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USER MANUAL FOR NSDC JobX
(Mauritius Employers Onboarding)

Version 1.1

Disclaimer: Please note that the information provided in this user manual is for informational purposes only. The
processes described herein are subject to change without prior notice, as part of continuous development
program to enhance application's features and functionality.
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1.0 Introduction

This user manual has been designed to provide information on how employers can use NSDC JobX for:

International Employer Onboarding
Login

Manage Jobs

Manage Applications

Update Profile

vk wnN e

Please go through the manual thoroughly to avoid any issues.

www.nsdcjobx.com

2|Page




2.0  Mauritius Employer Onboarding

Short Description: This process flow is aimed at international employers.

Context: This feature will help international employers to register on the NSDC JobX platform.

2.1 Registration
Step 1: Please visit URL www.nsdcjobx.com.

.¥. Login
diahe #Home EmploymentTypev  Servicesv  Overseas jobs acansaote || Wempiorer |

N:S:D-C | N:s:D-C

DIGITAL

RECENT JOB POSTS

= profile ting Iuainee B Company: ANAND Group of companies % Salary: 15222 Lucrs

Step 2: On the top hand right corner of the screen there is Login section click on Employer button as
highlighted in the image below.

-‘% Login
e #Home EmploymentTypev Services™  Overseas Jobs

Step 3: Click on New to NSDC JobX? Register Here button as highlighted below.

Registered User Sign in Here

Enter Mobile No. / Email ID : *

Login with Mabile OTP

Password: *

Forgot Password
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Step 4: In the next screen fill in all the required details starting from choosing your country as Mauritius
in the form and click on the Submit button at the end of the form.

Country

Mauritius

Company Name'

Contact Person

Category

Select

Select

Address

Established Year

Password

Please read the

Create Recruiter Profile Now!

Type of Business Entity

Business Registration Card" (©nly pan | (max size500x8)

Choose File | No file chosen

Company Website

| here by declare that, all the details mentioned above are correct and
Self Declaration carefully. Click Here

District

Select

Mobile / Phone No

Email (UserlD)

Sector

Select Sector

No. of Employees

Select

Company Logo

Choose File | No file chosen

Certificate of Incorporation/Regd." (' a0 | (max size 500k

Choose File | No file chosen

Re-type Password

true in belief of my knowledge.

Note:

e Please mention the district where your company is registered.
e Upload your company logo for better visibility.

e Uploading Business Registration Card and Certificate of Incorporation are mandatory.
e The phone number should be within 7 to 8 characters.

Step 5: Once you click on Submit, you will receive an OTP on the email id entered by you in the

registration form. Enter the OTP and click on Verify and Submit to verify your email address.

www.nsdcjobx.com
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Email

Hil Welcome Back

Hice the bt tolent through our wide veriety of datsbase |

Verify Your Profile

hived i pathak@nsdcindia org

# Home QSearchResume #ilogin & PostA job

Employer

N-5-D-C
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Please Note: If you do not receive the OTP, wait for few minutes before clicking on Resend OTP.

Step 7: Enter your job demands in this screen according to the sector and enter the no. of vacancies for

each sector.

Demand Aggregation

Sector

select Sector

No of vacancies:

Please Note: You can enter job demands for up to 5 sectors.

www.nsdcjobx.com
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3.0 Login

Step 1: After successful registration, go to Login Page and enter all the required details and click on
Login button.

Employment Type v Services~  Overseas Jobs

Registered User Sign in Here

Enter Mobile No. / Email 1D : *

Login with Mobile OTP

Password: *

Forgot Password

Step 2: Once you click on Login, on the landing page you will see these options in the top menu.

e # Dashboard  Advance Search (Resume) ~®Manage Jobsv & Manage Profile v (8 Manage Response & My Profile v

3.1 Forgot Password
Short Description: This feature would be used if the registered employer has forgotten their password.

Context: In case the employer has forgotten their password they can reset their password using this
feature.

Step 1: If you are unable to login through the login credentials or you have forgotten the password then
click on Forgot Password as highlighted in the image below.

