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1 How to Search and Filter Jobs on the IEC Public Website

You can search and filter vacancies on the Electoral Commission e-Recruitment portal, but in order

to apply for jobs you must first Create a User Profile.

1.1  Go to https://www.elections.org.za/pw/

1.2 Click on ‘About the IEC’ menu and click on the ‘Jobs’ link.

| want to Voters Parties and candidates Party funding Elections Information centre About the IEC

e-Learning

[ e 5oy s Research Seminar i sepember 20221
’ ASAVOTER

Figure 1: Elections Home Page
1.3  Either you can Search using a Keyword or by using the Job ID if you already know it.

1.4  You can filter for jobs by Location as shown on the left pane. Upon filtering by location, do
not forget to click on the Update Filter button to get the latest results.

Sort by

Location
® NATIONAL OFFICE (2) Job title
& Eastern Cape (34)

® Free State (19)

R REGISTRATION STAFF (VARIOUS POSITION OF SUPERVISOR AND OFFICER) WARD O - EC126/2023/32330 &

@ Limpopo (23) Co
& Mpumalanga (18)
® North West (19)
& Northern Cape (30)

Job Purpose: To contribute towards strengthening electoral democracy processes by assisting in coordinating the registration of voters and related programs of the Electoral Commission at voting station

evel

& Westem Cape (26) Ranging from R400-R1600
B Fild Elections

Figure 2: Search and Filter Page
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2 How to Create MylEC Profile

To apply for a vacancy at the Electoral Commission e-Recruitment portal, you must first Create

User Profile. If you already have a “MylEC User Profile” use your login details to Sign In.

2.1  Go to https://www.elections.org.za/pw/

2.2 Click on ‘About the IEC’ menu and click on the ‘Jobs’ link.

| want to Voters Parties and candidates Party funding Elections Information centre About the IEC

e-Learning

Research Seminar

Figure 3: Elections Home Page

2.3 Click on the ‘Download PDF’ button to download a Quick Guide on how to register and
apply for jobs.

2.4 Click on the ‘Register’ button to be re-directed to the MYIEC portal where you will be able to
create your profile.

I want to Voters Parties and candidates Party funding Elections Information centre About the IEC

Jobs

Join us at the Electoral Commission of South Africa

share thispage: i [

Quick guide Register profile e-Recruitment

For quick-guide on How to register If you do not have a registered profile
and apply for jobs, click on Downlosd you will not 1o apply for any applicant:
buttan below to downlaad our quick- advertised position. Click on Registar 3pply for the
guide. buttan

Figure 4: MyIEC Jobs Page
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2.5 Select ‘Create User Profile’, on the top right side of the page for first time users.

ELECTORAL COMMISSION OF SOUTH AFRICA S
ENSURING FREE AND FAIR ELECTIONS Create User Profile L%J Sion In FO\J

SOUTH AFRICA

g Welcome to MylEC

First time user create user profile now

MyIlEC . .
y Sign in
All of your voter and election |D Number / Email / Username
. information in one place. . \
CllCl(, check and confirm your address | Enter ID Number or Email or Username |
Password

[ Enter Password l

Forgotten your password?

o |

reCAPTCHA
Privacy - Terms

I'm not a robot

The website portal is optimally viewed in Internet Explorer 9+, Google Chrome, Firefox and Safari.

© Copyright Electoral Commission of South Africa (IEC) 2020 | Disclaimer | Sitemap

Figure 5: Create User Profile Page
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2.6 Enter your details in the Create Profile page, click the Privacy Policy checkbox to accept the
Privacy Policy and click on reCAPTCHA checkbox to identify yourself as a human not a robot
and then click on the ‘Create Profile’ button.

ELECTORAL COMMISSION OF SOUTH AFRICA -
ENSURING FREE AND FAIR ELECTIONS Create User Profile |

SOUTH AFRICA

Create Profile or Step 1 of 3

If you are a first time user, please provide your personal information below so that we can create your user profile.

Download Guide Watch video

Personal Information

ID number:* Enter ID number here

AETEIEEE Enter names here

Surname:*

Enter surname here
User profile confirmation option:” O cellphone number O Email
Either a cellphone number or an email address must be linked to your RSA ID number.

Cellphone number: Enter cellphone number here

Email address: Enter email address here

Confirm email address: Confirm email address

[ Please read and accept the Privacy Policy by ticking the checkbox
™

reCAPTCHA

Privacy - Terms

I'm not a robot

=2

© Copyright Electoral Commission of South Africa (IEC) 2020 | Disclaimer | Sitemap

Figure 6: Create Profile Page
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2.7  You will then receive a notification indicating that your profile has been created and that a
verification email has been sent to your email address.

