ou haven't filled any trainings.
S, Click to add an

Personal Details academic qualification

Contact Details

Academic Gualifications
Professional Qualifications
Languapge Proficiency

Working Experience
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Fill in all the fields as they have been indicated, making sure to fill all those marked * so that you
can save the training and workshops attended. Also make sure that the certificate to be uploaded
is in pdf format.

The United R_Eghublie ol Tanrania
-

e
-Pl'e:iulﬂl'ls“_Ulhi:e —_

Public Service Recruitment Secretariat

Dashboand ‘Wasancies My Applicaions

Search Jobs

acancies by Category v

Training & Workshops Attended m

Felds marked with * are mandarory

Training Name * Description ®

Institution *
Start Date *
Dashboard i .
Attach your certificate (optional)

Personal Details = =) [ T AT DL
Choose File | No file choss End Date *
Contact Details

Academic Gualifications
Professional Qualifications m _ Click to save

Languape Proficiency

Working Experience

Training & Workshop Attended »

Computer Literacy

{REETTH-I. tment The L?ni:_e-ﬁh RepublicofcTanzania

g =
resident s Ofhee

o 3 PO =
L " & s . - .
Lot fﬂ.i‘ Publi t%el‘\’lt‘-(‘ Recruitment Secretariat
Dashboand Wacancies My Applications Regises o Job Alens Change Passwond Lospoist Feedhack
acancies by Categony L Enter ¥eywornd|s Search Jobs
Computer Literacy Add New
Skill Proficiency

You haventfilled any Computer skills.

Click to add new
Dashboard computer skill

Personal Details

Contact Details

Academic Gualifications
Professional Gualifications
Language Proficiency
Working Experience

Training & Works hop Attended

Computer Literacy »
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In this tab, the applicant will need to indicate their computer literacy in particular in the areas of
Ms Word, Ms Excel and Ms PowerPoint. This can also be supported by the attachment of
certificate of training.

Dashboard Vacancies My Applications Regiser o Job Alers Change Password Losgout Feedback
“acancies by Category ¥ Enter Keywond|(s Search Jobs
Computer Literacy
Computer Skills Attach your certificate (optional)
M5 Word v Chogse File | Mo file chosen
ery Good Good @  Fair

Dashboard

Personal Details

Click to save

Contact Details

Academic Qualifications.
Professional Gualifications
Language Proficiency
Waorking Experience

Training & Workshop Attended

Computer Literacy ¥

Referees
The applicant needs to identify and fill out information of referees that can verify information

given by applicant as well as behaviour of the applicant.

Referees Add New

Name Institution!Cirganization Title

You haven'tfilled any refersss.

Click to add new

Dashboard referee

Personal Details

Contact Details

Academic Gualifications
Professional Qualifications
Language Proficiency
‘Working Experience

Training & Workshop Attended
Computer Literacy

Referees »
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Fill in all the fields as they have been indicated, making sure to fill all those marked * so that you
can save the new referee.

Referees m

* Al fields are mandarory

Referee Name Title
Institution'Crganization Address
Dashboard
Telephone Number p
Personal Details 5
Email
Contact Details
Academic Gualifications

Professional Gualifications m

Language Proficiency \

Working Experience Click to save
Training & Workshop Attended

Computer Literacy

Other attachments

The applicant will need to attach other documents that are relevant to the job application but have
not been accommodated in other tabs in this tab. This includes also the application letter, birth
certificate, CV, recommendation letters and TCU certificate.

Attachments Add New

Attachment view

You haven'tu ploaded any atiachments.

Click to add
new attachment

Dashboard

Personal Details

Contact Details

Academic Gualifications
Professional Qualifications
Language Proficiency
Waorking Experience

Training & Workshop Attended
Computer Literacy

Referees

Other Attachments >
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Attachments View Lis!

Attachments

Click to choose
appropriate attachment

Dashboard

Please note that the attachments should be in pdf or Ms word format.

Dashboard Wacanoes Wy Applications Regisier io Job Alerts Change Passwerd Logout Feadback
\facancies by Category r Enter Keywond(s Search Jobs
Aftachments View List
Attachments
Application Letter r

Ghoose File | No file chosen

Dashboard ]
. Click to save
Personal Details

Declaration
After filling out all the necesarry information in the profile, the applicant needs to declare that the

information that has been provided is correct.