Employment Type ¥  Services~  Overseas Jobs
Registered User Sign in Here
Enter Mobile No. / Email ID : *

Login with Mobile OTP

Password: *

Forgot Password

6|Page
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Step 2: This will take you to the following screen.
Forgot Password
Registered Email ID : *
New to NSDC JobX ? Reglster Here | ‘ Back @
Step 3: Enter your Registered Email Id in the respective field and click on Submit.
Step 4: The new password would be sent on the registered email id which can be used to login.
Note: You can change your password after logging into your account if required.
7|Page
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4.0 Manage Jobs

4.1 Post A Job
Step 1: Under Manage Jobs click on Post A Job.

N-S-D-C

Active Job List Post A Job
Home » Manage Jobs » Active Job List
Copy A Job

Active Job List

# Dashboard Advance Search (Resume) ®8 Manage Jobsv & Manage Profile v Manage Response v g My Profile v

Active Job List

Inactive Jobs

Unpublished Jobs

P A —— S =

Step 2: Fill in all the required details and click on Submit Job button.

Company Name Job Industry Type Job Title'
Select v select Sector v
LOCAION seperated with comma 3 Functional Area* Job Type*
Mauritius Others v Select Job Type v
Required Profile " sspeseswrncamma Trade/Specialization/Branch Job Vacancies
Work Experience (From) Work Experience (To) Currency Type
Minimum Experience Year v wum Experi v Maurit v

Monthly Salary : PWD
Gender Show Employer Contact
Select v Select v

Job Description

B I |:x= = @ ?

Keywords: Upload Job Description (Only .doc / .docx / .Pdf File) | (max size: 1 MB)

Choose File |No file chosen

Note: File Name should not contain special characters(,  #,@/\*.)

Note: Once a job is submitted you will have to wait for the admin’s approval for the job to be
published/active.

8|Page
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4.2

Active Jobs

Step 1: To check the list of active jobs on your profile click on the Active Jobs Button under Manage

Jobs.

# Doshboard  Advance Search (Resume) & Manage Jobs v &8 Manage Profile v

Post A Job

Inactive Jobs

Unpublished Jobs

Transfer Jobs

= Manage Response v & My Profile v

Home » Manage Jobs » Active Job List

O] f linlv}

7 Edit Job © Click to Inactive

Step 2: To edit a job click on the Edit Job button and make the edits before clicking on the Submit

button.

Step 3: If you wish to deactivate a particular job posting just click on the Click to Inactive button.

4.3

Inactive Jobs

Step 1: Click on Inactive Jobs as highlighted in the image below.

N-5:D-C

Inactive Jobs

# Doshboord  Advance Search (Resume) ) & Manage jobs~ & Manage Profile v

L] port Transter Jobs

¥ Manage Response v & My Profile v

Home » Manage Jobs » Inactive Jobs

A Click to Refresh

Step 2: Edit the Job if required by clicking on the Edit Job button.

Step 3: If you wish to reactivate the job click on the Click to Refresh button.

www.nsdcjobx.com
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4.4  Add Company Details
Short Description: This feature is used to add any new clients.

Context: If the recruiters need to add new clients or companies to their portfolio then they would need

to use this feature.

Step 1: Under Manage Profile click on Manage Company and then click on Add Client as highlighted in

the image below.

# Dashboard  Advance Search (Resume) @ Manage Jobs @ Manage Profile~ [ Manage Response

Company Name : Terrier Security

m Test Company
Read More

A 9 Location : AT/PO- Palkmal, Laudmal, £ Establishment : 2020-01-01

& MyProfile v

W Add Client

Edit Company

Step 2: After adding client details employer needs to follow a mobile number verifiratinn ac chown in

the image below.

Verify Your Profile

Mobile / Phone No:

Resend OTP

Note: Employer will not be able to post job on behalf of client without mobile number verification.

Step 3: To edit the client/company details click on the Edit Company button.

N-S-D-C # Dashboard  Advance Search (Resume) @8Manage Jobsv @8 Manage Profile v [ Manage Response v

Company Name : Terrier Security

Test Company

& My Profile

www.nsdcjobx.com
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5.0

Manage Applications

Short Description: This feature allows you to manage all the received candidate applications.