ELECTORAL COMMISSION OF SOUTH AFRICA .
ENSURING FREE AND FAIR ELECTIONS Create User Profe | | sinin [ Q]

SOUTH AFRICA

User Profile Created

Thank you for signing up with us. A verification email has been sent to your inbox with further instructions.

© Copyright Electoral Commission of South Africa (IEC) 2020 | Disclaimer | Sitemap

Figure 7: User Profile Page

2.8 Go to the message in your email inbox and click on the verification link. You will be asked to
enter your identity number or username or, if you selected one. After entering this information
in the block provided, click on the ‘Verify email’ button.

ELECTORAL COMMISSION OF SOUTH AFRICA
ENSURING FREE AND FAIR ELECTIONS

SOUTH AFRICA

My IEC Online Portal

Thank you for creating your account. Before we can complete the signup process, please complete the
registration by clicking the button below.

Username:

Verify email |

If you cannot see the "Verify Email' button, alternatively you can click here to verify your email.

Figure 8: Verification Email Page
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2.9  You will then be asked to set a password and confirm the password. Enter your password,
confirm it, and click on the ‘Submit’ button.

ELECTORAL COMMISSION OF SOUTH AFRICA

ENSURING FREE AND FAIR ELECTIONS Create User Profile

SOUTH AFRICA

User Profile Validation Step 2 of 3

Welcome back

Before you complete your user profile, you must set your profile password by filling the password form shown below.
Hint: Choose a strong password and do not use it for another profile.

Use at least 8 characters.Use a mix of letters(upper and lower case), numbers, and symbols in your password to make it strong. e.g
yoUm@m3

Set Password

BasSwors Enter password here

Confirm password: Enter confirm password here

© Copyright Electoral Commission of South Africa (IEC) 2020 | Disclaimer | Sitemap

Figure 9: Set Password Page
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2.10 The Create Profile screen will allow you to add a mobile number (which will also be verified),
select a username (optional), and to add a security question in the event that you need help
recovering your lost or forgotten password. Once you've entered this information, click on the
‘Complete Profile’ button.

Complete Profile Step 3 of 3

Almost there.__a few more things we need from you. This information will help you recover your lost/forgotten
password.

Personal Information
RSA ID number:

Name(s):*
surname:*

Cellphone number:

Not Provided Add cellphone number

Primary email address: fannotesidev@gmail.com

Alternative email address: MNot Provided Add new email

Username: En

usemame nere C-|3li:-|1a )

Security Question Reminder

Hint: any security question and identity information should ideally have the following characteristics: Memorable
(easy for YOU to remember), Consistent (never changes), and Safe (not easily guessed by general public)

P
Question: r security question here

Answer:*

r security answer her

-
Answer hint: r security hint here

Complete Profile

@ Copyright Electoral Commission of South Africa (IEC) 2020 | Disclaimer | Sitemap

Figure 10: Complete Profile Page
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2.11 Once your account creation is completed, you will view the below screen. Click on the Jobs
tab.

—i‘ém » Sign Out
ELECTORAL COMMISSION OF SOUTH AFRICA
ENSURING FREE AND FAIR ELECTIONS

SOUTH AFRICA

My voters' roll address

The address below has been supplied during your registration as a voter. Should the address be incomplete, please update and then
submit. Once your newly updated address has been submitted, it will go through a verification process before the voters' roll is updated.

Flat number:
Complex name:
Number:

Street name:
Suburb:

Traditional authority:
Town:

Edit/Update Address Confirm Address

My voter registration details

‘You applied for registration with the following details:

ID number:

Name(s):

Surname:

Province: Northern Cape

Municipality: NC453 - GAMAGARA

Ward: 34503004

Voting district: 65530016

Vioting station: NOORD-KAAP PRIMERE SKOOL

Vioting station address: 1987 INDUSTRIARD
OLIFANTSHOEK
WELGELEE

Figure 11: Registration Details Page
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2.12 You will be re-directed to the below Jobs page. Click on the ‘e-Recruitment System’ button
to access our secured e-Recruitment System.

% » Sign Out
ELECTORAL COMMISSION OF SOUTH AFRICA
ENSURING FREE AND FAIR ELECTIONS

SOUTH AFRICA

I
Wm Jobs

Apply for a job today

View our exciting career opportunities. To stay updated, register or update your details and
upload your latest CV.

Our online e-recruitment service allows you to create your profile and apply for the job advertised by Electoral Commission. It
also allows you ta provide your personal details, work experience, qualifications, language competencies and upload
supporting documentation such as driver's licence, applicant resume and ID copy. Dashboard is available to assist you with
monitoring of your applications status.