Declaration

¥l declare that the information provided is complete and comect to the best of my knowledge. | understand that any
false information supplied could lead to my application being disqualified or my discharge if | am appointed.

M.E Ticking the box will be taken as being as binding as your signature.

Dashboard
Personal Details

Contact Details Click to save

Academic Qualifications

Frofessional Gualifications
Language Proficiency
Working Experience

Training & Workshop Attended
Computer Literacy

Referees

Other Attachments.

Declaration >
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Add passport photograph
After filling out the various tabs of the profile, the applicant must now attach a passport size

photograph of themselves.

Y\ LR ecru It ment The Uuirﬁl‘ Republic-ofsTanz

] Rk
=“President’s Offige=s
-

b
Nowlf DPar
\5/¢ Portal Put;lir_%ervice Recruitment Secretariat

i

Home Vacancies My Applications Register to Job Alerts Change Password Logout Feedback

Vacancies by Category ] Search Jobs

WELCOME TO RECRUITMENT PORTAL

Complete your Profile to maximize your earning opportunities Your Profile is 9% Complete

A professional profile is essential to effectively showcase your skills. Applicants who _

have completed their profile are far mare likely to get hired by employers.

Step 1: Complete your Profile.

Click to add
chisaasd passport size photo ~ [efe pace.

Personal Details » Read the job requirements thoroughly.
« Click "apply for this vacancy’.

the forms found in the left-hand menu of this page.

Contact Details
Receipt of online applications will be confirmed via the email address or mobile phone number you have provided.

Academic Qualifications
o Click on the Review CV menu bar to review your CV before submission and verify that your email address is correct.
Professional Qualifications If you are experiencing additional problems, please give us a feedback here.

Language Proficiency

Working Experience

The window below will open, find the location of the passport size through the navigation bar.

. oper L L Simmm— e m——

© ~ 4 |E » ThisPC + Pictures » I Search Pictures -] |

Organise + New folder = - @

. A = ord Logout Feedback
h= rai(s ‘Search Jobs

%l Recentplaces  #

& ) Homegroup
4 (8 This PC
> [ Accounts (accou Camera Roll New folder juma john
passport phote
> Desktop
& I Documents ormect to the best of my knowledge. | understand that any
= isqualified ormy discharge if 1am appointed

b |l Downloads
o [ Guest (user-pc)
& W Music

> [B usaili (user-pc)

tgnature.

> [ user (user-pc) ¥

File name: - All Files v

Working Experience.
Training & Workshop Attended
Computer Literacy

Referees

Other Attachments

¥aou have No Applicasons
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Once the location has been found, select the image by clicking it and the clicking open.

Open
* 1 & » ThisPC » Pictures VRN 1 Search Pictures
Organise = Mew folder = M @
5| Recent places = ~ ~
™
e 3
s D o |
Camera Rell MNew folder juma jehn

m Accounts (accou
i Desktop

| Documents

& Downloads

[P Guest (user-pc)

ot Music

= Pictures

(B usaili (user-pe)

B User (user-pc) ¥

passport photo

ment Secretariat

Click to selected

appropriately marked
passport photo

gnature.

File names | juma john passport photo

~| | AllFiles

|v| |

| Open

Cancel ‘

Warking Experience
Training & Workshop Attended
Computer Literacy

Referses

Other Attachments.

Declaration >

Sreven TV Pram oV

¥ou have No Applications
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How to Apply

1. From the main menu, select ‘Vacancies’.

2. Search for a specific vacancy using any combination of the search keyword or Category
filters, if you are not logged in, you will be required to log in first then apply for chosen
post.

3. On more details tab you will find all the details concerning a particular post, these details
include, Qualifications, Duties and Responsibilities, Salary Scale and all other relevant
information.