Context: This feature can be used to manage all the applications received for all the jobs posted on the

portal.

51

All Applications Received

Step 1: Click on Manage Response and click on All Applications Received button to go to the following

screen.

# Doshboard  Advance Search (Resume) & Manage Jobsv & Manage Profilev = Manage Responsev 8 My Profile v

All Applications Received T i - i

Application Received Execu(ivelSr. Executive Human Resources, JobiD: 21

. =3
Cument Prefemed Cument Expected Applisd Applied  Appiied
£ Name  Mobile DOB  Age Quaification Speciaization
Location Location cIc (414 Comp Post Date
Select Selet
SR | Sxsafive
A CTC. Aomu CT o
TR o 2 e D Gaime Do | s U e e mwn

Step 2: Click on the View Profile button to check the profile of applicants.

Step 3: Click on Download Resume to download the resumes of the applicants.

Step 4: You will be taken to the Candidate Profile screen as shown in the image below.

i (“D % # Doshboard  Advance Scarch (Resume) S Manoge jobs v S Manage Profile [ Manoge Response > & My Profile >

Step 5: After checking the complete profile you can click on Download Resume to download the
candidates’ resume.

www.nsdcjobx.com
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5.2 Response List

Step 1: Click on Response List under Manage Response.

N-5-D-C
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N-$:DC

Response List

# Doshboord  Advance Search (Resume) 8 Manage Jobs v 8 Manage Profile v

Job List

Responte Repert

Response List
Schedule Interview

Update Interview Status

Update Otfer-Letter

Daily Screening Report

Cancicate Date Of
Modie Emad Age Educaton Location State Search Jobseeher
[ - o s
VI g o

Step 2: You can use the filters highlighted in blue in the above image to filter out the exact job

responses.

53 Shortlisting

Step 1: Once you login into your employer account’s dashboard as shown below.

NS D-C

# Dashboard  Advance Search (Resume) 88 Manage jobs ~ 8 Manage Profile v (8 Manage Response v & My Profile v

Job Title : In Design Operator

Company
Logo

oL % Salary:2-4 Lakhs 8 Noof Opening!

View : 2068

Job Titlo : Process Associate/ Executive

Company
Logo

ds, % Salar

L]
9 Lacat

D =

Job Title : Master Copier

Company
Logo

pany Name

XXXXKXX

9 Locati

) e

Step 2: Click on View Applications button to see the full list of applicants.

Step 3: On the Response List screen, click on the respective View Profile button to see the profile of any
candidate as highlighted in the image below.

VIEW
PROFILE

view N
PROFILE
VIEW
PROFILE
VEW |
PROFILE
VIEW

PROFILE

VEW |
PROFILE

10th Pass - ( 10th Pass
— =N ool com 28 310772023 “ y[ “ Proddatur
- (| i con | 2m072023 ‘“‘f’“““f" Hyderabad
inance
Post Graduate -
I - L ool com 35 28/07/2023 e ! Hyderabad
[ — 2| 2somm02 Groduate - (Other) Neida
- B o 2 26/07/2023 12th Pass - ( Science ) Hardoi
_DED b .| o o 2 26/07/2023 “’Sl}i‘r::::;e'( Lucknow

Andhra
Prodesh

Telangana

Telangana

Uttar Pradesh

Uttar Pradesh

Uttar Pradesh

www.nsdcjobx.com
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Step 4: In the profile details screen, you can see all the details of the candidate.

R T # Dashboord  Advance Scarch (Resume)  #Manoge jobs v B Monage Profile v I Manoge Response > § My Profile v

User Profile Details

Candidate Name - SN Kumar

Step 5: To Download the resume click on the Download Resume button.

Step 6: To check the resume without downloading click on the maximize button as highlighted in the

image below.

Step 7: Once you have checked the candidate’s profile thoroughly, you can mark them as shortlisted by
clicking on Select Status dropdown, selecting Shortlist and then clicking on Submit Details button.