Please click the link below in order to access our secured online Recruitment system.

© Copyright Electoral Commission of South Africa (IEC) 2020 | Disclaimer | Sitemap

Figure 12: Jobs Page
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3 How to Login using Existing Credentials

To apply for a vacancy at the Electoral Commission e-Recruitment portal, you must first Create

User Profile. If you already have a “MylEC User Profile” use your login details to Sign In.

3.1 Go to https://www.elections.org.za/pw/

3.2 Click on ‘About the IEC’ menu and click on the ‘Jobs’ link.

| want to Voters Parties and candidates Party funding Elections Information centre About the IEC

e-Learning

Research Seminar

Figure 23: Elections Home Page

3.3  Click on the e-Recruitment ‘Get Started’ button to be re-directed to the MYIEC portal where
you will be able to sign in.

| want to Voters Parties and candidates Party funding Elections Information centre About the IEC

Jobs

Join us at the Electoral Commission of South Africa

sharethispage: W f 5]

Quick guide Register profile e-Recruitment

Far quick-guide on How ta register you & a registered profile
and apply for jobs, click on Download you wil o apply for any
button below to download our quick- adve P lick on Register

guide. button

Figure 14: MylEC Jobs Page
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3.4 If you already have login credentials you can sign in by entering your ID Number/ Email or
Username and inserting your password, select the reCAPTCHA checkbox and then click on

the ‘Sign In’ button.

ELECTORAL COMMISSION OF SOUTH AFRICA ,.1__ e
ENSURING FREE AND FAIR ELECTIONS Create User Profile [_%J Sign In re\ J

SOUTH AFRICA

g Welcome to MylEC

First time user create user profile now

MyIEC . .
y Sign in
A" of your_votger and election ID Number / Email / Username
. information in one place. . \
CllCl(, check and confirm your address | Enter ID Number or Email or Username |
Password

[ Enter Password l

Forgotten your password?

I'm not a robot

The website portal is optimally viewed in Internet Explorer 9+, Google Chrome, Firefox and Safari.

© Copyright Electoral Commission of South Africa (IEC) 2020 | Disclaimer | Sitemap

Figure 15: MylEC Sign In Page
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3.5 You will be re-directed to the following page, click on the ‘Jobs’ tab.

» Sign Out

ELECTORAL COMMISSION OF SOUTH AFRICA

ENSURING FREE AND FAIR ELECTIONS

SOUTH AFRICA

My 1EC [JobS

My voters' roll address

The address below has been supplied during your registration as a voter. Should the address be incomplste, please update and then
submit. Once your newly updated address has been submitted, it will go through a verification process before the voters’ roll is updated.

Flat number:
Complex name:
Number:

Street name:
Suburb:

Traditional authority:
Town:

Edit/Update Address Confirm Address

My voter registration details

‘You applied for registration with the following details:

ID number:

Name(s):

Surname:

Province: Morthern Cape

Municipality: NC453 - GAMAGARA

Ward: 34503004

Voting district: 65590016

Voting station: NOORD-KAAP PRIMERE SKOOL

Voting station address: 1987 INDUSTRIARD
OLIFANTSHOEK
WELGELEE

Figure 16: MylEC Information Page
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3.6 You will be re-directed to the below ‘Jobs’ page. Click on the ‘e-Recruitment System’ button
to access our secured e-Recruitment System.

% » Sign Out
ELECTORAL COMMISSION OF SOUTH AFRICA
ENSURING FREE AND FAIR ELECTIONS

SOUTH AFRICA

I
Wm Jobs

Apply for a job today

View our exciting career opportunities. To stay updated, register or update your details and
upload your latest CV.

Our online e-recruitment service allows you to create your profile and apply for the job advertised by Electoral Commission. It
also allows you ta provide your personal details, work experience, qualifications, language competencies and upload
supporting documentation such as driver's licence, applicant resume and ID copy. Dashboard is available to assist you with
monitoring of your applications status.

Please click the link below in order to access our secured online Recruitment system.

© Copyright Electoral Commission of South Africa (IEC) 2020 | Disclaimer | Sitemap

Figure 17: Jobs Page
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4 How to Build Personal Profile

4.1  The user will be re-directed to the e-Recruitment Home page.

Electoral Commission of South Alrica
ensuring free and fai elections

Your session will imeout in 18:00 minutes.