4. Click on a chosen vacancy to view full vacancy details and apply, following the on
screen instructions displayed.

AdvertID « Description > Closing Date
COMPUTER SYSTEM ANALYST GRADE Il (SYSTEM ADMINISTRATION) - 1 POST ot
000001 Employer: e-Govermment Agency ﬁ. o)
More Details B
COMPUTER SYSTEM ANALYST GRADE Il (BUSINESS ANALYST) - 2 POST =
000002 Employer: e-Government Agency ﬁ o Abol
More Details o
COMPUTER SYSTEM ANALYST Il (APPLICATIONS DEVELOPMENT/PROGRAMMERS) - 2 POST g
000003 Employer: e-Government Agency ﬁl "
More Details - ‘
COMPUTER SYSTEM ANALYST Il (MOBILE APPLICATIONS DEVELOPMENT/PROGRAMMER) - 1 POST =0 o
000004 Employer: e-Government Agency

Login to Apply

More Details

After the deadline, the job will remain visible for the period of seven (7) days but the applicant
will not be able to apply for a job.

Home Vacancies My Applications Registerto Job Aleds  Change Password  Logout  Feedback

Vacancies by Category B Search Jobs

Show 10

Advert 1D

000001

000002

E| entries Search:
~  Description % Closing Date
20140505
COMPUTER SYSTEM ANALYST GRADE Il (SYSTEM ADMINISTRATION) - 1 POST CLOSED 4 day(s) Ago.
Employer; e-Government Agency
20140505

COMPUTER SYSTEM ANALYST GRADE Il (BUSINESS ANALYST) - 2 POST

Employer: e-Government Agency

CLOSED 4 dayfs) Ago.

Please note, the system will mark 'CLOSED’ for vacancies that have already closed and applicants
will not be able to apply.
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My Applications

“My Applications” This tab displays all applications activity associated with applicant’s account.
Options are provided to filter your list of applications.

The United Republieofd Tanzania
s

o Recruitment

—_ o
== President’s Offigesm
resident’s Offige

2
‘ A AT E - pi
\1??3/ Port d[ Publi c;?ervice Recruitment Secretariat

Home Vacancies My Applications Register to Job Alerts Change Password Logout Feedback

Vacancies by Category |v

My Application(s)

Show 10 [v] Search:
entries
D : . Application . Date
Number Job Title Y Status “ Applied
COMPUTER SYSTEM ANALYST GRADE Il (SYSTEM : :
1 ADMINISTRATION) First Interview 2014-04-22
Dashboard
10 COMPUTER SYSTEM ANALYST Il (APPLICATIONS Bk Interven 2014-04-29

DEVELOPMENT/PROGRAMMERS)

10 COMPUTER SYSTEM AMALYST GRADE Il (DATABASE
Contact Details ADMINISTRATION)

Personal Details
First Interview 2014-05-06

Academic Qualifications Showing 1to 3 of 3 entries First Previous 1 MNext Last
Professional Qualifications
Language Proficiency

Working Experience
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Logging out
Once the applicant is done with using their profile, it is advised to log out of the system so as to

ensure that no one else can access their account.

. -

- Recruitment Unifed Republic OfJanzania

fris i e, ) & o =
' Portal Publi®Service Recruitment Secretaria
President’s Office 4

Home Vacancies My Applications Register to Job Alerts Change Password Logout Feedback

Vacancies by Category v

WELCOME TO RECRUITMENT PORTAL

Click to log out
Complete your Profile to maximize your earning opportunities

A professional profile is essential to effectively showcase your skills. Applicants who
have completed their profile are far mare likely to get hired by employers.

Step 1: Complete your Profile.
Please complete ALL of the required fields of the forms found in the left-hand menu of this page.

Step 2: Apply to a vacancy online

Dashboard # Click on the vacancies tab at the top of the page.
» Select a vacancy of interest
Personal Details » Read the job requirements thoroughly.

« Click "apply for this vacancy’.

Contact Details
Receipt of online applications will be confirmed via the email address or mobile phone number you have provided.

Academic Qualifications . y . : : ; g
Click on the Review CV menu bar to review your CV before submission and verify that your email address is correct.

Professional Qualifications If you are experiencing additional problems, please give us a feedback here.

Language Proficiency

Working Experience

Guest
The guest is a user who is able to subscribe to job alerts and to view all vacancies by categories on
home page without the need of register or login.

Note: To apply for a job he or she must register and login.
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Jobs Alert

The system sends Email and SMS notification/alerts to applicants when there are new vacancies
posted, call for interview, placements or any other reasons that prompt the administration to do
SO.