5.4

Status:

Select Status

Shortlist

Reject

Call Again

Both Educational Qualification & Experience Not Match
ualification Match & Not Match

Education Qualificational Not Match

Update your Resume, Education & Experience Details

Submit Details

Scheduling Interviews

Step 1: Click on Manage Response dropdown from the header menu and click on Schedule Interview as
highlighted in the image below.

o,
Yo

o # Dashboard  Advance Search (Resume) B Manage Jobsv 8 Manage Profile~ (= Manage Response~ & My Profile v

All Applications Received All Application Received ;
Home Received
Response List

Response Report

Sl

From Date: * To Date : * Job List: Update Interview Status

03/08/2023 03/08/2023

All Jobs

¥ Update Offer-Letter

www.nsdcjobx.com
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Step 2: In this screen search for the particular job opportunity by selecting it on the Job List dropdown
and in the Response List filter select Shortlist to see the shortlisted candidates.

Job List:*

In Design Operator , JoblD : 58

Candidate List

View Sno  Name Mobile No

view || I e

Response List:

~ SHORTLIST

Email

Age Education & Specialization

AN Total Candidates : 50 Export Excel

BackOut Interview : 0 Rejected |

Location P

Graduate - ( Mechanical

ref. Location

I o moil.com 22 Indore Indare

PROFILE potel Engineering )
VIEW Graduate - (Electrical

o | I = cil.com 28 il s Eluru Canada
PROFILE Nagadesi Engincering )
VIEW
crome | | aa I ol com 25 | Groduote - (Sociology) Soharanpur Saharanpur
VB — S
orome | P -m | @amail.com 2 12th Pass - ( Arts ) New Delhi Delhi Noida.

Step 3: Once you have finalized the candidate, scroll right, and click on the Schedule Interview button.

Job List:* Respanse List :

In Design Operatos . JobiD : 58 - SHORTLIST -

Candidate List

Rejectod Interview : O Selectod Offer : 0

ef. Lacotion Key Skills Application Status Dete of Application
Inore €. C#+ HTML, €55, Javaseript, ava 040772023
— L ang ot Coce e
(e
saharanpur Communkoticn [
aelhi Nusihi, 0072023

adlls Basic knowiedge of Adobe Lakn

Tatal Candidates : 50

Export Excel

Schedule Interview Interview Stotus

BackOut Offer: 0

Offer Stotus

w e

Fending

Fending

Step 4: This form will come up for scheduling interviews.

Send Interview Venue Details

Contact Person Name : * Mobile No: Email Id: *
Interview Date: * Interview Start Time (24 HrsJ): *
(c]
Interview Mode : * Interview Link: *
Online ~

Address : *

Instructions : *

Send Interview Detalls

www.nsdcjobx.com
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Step 5: There are two options for interview mode as Online and In Person.

Step 6: If you select Online, you will have to fill an interview link in the Interview Link field as highlighted
in the image below.

Interview Mode : * Interview Link : *

Online

Step 7: If you select In Person, mention interview Venue Address.

Interview Mode : *

In Person|

Address : *

Instructions : *

Send Interview Details

Step 8: Once you have finished filling out the form, click on Send Interview Details and a mail will be sent
to the candidate.

5.5 Interview Status

Step 1: Click on Manage Response dropdown from the header menu and click on Update Interview
Status as highlighted in the image below.

Nl # Dashboard  Advance Search (Resume) #8 Manage Jobs 8 Manage Profile~ [=Manage Response~ & My Profile v

X " 5 All Application Received
All Applications Received Hoane: beceived
Response List

Response Report
Application Received

Schedule Interview
From Date: * To Date : *

Job List: Update Interview Status
03/08/2023 03/08/2023

All Jobs

¥ Update Offer-Letter

Step 2: This will take you to the Candidate list who have been interviewed.