#Home & \View Frofile @ Bro

seJobs B My Applications & eleaming & Manage Frofile

The User agrees that:

The Electoral Commission andjor its agencies willuse personal data collected thiough the Electoral Commission's website for recruitment purposes only

Registration of persanal profile by the User and the acknewledgement of recaipt by the €
could lezd to employment

ion. should not be construed to mean that the User's application will be successful and/or

It remains the User's responsibilty to keep parsonal detaits updated on the e-recruitment system,

Personal data may be shared with external agencies appointed by the Electoral Commission for screening and intervie
with the provisions of the Protection of Personal information Act, 2013 [Act No 4 of 2013).

ing prospective candidat

This information will be treated confidentially in line

The User indemnifies the Electoral Commission agail

any claim for damage. loss or I

ity of whatsoever nature arising from your use of the job opportunities section of this website.

Figure 18: Accept Terms and Conditions Page

4.2  Now you will be able to Build Personal Profile. Click on the “View Profile’ tab to build your
profile.

Electoral Commission of South Africa
ensring free and fair slections

Py Your session will imeout in 18:00 minutes.

eRecruitment Portal

bs My Applications 78 eleaming @ Manage Profile

The User agraes that:
The Electoral Commission and/or its agencies will use personal data coected through the Electoral Commission's wabsite for recruitment purpeses only.

Registration of persanal profile by the User and the acknowledgement of receipt by the I
could lezd to employment.

toral Comm

ion. should not be construed to mean that the User's application will be successful and/or

It remains the User's responsibility to keep parsonal details updated on the e-recruitment system.

Personal data may be shared with external agencies appointed by the Electoral Commission for screening and inter
with the provisions af the Protection of Personal information Aet, 2013 (Act Ne 4 of 2013).

nformati

will be treated confidentially in line

The User indemnifies the Electoral Commission against any claim for damage. loss o liability of whatsoever nature arising from your use of the job opportunities section of this website.

Figure 19: View Profile page

Page 16 of 33



Electoral Commission

SOUTH AFRICA

4.3  Click on ‘Create Profile’ button to build your personal profile.

#Home & ViewProfile Q Browselobs My Applications  F sleaming  # Mansge Profile

Figure 20: Create Profile Page

4.4  Enter your personal information and click on ‘Save & Continue’ button and the user will be
redirected to the Language Proficiency page. The user will be re-directed to e-recruitment
Home Page by clicking ‘Cancel’ button.

asion of South Alrica

Vour session wil tmeoust 200 mewtes.

W Home &ViewProfle Q Browse Jobs My Applikations  F elearning O Mansge Profile

) » = = * B

Fersonal Information Langusge Profciency GQuartastors Viork Expenerce Attachments Summary |
Plesse completo your profile, it shouldn't take more than 30 mimates. Your profie i used for job applications ONLY.
10 Number: Age:
Disabilty" Seecta Dismis v Gonder
Other Disability: Coltural Groupe® Seecta Cutur Group v
Ever been dismissed from work:® Yes O Mo Ever been found guity of criminal offence” Seecacommonecs v
Resson For Dismissal: Detalsof Criminal Offence:
Tax Number: Currently a teacher” Yo O Mo

each scdress  Capture sddress manually

Search y

Enter your physical address, e.g. 7049 Berkheya Crescent, Centurion. South Africa

Figure 21: Personal Information Page
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4.5 Enter your language proficiency and click on ‘Save & Continue’ button and the user will be
redirected to the Qualifications tab. The user will be re-directed to Personal Information tab by
clicking ‘Back’ button.

actorl Commission ofSout Akica
ensunng free and far electons
o “Your session will timeout in 20:00 mimtes.

eRecruitment Portal

#Home & View Profie QBrowse Jobs My Applications 1 slesming @ Manage Profile

Capture Profile

) ) i 5 )
w @ L4
Personal Information Languags Proficiency Qusiifications Work Experience Attachments

Please complete your profile, it shouldn't take more than 30 minutes. Your profile is used for job applications ONLY.

Languages * Speak * Read * Write *

y ~ Select Proficiency Select Proficieny En

Select Language v

Language Speak Read Write Edit Delate

How do we contact you

Preferred Language:* Alternative Contact Number:

Select Language -

Preferred Method:* Select a Contact Method - Contact Details (in terms of preferred methad):*

Figure 22: Language Proficiency Page

4.6  Enter your Qualifications details and click on ‘Save & Continue’ button and the user will be
redirected to the Work Experience tab. The user will be re-directed to the Qualifications tab
by clicking ‘Back’ button.

#Home & View Profile Q Browse Jobs 8 My Applications  slearning  © Manage Profile

Capture Profile

o e 00—

Personal Information Language Proficiency Qualifications Work Experience Attachments Summary

Please complete your profile, it shouldn't take more than 30 minutes. Your profile is used for job applications ONLY.

