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Introduction

CIDRZ eRecruiter is a web based application that allows you to view

and apply for jobs advertised by CIDRZ. You can access the application

using your cell phone, tablet, smart TV, or computer from anywhere in
the world. You just need an internet connection and a device with a web
browser. To access the system, open your browser and navigate to the

URL: http:/www.cidrz.org/jobs/

CIDRZ eRecruiter



CIDRZ eRecruiter Home
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R Register Free Account
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Enter text to search..

Actions TITLE

LOCATION
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PROJECT GRADE STATUS DEADLINE PUBLISH DATE
G er Re VenYou Events Center - Lusaka - Naot 16 Feb 2022
2/22 District, Lusaka Province - Signed In 00:00
11/8/2022 The home page shows a list of jobs currently available and allows you to sign in or create a new account. To

create an account, ClickRegister Free Accountlf you already have an account, ClickSign in




Creating an
account

You need to create an account to
update your profile and apply for
jobs. Internal job advertisements
are only be available to CIDRZ
staff



reating an account
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First name: Last name:

John

Email:

nkoleevans@gmail.com

Password: * Confirm Password: *

Register Account

You need to provide your first and last names and a working email address. Your password must be 8 6
characters or more. Required fields will be highlighted. CliclRegister Accountto create your account



Notes on email addresses

CIDRZ Email (@cidrz.org) Other Email(Yahoo!, Gmaill, etc.)
Available to CIDRZ staff only Available to anyone

Can see public job adverts Can see public jobs adverts

Can see internal jobs adverts Cannot see internal jobs

Can reset passwords when in active :
employment with CIDRZ. Users can Can reset passwords at anytime. The

continue using an @cidrz.org email system will send a password reset email

address after leaving CIDRZ but they will 0 your email address with instructions
not be able to reset their password since
they cannot receive mails

11/8/2022 CIDRZ eRecruiter



CIDRZ eRecruiter will send a

verification email to the emaill

address you provide. Please
ensure your email works

Activating your account

11/8/2022 Tip



Activating your account
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First Name:

John

Last Name:

Doe

Email:

nkeleevans@gmail.com

Once you have created your account, You need to activate it before you can login. An email will be sent to
the email address you provided with instructions. Please check your spam or junk folders too



Activating your account
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Signing In

im} | = = CIDRZ e-Recruiter - Login x | 1

(@) m %] https//fjobs.cidrz.org/login

CIDRZ e-Recruiter

L ciorz

Username/Email:

nkoleevans@gmail.com

Password:

You can sign in after you active your account. To sign in, provide your email address and password then
click the Login button

11



Dashboard
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f* My Dashboard
Dashboard
A2 My Profile
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Education Memberships Awards Skills =
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Grade 12 & ID
work Experience
February 17, 2022 ~ Day Work Week Full Week Month Timeline Agenda
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Memberships 12 AM
Awards 1 00
skills 2 00
AR  Referees 3w
L Mycv 4 00
1 Notifications 5 00
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Your dashboard allows you to update your profile, work experience, education background and other 12
information for your Curriculum vitae (CV). You can apply for jobs when your profile is at least 75% complete



Your Curriculum vitae (CV)

1 2 3 4

Education

Educational background
and qualifications

Profile Grade 12 & ID Work experience

Names, gender, date of Copy of your Grade 12 Current and previous work
birth and addresses certificate and ID (NRC, experience
passport or drivers license)

11/8/2022 My Dashboard 13



Your Curriculum vitae

5

Memberships

Current professional
memberships

11/8/2022

6 I

Awards Skills

Relevant professional Relevant professional
awards abilities and knowledge

My Dashboard

8

Referees

People knowledgeable
about your work experience

14



Viewing your Profile
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fat My Dashboard

A My Profile

# Jobs 1

My Applications (@

-~
Grade 12 & ID 272
Work Experience (8 ‘
er  Education
First name: Middle name:
rships
Evans Middle Name
Last name: NRC:
= Skills
Nkole N2
% Referees
Passport Date of Birth:
Passport 02 Feb 2022 .
Q1 Notifications
Mobile Phone: Work Phone:
260977123456 Work Phone
Email Address (Readonly): Town:
evans nkole@cidr org Town
Sex: Postal Addess:

Residential Address:

You can view your current profile under My Profile. To update, Click thepdate Profile button at the bottom.
The application will display a percentage to indicate how complete your profile is undeMMy CV
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Update Profile

Profile | Photo  Password

Gender:

Female

Last name:

Nkole

Middle name:

Middle Name

NRC:

111111/22/4

Marital Status:

Single

Postal Addess:

Postal Addess

Updating your Profile

Title:

First name:

Evans

Date of Birth:

02 Feb 2022

Passport:

Passport

Home Address:

Home Address

City/Town:

Town

= (]

B = @ 8

photo under the photo tab. To save your changes, ClicBave Profile

X

You can update your personal details and change your password. Optionally, you can upload your portrait

16



Attach ID & Grade C
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Attach ID & Grade Certificate My - Curriculum Vitae (CV)

Attachments (Only .jpg..jpeg..gif..png, .pdf)

NRC or Passport or Driving License (4 MB Maximum):

Browse...

# File Name Size (KB) Date
Delat statermentnyir102017-06-27- 65 16 Feb 2022
e | 2017.06-27.pdf 13:05

ficate

B o= @ 8

Evans Nkole

Grade 12 Certificate (4 MB Maximum):

File Name

Browse...

Size (KB) Date

65 16 Feb 2022
13:.05

ed help? Contact us: Email: helpdesk@cidrz.org. Version 0.22

You need to upload a copy of your Grade 12 Certificate (or its equivalent i.e., High School Diploma) and ID
NRC, Passport or Driving License). To upload, simply click tH&rowse.. Button to choose a file on your device

17



Work Experience
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A My Profile

Jobs
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My Applications 0

Organisation: Position: Start Date:

I Organisation l [ Position l ‘ Start Date

You still work here?:

| Current

Duties / Responsibilities:

Grade 12 & ID 2/2

Work Experience (5

Education

Memberships

Awards

Duties / Responsibilities

Add Work Experience  +

A Mycv Please enter organisation
ease enter position
enter start date
e select whether you still work here
Please enter duties / responsibilities

skills

AR Referees

Notifications

Current Work Experience:

You are required to add your work experience. To do so, provide the name of the organization, position, start

and end dates, and duties. You can add more than one work experience 18



Education Background
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A2 My Profile
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Add Education Background
D My Applications

College / University: Programme: Start Date:
B Grade1z& D

[ College / University ] l Programme l ‘ Start Date

E3 work Experience

End Date: Qualification: Attach Copy:

‘ End Date | Qualificaion Click to select a file...

= Education

f Memberships

Add Education Background +
Awards

nter college / university

= skills er programme
er start date
er end date

! Referees ~
ect qualification

My CV .
Y Current Education Background:
Notifications # College / University Programme Attachment Start Date  End Date Qualification  Date
Huma - ) e 10 Feb 16 Feb Higher 03 Feb 2022
Delete  Collge membershipcertificate. pdf )
Resources 2022 2022 Diploma 14:19

21 Feb 09 Feb 2022 -

You are required to add your full educational background. To do so, provide the name of the college /

university, program, start and end dates, qualification obtained and attach a copy of your certificate 19



Professional Memberships

You can add professional memberships you currently have such as EIZ or GNC. To do so, provide the name of

the organization, membership number and start and end dates 20



