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1.0verview

An employer is a person who runs a private or a government businestNd8eortal helps an
employer to search fojobseekermatching their requirements and hire them. To do so the
employer has to register himself on the portal. Step by step instructions to perform different
actionsalong with its purpose is explained in the sections ahead.

The employer menu covers the followjifunctionality:

Employer Registration
View/Edit Employer profile
PostNewJob

Search Candidate

Jobs and Responses
Scheduled Interview

User Management
Feedback on Local Services
Events

My Documents

Change Password

= =4 =4 =4 —f -4 8 -8 -8 -8 -9
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2.Getting Started

2.1 Access thapplication

To access the National Career Service portal (NCS Portalhttypgévww.ncs.gov.in/. The
Home page displays.

Home | About us | Contact Us

)

National Career Service

A Ministry of Labour & Employment

M Jobseeker Employer Local Services Career Center Counsellor Skill Provider Placement Organisation Govt. Dept. Reports

Search | Q —select Category— - l‘x Portal Eeatures Dooument )
Connecting o ;
aspirations
of the youth .

« Online and Offline Registration New User? Sign Up
Sign In
Forgot Password?

NCS Users Login Here

« Skills and Jobs in demand guidance
« Career assistance
« Search and apply for jobs, job fairs,

training programs, and career exhibitions Toll Free Helpline

1800-425-1514

Timing: Tue-Sun 08:00 AM to 08:00 PM

2.2 Signup/Registration

The Employer needs to register on the NCS pdighuplink allows him/her to initiate the
registration process. The registration process allows you to create a password and generate a
user name for future logins to use the other functionality.

Employer v

Jser Name i

New User? Sign Up >
Sign In
Forgot Password?

NCS Users Login Here

1. Click onSign Ugink from login page. The registration scregiaplays.
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Register As* --Select-- EI

2. Select theEmployeroption from the register as drop down box. This displays the employer
user registration screen.
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Registration

Register As*

Employer Registered With

Registration Number

Organisation Name*

Former Registered Name

Employer [v|

~Select— v

Sector* —Select— v
Industry* —Select—
Description

Maximum 500 Characters are Allowed in Description.

Identity Information

Registered Office
Address 1*
Address 2
Address 3
Address 4
State* —Select— v
District* ~Select—[v|
Sub-District/Taluka/Tehsil* —Select— E‘
CityVillage * ~Select- v
Pincode*
Phone (491 | Area Cod|| Phone |[Extn
Mobile* +91 10 digit Mobile Number
Company Email* name@example.com
WebSite URL www.name.com

PAN Number

TAN Number

Gender*

Contact Number

Mobile*

Email*

Contact Designation*

User ID*

Password*

Retype Password*

Miscenaneous

Either PAN or TAN is mandatory

@MALE O FEMALE (O TRANSGENDER
|491 || Area Cod|| Phone Exin |
+91 || 10 digit Mobile Number

| Check UserlD

| atleast 8 characters

| atleast 8 characters

Year of Incorporation®

Area of Operation (s)

Key Activities

O

~Select—-[v]

Please enter City or State

1 agree to terms and conditions  click here.

3. If user is already registered with arhabor Identification agencthen select the Labor
Identification Numberoption from the employerregistered with drop down box and then
enter registration number and theclick onFetchLINDetailsbutton.
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Employer Registered With LIN ﬂ

Registration Number* Fetch LIN Details

© o N A
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20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.

32.
33.
34.

35.
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Enter organiation name

Enter Former registered name

Enterorgank G A 2y Qa &aSO02NJ
Enterorganis G A 2y Q& LYy Rdza i NB
Enter2 NH | y A debciiplichy Q &

Enter registered address

. Select state from the drop down box

Select district from the drop down box

Select Taluka/Tehsil from the drop down box

Enter city/village

Enter pincode

Enter Landline number witareacode

Enter mobile nmber

9y iGSNI GKS O2YLIyeqQa SYFAf AR
9YGSNI GKS O2YLI yeQa 2FFAOAL
Enter Permanent account number(PAN)

Enter Tax Deduction Account Number(TAN)

Enter Aadhar number

9y GiSNI O2y il OliQa LISNB2Y YyIYS
9YGSNI Ddzr NRAF YK CFiKSNR&a ylI YS
Select date of birth from theadendar

Clickon genderadio button.