Nama of Institution * Name of Qualification * Currantly Busy With * Year Obtained

Comenstugy st~ [ -]

Name of Institution Type of Qualification Name of Qualification Year Obtained Edit Delete.

Na Qualifications Captured

# you ion or oczupati i al registration, please provi and parti registration

Registratian Date: -] Certification Code:

Figure 23: Qualifications Page
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4.7  Enter your Work Experience details and click on ‘Save & Continue’ button and the user will be
redirected to the Attachments tab. The user will be re-directed to Work Experience tab by
clicking ‘Back’ button.

ew Profie  QBrawse Jobs My Applcatians.

Capture Profie

Employer Marme of Reference * Position Held

Telephane Number Cellphone Mumber

Employer Name of Raference Position Held Tebephone Number Cellphone Number " L]

Figure 24: Work Experience Page

4.8 On the Attachments screen, you will have to upload all the relevant documents that are
required. Make sure the declaration checkbox has been ticked for declaration, then click on
the ‘Save & Continue’ button. The user will be redirected to the Work Experience tab by
clicking the Back button.

Please Note: The maximum file size to upload is 5MB and the accepted document types are
(:jpa); (.png) (.gif) (.doc) (.docs) and (.rtf)

Curriculum Vitae:"
Identity Document:
Driver's License:

Senior Certificate:

Tertiary Qualification:

declane that all the information provided (inchuding any attachmens) is complete and comect ta the best of my knowledge. | underst naticn supplied could lead ta my appication being disquaified if | am appointed:

| DECLARE Declaration Date:

Figure 25: Attachments Page
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4.9 The Summary screen will display whether all tabs were completed successfully or not.

o |If the information was captured successfully, all the tabs will contain a green tick.

e If the information was not captured successfully, the tabs will be highlighted with RED
cross and the user will then have to click Back button or click on the tabs that are

incomplete and re-capture the missing information.

e Once all the information is captured successfully the user can click on the ‘Close’ button

and the user will be redirected to the e-Recruitment Home page.

-

v
v
v
v

Figure 26: Summary Page
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5 How to Browse Jobs

5.1 After the user saved the profile, the system will direct you to the Home Page. Click on the
‘Browse Jobs’ tab to browse for any available vacancies.

#AHome & View ProfieflQ os ll B My Applications 7 eleaming & Manage Profile

The User agrees that
The Electoral Commission and/or its agencies will use personal data callected thraugh the Electaral Commission's website for recruitment purposes only
Registration of persanal profile by the User and the acknowledgement of receipt by the Electoral Commission, should not be construed to mean that the User's application will be successful and/or
could lead to employment

screening and interviewing prospective candidates. This information will be treated canfidentially in line

arising from your use of the job oppartunities sectian of this website.

Figure 27: Browse Jobs Page

5.2 You can search for a specific vacancy by ‘Job Title’, ‘Regional Office’, ‘Province’ or
‘Municipality’. Once your search returns the results, you can click on the ‘View’ button to get
the full details of the job and the questionnaires.

© Manage Profile

Job Title Ref. Number Mational Provinee Municipality Date Clasing View Job
ADMINISTRATIVE OFFICER; CASH MANAGEMENT NAT/2021/12047 Mational Office NiA 2023/03/31
REGISTRATION STAFF (VARIOUS POSITION OF BUF/2023/32315 NyA Eastem Cape BUF - Buffalo City 2023/03/31
SUPERVISOR AND OFFICER] WARD 01
ION STAFF (VARIOUS POSITION OF EC104/2023/32316 A Eastern Cape EC104 - Makana 023/03,
ARD 01
EC137/2023/32317 H/A Eastern Cape EC137 - Engeobo 2023/03/31
RE STAFF (VARIOUS FOSITION OF NM&/2023/32318 WA Easter Cape NMA - Nelson Mandela Bay 202303
su R AND OFFICER] WARD D1
REGISTRATION STAFF (VARIOUS FOSITION OF ECA42/2023/32319 WA Eastern Cape ECA42 - Umzimvubu 2023/03/31

SUPERVISOR AND OFFICER) WARD 01

Figure 28: Browse Jobs Landing Page
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5.3  The brief details of the Job will be displayed along with the questionnaires; however, you can
also view the detailed job specification of the job by clicking on the ‘Detailed’ tab.

ADMINISTRATIVE DFFICER: CASH MANAGEMENT

11 Do you ts exparienc i the SAP accousing system ™ Ve Oo

@) D0 you hwve 3 e of o e
bank recondlistions™

31 D0 1o N 30 ppROBAINYE 3 e Vertiary GUHTCBIION (S1DIOMS Of B4R 1 ACCING 7 oMo

Figure 29: Job Description Page

5.4  The user can apply for the selected position by clicking on ‘Apply’ button and the following
message will be displayed, alerting you that your application has been submitted.