Note: Alerts for a new available vacancy requires applicant to subscribe.
The email address and Mobile number provided during registration process will be used to send
email and SMS notification to applicant.

To register to job alerts use the 'Register to Job Alerts" link in the main menu, select job category
that you wish to subscribe and method of alerts delivery ( SMS, Email or Both) then click
subscribe .

- s -
Hmlcni F‘PpuIJIH Iu.:u.dnm

- \ fRe’{"}-"uf tment

FubhE@emce Recruitment Secretarlaf : '

President's Office

Home Vacancies My Applicaticns Register to Job Alerts Change Password Logout Feedback

Vacancies by Category E

Subscribe to Job Categories

P—
First Name
Last Hame
———
Email Address
Dashboard @ llahi@gmail.com

Personal Details Mobile Number

Contact Details
Academic Qualifications Subscription Category
Professional Qualifications Category Email | SMS | All m
: D Accounting ® @@
Language Proficiency ) 2
: : [ |Auditing ® @

Working Experience

e D Banking and Financisl Services @
Training & Workshop Attended
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Expert
A person who has special skill or knowledge in some particular field or specialist.

The Recruitment portal home page is the starting point of your application journey.
The following features are found at the homepage.

e Vacancy — Displays the list of all vacancies, the list can be filtered based on job
description, job category, opening date and closed date

e Application general conditions — This shows all the conditions which expert should
comply with.

e Register — This is where a user register and create an account on the recruitment portal

before apply for a vacancy

e Log in — This allows user to log in to an existing account, complete profile make

application(s) and subscribe to job alerts.
e Home —Return you to the home page
e My Profile —allows user to get back to Dashboard from the Home page
e |Log Out —user quits from the system

e My application — This shows expert’s applications history

e Feedback — Users can use the Feedback link to communicate in case they encounter any

issue/problem that need attention/clarifications from the administrator.

Creating an Account

1. Click on the “‘Register” link on the recruitment portal home page.

2. You will be asked to provide your email address and password. (which will be used as a

username and password during log in to the system)
3. Click the tab “‘Register’ to continue with the process.
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4. Confirm the password to make sure it entered correctly. Upon successful creation of an
account, you will receive a confirmation email through the email address you have

provided with a link to activate your account.

e S -

.. Re( ! L-{mﬂ.tﬂ.l Ol Republc Qi

Pubhb@emce Recruitment Secretarlaf” a9

President’s Office

Home Vacancies Login Register Feedback

Vacancies by Category E|

Applicant | Expert | Diaspora

Enter email
address

Email:

Password:

Enter password
(At least 8 characters)

Confirm Password:

Hetimiliki 82014 . Selretariat ya Ajira{FSRS5), Haki zote Zimehifadhiwa.

Imesanifiwa, Imetengenezwa, na Inaendeshwa na Waksla ya Serikali Mtandao (eGA) | Kanusho | Sera ya Faraghs | Ramaniya Tovuti | Maswali yaulizwayo Mara kwa Mara

Confirm
passwor

Click
Register
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Registration Successful message

A\; YT “‘,". \‘-‘
°\ & Recruitment w::ﬂ?m.m.{ _—

\.4. /: Portal Publleerwce Recruitment Secretarlaf

President's Office

Home Vacancies  Login Register Feedback

Vacancies by Category ¥ Search Jobs

Applicant Registration Success

You have successfully reqistered with Recruitment Portal. An email has been sent to you with instructions on how to activate your account.
Please check your email and follow the instructions in order to start using your account.

Thanks

Hatimiliki 2014 . Sekretariat ya Ajira(PSRS), Haki zote Zimehifadhiwa.
Imesanifiwa, Imetengenezwa, na Inaendeshwa na Wakala ya Serikali Mtandao (eGA) | Kanusho | SerayaFaragha| Ramaniya Towdi | Maswali yaulizwayo Mara kwa Mara

NOTE: Only activated account will be usable, if you don't find the email confirmation in your
inbox, please try to check it in your junk folder (spam)
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Signing In
Sign-in using the email address and password entered during registration.