Enter landline number

Enter mobile number

9YGSNI O2y il OGtQa LISNB2Y SYIAf AR

Enter designation

Enter User ID and the click @nheckUser IDbutton for availability

Enter a password with the following critefih shouldbe minimum 8 character containing at

least one alphabet, one number, one special character (@$%) for e.g. pass@word1

Retype the same password for confirmation

Entersecurity code as shown in image

/ £tAO01 aL ! ANBS G2 ¢SN¥a ICEPortd riisehdicangios OK S O]
R2 Odzy Sy Cleki SNBI® | a

Click onrSubmitbutton. After successful registration the register verification screen displays

and OTP will beend to provided mobile number



Register Verification

Thank you for registering with us.

Please enter the verification code that is sent in your Mobile No.: 9999475659

| 615014

Verification code not received Resend the code.

36. Enter the OTP verification code which yegeiveon registered mobile number

Note: Click oiResend Ay 12 AF &2dz R2y Qi NBOSABS (GKS he¢t o
37. Click onSubmitbutton. Your accourhas been created successfully

Note: Employercan login and view/update their profile but caot use the other functionality
until his/her Aadhar Number will verify

Registration Verification

Your OTP has been verified. Click here to login
Your NCSP ID is - J10D84-1026301607208

Thank you for registering with us.
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2.3Login into the NCS Portal
1. Enter login ID
2. Enter password
3. Click orOKbutton. This displays the Employer home screen.

View/Update Profile Type of Profil

Post New Job Advanced Seerch Draft Published
0 0

Please enter City or State
Search Candidate
—Select Industry— v Min. Exp.[V] | Max. Exp.[v]| InYears )

Jobs and Responses Y L P —] P J Expired Closed

0 0

Scheduled Interviews

User Management

Recent Job Posted

Feedback on Local Services
No Recent Posts
Events

My Documents

Change Password

2.4View/Update Employer Profile
This link allow employer to view and update prafile

1. Click onview/Update Profile link from left panel This displays the employer profile screen
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Employer Home

View/Update Profile

PostNew Job

Search Candidate

Jobs and Responses

Scheduled Interviews

User Management

My Discussions

Feedback on Local Services

Events

Document Management

Change Password

Employer Profile

Company Email"
WebSite URL
Employer Registered With

Registration Number

Identity Information

Organisation Name* RC Infotech
Former Registered Name
Sector* v
Industry* Education Y
Description
Y,
Maximum 500 Characters are Allowed in Description.
Registered Office
Address 1° VRgmm ‘
Address 2 ‘
Address 3 ‘
Address 4 ‘
State* NCT OF DELHI %
District" NEW DELHI v
Sub-District/Taluka/Tehsil* New Delhi v
CityNVillage * East i
Pincode* 110008 ‘
Phone +91 Area Coc || Phone Extn ‘
Mobile* : 7

+91 || 9999475659 \

adetee@gov.in ‘

www.nam

--Select-- v

Either PAN or TAN is mandatory

Area of Operation (s)

Key Activities

PAN Number
ATHPA1234D
TAN Number
Contact Details
Aadhaar Number
Person Name * Neha
Guardian/Father's Name* Ashok
DateofBith" | 06/06/2001 | 8
Gender” MALE (e FEMALE TRANSGENDER
Contact Number +91 an :r one
Mobile™ ;91 5999475659
Email* adetee@gov.in
Contact Designation* manager
Miscellaneous
Year of Incorporation” 2004 v

2. Edit the desired details.
3. Click onUpdatebutton to save the changes.

2.5Logout of the application
At any point user can logout by using t8&gn Oubption.
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Home | About us | Contact Us

: National Career Service

S Ministry of Labour & Employment shilpa v

Sign Out
Home Jobseeker w Local Services Career Center Counsellor Skill Provider Placement Organisation Govt. [

3.Post New Job

This link allovemployerto post new job.