Job Application Submitted

Your Application has been submitted, please check "My Applications” for further

updates.

Figure 30: Job Application Submitted

Page 22 of 33



SOUTH AFRICA

Electoral Commission

5.5 If you update your profile or questionnaires before closing date of the job advertised, you can
still re-apply for the job again by clicking on the ‘Re-Apply’ button.

ADMINISTRATIVE DFFICER: CASH MANAGEMENT

Cusing Date:
Reerence Mumber

Job Titke:

Business Unit:

sob Type:

Lacation Natiors O

Jab Descrighion

2 5 vt e cate o A1 Qe hextion Autnorty (SAGH

Inter it escaion of curici . ab usifations, rimina 3nd crea assessmens and sppoiraments wil oy be mate Upsn posite verfcaton tereot

1) Do you have experience i the SAP accounting system ? w wne
2 Do you In Accountieg * v wha

21 0o you b oz wations in cash mansgemest o0 [l Oves #Ho

Eank reconcliationsT”

Figure 31: Re-Apply for Vacancy

5.6  Once you click on the ‘Re-Apply button the following message will be displayed, alerting you
that your application has been re-submitted.

Job Application Submitted

Your Application has been submitted, please check "My Applications” for further

updates.

Figure 32: Re-Apply Job Application Submitted
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6 How to View your Applications

6.1 Click on ‘My Applications’ menu and you will be re-directed to the ‘My Applications Page’.

al Commission of South Africa
and Fai elections

W
[ Vour session wil tmeout in 20:00 minutes.

eRecruitment Portal

#Home @& View Profle Q Browse Jobdl B My Applications I eleaming @ Manage Profile

The User agrees that

n's website for recruitment purposes only,

The Electoral Commission and/or its agencies will use personal data collected thraugh the Electoral Camm

hould not be construed to mean that the User's application will be successful andfor

Registration of persanal profile by the User and the acknowledgement of receipt by the Electoral Comi
could lead to employment

It remains the User's responsibility to keep personal details updated on the e-recruitment system,

& Electaral Commission for screening and interviewing prospective candidstas. This information will be trested confidentially in line
3 (Act No 4 of 2013).

Personal data may be shared
with the pr

nal agencies appoin

The U damage. loss or liability of whatsaever nature arising from your use of the job appartunities sectian of this website.

Figure 33: Home Page
6.2 The ‘My Applications’ page will display all the vacancies that you have applied for.

6.3 If you want to withdraw a job application that you applied for previously, you can click on the
‘Withdraw’ button.

i‘? Eeciors Com

Wrome Aview Frofie QBrowseobs EIwy Appications  eteaming @ Manage Frofile

My Applications

Job Title Rat. Number Natianal Province Municipality Applied Date Closing Date Status Withdraw
AOMINSTRATIVE FFCER: CASHWANAGEVENT | NATIZGR1112047 atina ofce e pre— f—"

Figure 34: My Applications Landing Page
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6.4  Once you click on the ‘Withdraw’ button the following message will be displayed, asking you if
you are sure you want to withdraw your application.

6.5 If you click on the “Yes’ button your job application will be withdrawn and your application will
not be processed.

Withdraw Application?

Are you sure you want to withdraw this Application?

Figure 35: Withdraw Application

6.6  After you successfully withdraw your application, the ‘Withdraw’ button will be greyed out.

Arome &ViewProfile OBrowselobs EIMyappiicstions W slsaming © Manage Frofie

ADMINISTRATIVE OFFICER: CASH MANAGEMENT NAT/2021/12047 Nationsl Office WA N 202303114 202303731

Job Title Ret. Number Natianal Province Municipality Applied Date Clasing Date Status a

Figure 36: Withdrawn Application

Page 25 of 33



Electoral Commission

7 How to Access elLearning Profile

E-Learning Profile

7.1 Click on ‘e-Learning’ menu and the user will be re-directed to the ‘e-Learning’ login page.

Your session
itment Portal

#Home @& View Profle O Browse Jobs B8 My Applications Jf =

@ Manage Profile

Welcome

Terms and Conditions.

ees that

Commission and/or its agencies will use personal data callected through the Electoral Commission's website for recruitment purposes only

Registration

ile by the User and the acknowledgement of receipt by the Electoral Commission, should not be construed to mean that the User's application will be successful and/or

could lead e

It remains the User's responsibility to keep personal details updated on the e-recruitment system,

Personal
with the prov

y the Electaral Comn
3 (Act No 4 of 2013).

for screening and interviewing prospective candidates. This information will be treated canfidentially in line

The User indemnifies the Electoral Commission against

ny claim for damage. loss or liability of whatsaever nature arising from your use af the job oppartunities sectian of this website.