Candidate Details

From Date: * To Date: * Job List:

03/082020 03/08/2023 Select - B eeoresixs

Sno. Action Candidate 1D job ID|  Status  Interview Remarks Interview Status| Offer-Letter Remarks Offer-Letter Status Name Mobile

1 | UPDATE INTERVIEW ‘ 43965 51 |SHORTUST B W b
——

2 |um1:|ma~ ‘ 112992 | 51 |SHORTUST ﬁ — Ji

3 | UPDATE INTERVIEW ‘ 55676 51 |sHORTUST [ WAt h prok

o | UPDMEWTERVIEW | w0 s somrust - 07 sanioy

15| Page
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Step 3: Click on Update Interview button as highlighted in the image above.

5.5.1 Candidate Selected
Step 1: Click on the Select Status drop-down and click on Selected and click on Update.

Update Interview Details

Select Status.

Selecied

Note: The Reason will automatically be set to selected.

5.5.2  Candidate On-Hold
Step 1: Click on the Select Status drop-down and click on On-Hold.

Update Interview Details

Select Status : Reason :

On Hold M

Step 2: Select the most appropriate reason and click on Update.
Note: If you don’t find the appropriate reason in the list then select Others and click on Update.

5.5.3 Candidate Not Selected
Step 1: Click on the Select Status drop-down and click on Not Selected.

Update Interview Details

Select Status Reason :

Not Selected v

Step 2: Select the most appropriate reason and click on Update.

Note: If you don’t find the appropriate reason in the list then select Others and click on Update.

16 |Page
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6.0 Update Profile

Short Description: This feature helps you manage the employer’s profile.
Context: Use this feature to manage your employer profile on NSDC JobX.

Step 1: Click on My Profile in the top menu and click on Update Profile to make the required changes.

Ny
b # Dashboard  Advance Search (Resume) 8 Manage Jobs S Manage Profilev T Manage Response~ & My Profile -
Update Employer Profile & View Profile

& Welcome Again : | (# Update Profiie

[ Demand Aqgregation
Update Details

© Change Password

Established In No. of Employees
Company LOBO " Giog 1 ipeg / prgiSize - (Max - 150%8) Phone
Step 2: Make all the changes required and click on Update Profile.
D \% O
nebic # Dashboard ~ Advance Search (Resume) 8 Manage Jobsv @8 Manage Profile~  [=Manage Response~ & My Profile v
Update Employer Profile

Home » View Profile » Edit Profile
& Welcome Again: |

Update Details

Industry Type of Business Entity

IT-1Tes v Private Limited v
Established In No. of Employees

200 010 v

Company LOgo" tjss/ Jpes /pngisize M - 150KE) Phone
| Choose File | No file chosen 9999307595
Address
123
State District
v Select v
About Company

Good company

Step 3: If your Job demands change and need to be updated, then click on Demand Aggregation as
highlighted in the image below.

17 |Page
www.nsdcjobx.com




Update Your Demand Aggregation

Hire the best talent through our wide variety of database |

Demand Aggregation

Sector No of vacancies:

Select Industry . m

# Dashboard ~ Advance Search (Resume) & Manage Jobs~ & Manage Profile~ (= Manage Response~ & My Profile

& View Profile

( Update Profile

= pemand Aggregation

# Change Password

®Logout

Step 4: Make the required changes and click on Submit.

Step 3: To change your password click on the Change Password button.

Change Password

& Welcome Again : Ashutosh

Change Password

Password : Confirm Password

# Dashboard  Advance Search (Resume) 8 Manage Jobs v 8 Manage Profile~ [ Manage Responsev & My Profile v

& View Profile

[ Update Profile

£ Demand Aggregation

© Logout

Change Password

Step 4: Enter the required password and click on Change Password.

Change Password

& Weicome Again : ashu !

Change Password

Password Confirm Password *

# Dashboard  Advance Search (Resume) & Manage Jobs v & Manage Profile v @ Manage Response v & My Profile v

& View Profile

Home » View Prd

[ Update Profile

© Change Password

OLogout

www.nsdcjobx.com
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N-S5-D-C
Thank You
For any queries regarding NSDC JobX
Please Contact: 1800 123 9626 | +91 8800055555
or write to us at contact@nsdcjobx.com
19| Page
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