1. Click orPostNew Joblink from left panel Ths displays théost New Job screen.
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Employer Home
Post New Job
View/Update Profile

Post New Job (
Reference ID Internal Job Reference ID
Search Candidate
Sector —-Select—- v

Jobs and Responses

Industry --Select-- v
Scheduled Interviews

Job Title *

User Management \
Job Description *

My Discussions 4
Maximum 1000 Characters are Allowed in Job Description.

Feedback on Local Services Desirad Qualifications

Events Minimum Qualification --Select-- v

Document Management Tolal Experience(inyears) Min. Year(s) v Max. Year(s) v

Change Password Relevant Experience (in years) Min. Year(s) v Max. Year(s) v
Location

Key Skills
Nature of job " --Select-- v
Salary ¥ Salary (Min) Salary (Max)
Salary/Wage Type --Select-- v
Expiry On* from calendar =
Job expiry date should be less than 60 days.
Shift Type --Select—- v
Available to Join in (in Days)
Age Preferences (in Years) Min. Year(s) v Max. Year(s) v
Gender Preferences --Select-- Y
Caste _IST [ JGENERAL | |OBC | |JOTHER [ |SC

Ex-Serviceman "
Is the job for differently abled (PwD) ? @ No () Yes

Number of Vacancies ’

Certification Details | ‘

Contact Details

Person Name *

Phone Landline ‘ +91 Area Coc || Phone Extn

Mobile * \ +91 ‘ 10 digit number

Share Mobile with Jobseekers

Email name@example.com

Share Email with Jobseekers =)

Display Contact Information in the Job Posting ]

Post Jobs Save As

2. Enter job reference id

3. { St SO0 220Qa &aSO0l2NJ TNRY GKS RNERLJ
4. Enter job title

5. Enter job description

6. Select nmimum qualification from the drop down box
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8.
9.

10.
11.
12.
13.
14.
15.

Enter the desired qualification based on minimum qualification like post graduateyapead

and under graduate details

Select minimum and maximum total experience from the drop down box
Selectrelevantminimum ard maximum experience from the drop down box
Enter Job location

Enter Job key skills

Select nature of job from the drop down box

Enter minimum and maximum salary

Select Salary/\afge type from the drop down box

Click onCalendariconand then select jolexpiry date

Note: Job Expiry date should be less than 60 days.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.

28.
29.

30.
31.

Select shit type from the drop down box

Enter the dayswvailability to join

{ St SOG OFYyRARIFIGSQa 3S LINBFSNByOS
Select gender preference from the drop down box

Select theappropriatecaste check box.

Click orExServicemarcheck boxif youare retired from service.
Select appropriate abled option

Enter the number of vacancies

Enter certification details

9y GSNI O2y il OliQa LISNB2Y VYyIYS
Enter landline number

Enter mobile numébr

Click or. check box, if you wish to shayeur mobile number with jobseeker
Enter contact email Id

Click or. check box, if you wish to display contact information inyabancy
Click onPost Jokbutton.

Click orSave as Drafbutton, if you wish to sae current job on draft mode.

3.1Post Drafted Job
This link allow employer to post drafted job.

FTNRY (KS

1. Click onJobs and responsdmk from left panel. This displays the all published and draft

jobs.
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Home Jobseeker M Local Services Career Center Counsellor Skill Provider Placement Organisation Govt. Dept. Reports

Employer Home

Jobs and Responses IRs Fortal Jobs ﬂ
View/Update Profile

Post New Job
A
Search Candidate
Jobs and Responses Job ID Job Title Created On Expiry On # Applications  Job Status
[ 10765 PGT Teacher 10/07/2015 30/07/2015 0 Draft e
Scheduled Interviews 1743160403
User Management 10T65- PGT Teacher 10/07/2015 181072015 0 Publishe ~ COPY |
1702349733 Publish
Feedback on Local Services
10T65- PGT Teacher 10/07/2015 2410712015 0 Publishe  Edit
Events 1701485138
& Do 10T65- Teacher 10/07/2015 18/07/2015 0 Published At
. 1527158279
Change Password

2. Click onAction button
3. Click orPublishoption to post a job.

Click on check basorresponding to the Job l&nd then click oDelete button to remove the
draft job

4.Search Candidate

This link allovemployerto search candidate fgoostedjobs.