Figure 37: e-Learning Page

7.2  The e-learning log in page will be displayed

SOUTH AFRICA

I psernar‘re (ID Number) I Forgotten your username or password?

Cookies must be enabled in your browser @
| Password |

] Remember username

Is this your first time here?

Click here to download the eLearning Quick Start Guide

+* You first need to create a User Profile at https://www.elections.org.za/MyIlEC before logging into this IEC eLearning site.
= When loegging in, please enter your ID Number as your Username.

For any queries please contact eLearning@elections.org.za

Figure 38: e-Learning login Page
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8 How to Manage your Profile

Disable Profile

8.1 Click on ‘Manage Profile’ menu and the user will be re-directed to the ‘Manage Profile’ page.

lectoral Commission of South Africa
e and fair slections

[ Vour session wil tmeout in 20:00 minutes.

eRecruitmes

#Home @&View Profle O Browse Jobs B My Applications 7 eLeamingll @ Manage Profile

The User agrees that
The Electoral Commission and/or its agencies wil use personal data collected thraugh the Electoral Commission's website for recruitment purposes only

should not be construed to mean that the User's application will be successful andfor

persanal profile by the User and the acknowledgement of receipt by the Electoral Commissis
ployment

Registration
could lead to em

It remains the User's responsibility to keep personal details updated on the e-recruitment system,

Personal dsta may be shared with external agencies appointed by the Electaral Commission for screening and interviewing prospective candidates. This information will be trested confidentially in line
with the provisions of the Protection of Personal information Act, 2013 (Act No 4 of 2013).

The User indemnifies the Electoral Commission against any claim for damage. loss or liability of whatsoever nature arising from your use of the job appartunities sectian of this website.

Figure 39: Manage Profile Page

8.2  On the ‘Manage Profile’ page you can either Disable or Delete your profile.

8.3  To disable your profile, click on the ‘Disable Profile’ button.

Electoral Commission of South Africa
ensuring froe and fair slections
—— Vour session wi os.
eRecruitment Portal

# Home & View Profie O Browse Jobs BB My Applications 7 eleaming & Manage Profile

Disable Profile

Disabling your Profile
ges being made 1o your eRecruitment Profie

Apply for any jobs

w yeur Apphcations

prevent the system from sending you sutomated Job Listings

Click the "Disable Profile” button to Disable your eRecruitment Profile

Delete Profile

Daleting your Profile:
+ Will remove all Personsl informatian you captured in your eRecruitment Prefile:
+ Including all up! attachments:
o ftwillalso rem tions (complete or incempletek
o if you would I b in future, you will need 1o re-capture your eRecruitment Profile

Click the *Delete Profile” button to Delste your sRecruitment Profile

Figure 40: Disable Profile
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8.4  Once you click on the ‘Disable Profile’ button the confirmation message will be displayed.

8.5 If you click on the “Yes’ button your e-Recruitment Profile will be disabled and you won’t be
able to:

e View your profile,
e Browse for Jobs, and

e View your applications.

Disable Profile

Are you sure you want to Disable your eRecruitment Profile?

Figure 41: Disable Profile Confirmation

8.6  After confirming to disable your e-Recruitment account the below dialog message will be
displayed.

Profile Disabled

To re-enable your Profile, please go to the Manage Profilz page.

Figure 42: Profile Disabled
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8.7  To enable your account again click on ‘Manage Profile’ menu.

Electoral Comi
ensuring

ission of South Alrica
iree amd fair elections

#Home &View Profile @ Browss Jobs B My Applications 18 eLeaming|

The User agrees that

The Electoral Commission and/or its agencies will use personal data collested through the Electoral Commission's website for recruitment purposes only

Registration of persanal profile by the User and the acknowledgement of receipt by the Electoral Commission, should not be construed to mean that the User's application will be successful and/or
could lead to employment

It remains the User's responsibility to keep personal details updated on the e-recruitment system,

ission for screening and interviewing prospective candia
tNo 4 of 2013).

Personal data may be shared with external agencies appainted by the Electaral Cor This information will be treated canfidentially in line

with the provisions af the Prot tion Act, 2013 (A«

n of Personal infor

he L

indemnifies the Electoral Commission against any claim for damage. loss or liability of whatsoe

Rature arising from your use of the job appartunities sectian of this website.

