
 

Table of Contents ɀ Job Search & MyProfile Handbook   
Job Search ................................................................................................................................................................................. 2 

Quick Search......................................................................................................................................................................... 2 

Advance Search .................................................................................................................................................................... 2 

Job Search Results .................................................................................................................................................................... 3 

Filter Jobs ............................................................................................................................................................................. 3 

Job Listings ........................................................................................................................................................................... 3 

Job Details ............................................................................................................................................................................ 4 

Print a Job............................................................................................................................................................................. 6 

Refer a Friend ....................................................................................................................................................................... 6 

Apply for a Job ς Non Registered Users ............................................................................................................................... 7 

Apply for a Job ς Registered Users ....................................................................................................................................... 7 

Jobseekers ς FREE Registration ................................................................................................................................................ 8 

MyChakri Profile ....................................................................................................................................................................... 8 

Logins ................................................................................................................................................................................... 9 

Forgot Password ................................................................................................................................................................ 10 

DASHBOARD ....................................................................................................................................................................... 11 

Profile ................................................................................................................................................................................. 11 

My Profile ....................................................................................................................................................................... 12 

Change Password ........................................................................................................................................................... 12 

Follow a Company .......................................................................................................................................................... 13 

RESUME .............................................................................................................................................................................. 13 

My Resume ..................................................................................................................................................................... 13 

Upload Resume in Docx .................................................................................................................................................. 14 

Build Resume .................................................................................................................................................................. 14 

COVER LETTERS .................................................................................................................................................................. 15 

My Cover Letter .............................................................................................................................................................. 15 

Upload Cover Letter ....................................................................................................................................................... 15 

Build Cover Letter ........................................................................................................................................................... 16 

My Jobs .............................................................................................................................................................................. 16 

Job Mail .......................................................................................................................................................................... 17 

Favourite Searches ......................................................................................................................................................... 18 

Applied Job ..................................................................................................................................................................... 19 

Saved Job ........................................................................................................................................................................ 19 

Logout ............................................................................................................................................................................. 20 

Contact Us .............................................................................................................................................................................. 21 

 



 

                                                                                                                                                  2 | P a g e 
 

Job Search 

Quick Search 
 

Search Jobs via either of the methods below 

ü Search with a keyword and /or 

ü Search by selecting Location, Category, Sub category, Posting & Closing Date, or Salary and / or 

ü Simply Press Search, to view all the jobs 

 

Advance Search 
- Press on Advance Options on the Left hand side of the Search Button to further filter your jobs search 

- Options available to Select are Career, Experience Level, Education & Work Type. 
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Job Search Results 

Filter Jobs 
- You can further filter your Search Results from the Side panel on the Job Search Results display 

 

Job Listings 

- Below is the result of the Job Search, which displays all the Job matching your criteria 
 

- All Job displayed on Top with an Orange background & Green Boarder are Category Featured Jobs 
 

- To Apply Click on the Job Tittle 
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Job Details 
- This shows Job details with Additional Requirements 

- Company Logo is also displayed 

- Closing date, Posting Date and No of Vacancies is also presented 

- To Apply Click on the Job Tittle or Apply for this Job Button 

 

Press on these buttons (Icons) to,  

 

To change the display of the Job Search Results 

 

                          

       To Expand a Job listing, Apply for a Job & Share on Facebook    

                 To Collapse a Job listing 

  

                    

        To Save a Job to Apply Later, Please Note: you need to be Registered to Use this service 

                               To Print this Job 

                              Share this job on Facebook        

                  This will open up the Job Details to Apply 

                               Job Application Closing Date 

                      Company Logo 
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Clicking on the Job Tittle or Apply for this Job Button, will take you to the below screen, where in-depth Job Description 

will be provided.   

ABOUT THE RECRUITER: At the bottom of the Job description, Company background information is displayed  

For further information on the company, click on the Website Address. 

 

Press on these buttons (Icons) to,  

   To download file this contains further information on the Job 

 Email a friend this Job (you need to be Registered to use this service) 
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Print a Job 
To Print a Job please click on the icon below 

                      To Print this Job 

Below is an example of a how a Print Job will appear in your screen to Print  

 
Refer a Friend 
You can send a copy of an advertised Job to your friend. Simply Fill in the details below & Press Submit. 
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Apply for a Job ɀ Non Registered Users 

Anyone can apply for a job without registering; Fill in the details below to apply.  

You will also receive an email notification, confirming Job Application to Recruiter. 

 

Apply for a Job ɀ Registered Users 

Registered Users can use either an Existing or Upload from Computer: Profile Picture, Resume & Cover Letter to apply for 

a Job. 

You will also receive an email notification, confirming Job Application to Recruiter 

You can also view all your Applied Jobs from your ChakriProfile. 

  

 

 






