W e asw =
( ‘RE{'F L'”l'i.'}.‘l't”']'t [_[l'III;F?.ELHEHL' QLT aiania - '.*-'

\ :w ¢ Portal Publi®Service Recruitment Secretariat |
7% President's Office '

R <l

iy

Home \Vacancies Login Register Feedback

Vacancies by Category E

Applicant/Expert/Diaspora Login Page

Flease legin with your email/username and password below. Expert username
Email/lsername: /
Password: / Expert password

FOIgotL youT passwo

rd?

Creste Account Click Login

Hatimiliki 82014 . Sekretariat ya Ajira[PSRS), Haki zote Zimehifadhiwa.
Imesanifiwa, Imetengenezwa, na Inaendeshwa na Wakala ya Serikali Mtandac [eGA) | Manusho | Sera ya Faragha | Ramani ya Tovuti | Maswali yaulizways Mars kbwa Mara

Forgot password

If you have forgotten your password, use the ‘Forgotten your password?” function.

Enter your email address and press ‘Submit’. If that email address has been registered on the
system then an email will be sent with a temporary password that you can use to log in to the
system.

Enter your email address and the temporary password into the sign-in fields and, if successful,
the system will ask you to update the password.
Please note that, passwords stored in recruitment portal are encrypted and cannot be retrieved
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directly. If you are requesting password information the password will be reset and then
emailed.

If you have not received your password within 60 minutes, please check your spam/junk folders.

= mLrE -
Hmred Peput lic f@aﬂ-anla

\ Recruitment

'PO}"I.L{H[ Publi®Service Recruitment Secretanat d

President’s Office

Home Vacancies  Login Register Feedback

Vacancies by Category B Search Jobs

Forgot Password

Enter Expert
username

Email/Username: /

Submitthe word you see below| HpVita Enter codes that will be
displayed

Submit

Login | Create Account
Click Submit

Hatimilii ©@2014 . Sekretariat ya Ajira(PSRS), Haki zote Zimehifadhiwa.
Imesanifiwa, Imetengenezwa, na Inaendeshwa na Wakala ya Serikali Mtandao (2GA) | Kanusho | SerayaFaragha| Ramaniya Tovuti | Maswali yaulizwayo Mara kwa Mara

Dashboard

After sign-in you will be taken to the Expert Dashboard. The top menu will contain the links to
access the Home Page, Vacancies, My Applications, Register to Job Alerts, Change Password,
log out and Feedback.

You can return to the Dashboard at any point (provided you are signed in)
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5 Recruitment - T— _
A : o
Publi®Service Recruitment Secretanat

President's Office

‘Vacancies by Category |I| Search Jobs
WELCOME TO RECRUITMENT PORTAL - EXPERT

Professional who has acguired knowledge and skills throwgh study and practice over the years in a particular field or
subject to the extent that his or her opinion may be helpful in fact finding, problem solving or understanding of a
situation.

An expert can also be someone widehy recognized as a reliable source of technigue or skill whose faculty for judging
or deciding nighthy, justhy, or wisely is accorded authority and status by peers or the public in a specific
wel-distinguished domain. Expert can be knowledgesble in executives, scademics, Ressarch, management

Dashboard > consultants, social issues | Business Analyst, economics, Client Relationship or any other figld.

P | i Therefore the Public Service Recnuitment Secretariat is encourage Tanzanians who are experts in vanious fields to
i T submit their full detaied Cumiculum Vitae (CV) throwgh the Public Service Recruitment Portal.

Contact Details If you are experiencing additional problems, please give us a fesdback here.
Curriculum Vitze

Areas of Expertise

Rate

Referees

Other Attachments

Declaration

Hatimilli ©2014 . Sekretariat ya AJiR(PSRE), Hakl Zoie Zimehitadhia.
mesanifiva, Imefengenerwa, na insendesima na Wakals ja Serball Miandaa (eGA) | Kanusho | Seraya Faragha | Ramanlya Towatl | Maswall yaullzwayo Mara kwa Mara

From the Dashboard, you will find 8 tab options: Dashboard; Personal Details; Contact Details,
Curriculum Vitae, Areas of Expertise, Rate, Referees, Other Attachments, and Declaration

Expert should attach
e Curriculum Vitae (CV)
e Research/Project/Activities

Curriculum vitae (CV)
A short document that describes expert personal details, education, work experience and referee
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Research/Project/Activities
An expert must had written a certain Research/Project/Activities that shows how his or her
experience

40|Page