Figure 43: Manage Profile Page

8.8 Then click on the ‘Enable Profile’ button.

Esectoral Commission of South Afr
ansuring free and fair o

# Home & View Profie O Browse Jobs BB My Applications 7 eleaming & Manage Profile

Disabling your Profile:

¥l prevent any changes being made to yeur Rscruitment Profile
o You cannot Brewse or Apply for any jobs

+ You cannot View yeur Apphications:

+ In future it will prevent the system from sending you automated Job Listings.

Yiour Profile is currently Disabled, cick the “Enable Profile” button to re-enable your eRecruitment Profile

Daleting your Profil
ill remove all Parsonal informatian you eaptured in your eRecs
nciucing il uploadd attschments:

twil 3o remave il Job Applicstions (complete or incomplete}

# you would like 1o apply for 3 Job in future. you will need ta re-capture your eRecrutment Prafile

itment Prafile:

Your Profile needs to be “Enabled". for you to “Delete” yous Profile

Figure 44: Enable Profile
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8.9  After clicking the ‘Enable Profile’ button the dialog message will be displayed, asking you if
you are sure you want to enable you e-Recruitment Profile.

Are you sure you want to Enable your eRecruitment Profile?

Figure 45: Enable Profile Confirmation

8.10 If you click on the ‘Yes’ button your e-Recruitment Profile will be enabled again and you will
be able to:

¢ View your profile,
e Browse for Jobs, and

o View your applications.

Delete Profile

8.11 On the Home Page click on ‘Manage Profile’ menu and you will be re-directed to the ‘Manage
Profile’ page.

Ne

eRecruitment Portal
#Home @&View Profle O Browse Jobs B My Applications 78 eLeaming @ Manage Profile

W
Your session will Umeout i 20:00 minutes.

The User agrees that

n's website for recruitment purposes only,

The Electoral Commission and/or its agencies will use personal data collected thraugh the Electoral Camm

hould not be construed to mean that the User's application will be successful andfor

Registration of persanal profile by the User and the acknowledgement of receipt by the Electoral Com
could lead to employment
¥t remains the User's responsibility to keep personal detaits updated on the e-recrument system.

reening and interviewing prospective candidates. This information will be treated confidentially in line

Personal data may be shared nal agencies appain
with the pr
The U ¢ nature arising from your use of the job appartunities section of this website.

Figure 46: Manage Profile Page
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8.12 To delete your profile, click on the ‘Delete Profile’ button.

Esectoral Commission of South Africa
ensring frie and fair slections
soummrnes vour session wil tes.
eRecruitment Portal

#Homa & View Profle  Q Browse Jobs BB My Applications % eLearning @ Manage Profile

Manage Profile

Disable Profile

Disabling your Profila:

Delete Profile
pures ecru

Figure 47: Delete Profile

8.13 Once you click on the ‘Delete Profile’ button the following message will be displayed, asking
you if you want to delete all your e-Recruitment Profile data.

Are you sure you want to Delete all eRecruitment Profile data?

Figure 48: Delete e-Recruitment Profile

8.14 If you click on the ‘Yes’ button the system will prompt you to enter an OTP that you will
receive via your cell phone number or e-mail address.

8.15 If the user does not receive the OTP, then click on the ‘Resend’ button to request for another
OTP.

8.16 Once you enter the correct One Time Password and click ‘OK’, your applicant e-Recruitment
Profile or CV will be deleted permanently and the user will be re-directed to the Home page.
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Delete eRecruitment Profile

Please enter the OTP you received:

An Email that contains an OTP code

has been sent to:

o o] e

Figure 49: Confirmation OTP

8.17 Please Note: You will have to re-create your e-Recruitment Profile from the beginning once
deleted.
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9 How to Sign Out

Click on the ‘Sign Out' button and the user will be re-directed to MYIEC landing page.

9.1

ruitment Portal
#Home & View Profie  Q Browse Jobs EEMy Applications M elsaming & Manage Profite

The User agrees that:
The Electorsl Commission and/ar its agencies will use personal data colected through the Electaral Commission's website for recruitment pu

Registration of persanal profile by the User and the acknowledgement of receipt by the Elsctoral Commission. should not be construgd to mesn that the User's spplication will be successful and/or

could lead to employment

system.

It remains the User's responsibility to keep personal details updated on the e-recruit
iox screening and interviewing prospective candidates, This information will be treated confidentially in line

Persanal data may be shared with external agencies appointed by the Electoral Com
with the provisions of the Protaction of Personal information Act, 2013 [Act No 4 of 20

ity of whatsosver nature arising from your use of the job opportunities section of this website

fiss the Electoral Commission against any claim for damage. koss or

The User ingem

Figure 50: Sign Out
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