1. Click onSearchCandidate from Employer menu bahelsearch candidate screen displays.

HRkyechime Search Candidate
VievilUpdate Profile | Type of Profilefexpertise/Skill, etc
Post New Job Advanced Search

ex: Gurgaon, etc
Search Candidate

—Select Industry— V| Min. Exp.[v] | Max Exp.[v] InYears

Jobs and Responses

User Management
Feedback on Local Services
Events

Change Password

2. Enter keyword
3. Click orSearchbutton to view thecandidate count.

Search Candidates Result

11 candidate(s) found.

Back to Search
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5.Jobs and Responses

This link allow employdp view/edit posted job response, search candidate and
activate/deactivate posted job.

5.1ViewPostedJob
1. Click onJobs and Responséom left panel. This displays the posted job screen.

Home Jobseeker m Local Services Career Center Counsellor Skill Provider Placement Organisation Reports

Employer Home

Jobs and Responses R Portal Jobs EJ
View/Update Profile

Post New Job
Search Candidate
Jobs and Responses Job ID Job Title Created On Expiry On # Applications  Job Status
s 10U84- Accounts & Finance Managers  29/06/2015 03/07/2015 0 Published Ailione
cheduled Interviews 1535597803
User Management 10U84- Teacher 29/06/2015 07/07/2015 0 Published Action
1505588839

My Discussions

Feedback on Local Services

Events

Document Management

Change Password

2. Click onAdd buttonto create a new jobSeePost New Job
3. Click orcheck boxcorresponding to the Job i@nd then click oelete button to remove
the posted job.

5.2Close Posted Job
1. Click onJobs and Responsé®m left panel. The posted job response screen displays.

Home Jobseeker Employer Local Services Career Center Counsellor Skill Provider Placement Organisation Reports

Employer Home

Jobs and Responses JsonType [T E]
View/Update Profile

Post New Job

Search Candidate
Jobs and Responses Job ID Job Title Created On Expiry On # Applications Job Status
s I 10U84- Accounts & Finance Managers  29/06/2015 03/07/2015 0 Published Action
cheduled Interviews 1535597803
User Management 10U84- Teacher 29/06/2015 07/07/2015 0 Published Action ~
1505588839

My Discussions

Feedback on Local Services

Events

Document Management

Change Password

2. Click onAction button and selectCloseoption.
3. Select the reason from the drop down list.
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Reason for Closing Job (X]

--Select—- E

4. Click onrSubmitbutton

5.3 Edit Posted Job
1. Click onJobs and Responséom left panel This displayed thpb andresponss screen.

Home Jobseeker m Local Services Career Center Counsellor Skill Provider Placement Organisation Reports

Employer Home

Jobs and Responses IR Fortal Jobs z‘
View/Update Profile

Post New Job

Search Candidate
Jobs and Responses Job ID Job Title Created On Expiry On # Applications  Job Status
neduled 10U84- Accounts & Finance Managers  29/06/2015 03/07/2015 0 Published Action's
Scheduled Interviews 1535597803
User Management 10U84- Teacher 29/06/2015 07/07/2015 0 Published Action ~
1505588839

My Discussions

Feedback on Local Services

Events

Document Management

Change Password

2. Click onAction button and selecEditoption
3. EditJob Expiry date and numberwdcancies
4. Click onUpdatebutton.

5.4 SearciCandidate
This link allow employer to search candidate and send an interview request.

1. Click onAction button and then selecBearchCandidateoption. The Search Candidate
screen displays.
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Search Candidate

Key Skills
Additional Key Skills | Additional Key Skills
Leave this field empty to bypass in search.
Desired Qualifications
Minimum Qualification Required POST GRADUATE E
Desired PG Qualification MA
Desired PG Qualification Specialization ENGLISH EI
Year of Passing ‘ 2004 ‘ 2009 ‘
Desired Doctorate/Ph.D Qualification PHD

Desired Doctorate/Ph.D Qualification Specialization ENGLISH LANGUAGE AND LITERAT E

Year of Passing | 2004 | 2009 ‘
Differently Abled Yes e No
Age (in years)

Last Login (duration in Days)

Last Updated (duration in Days)

Search Criteria Name*

2. Click onSearchbutton. This displays theearch candidate screen
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Employer Home

View/Update Profile

Search Candidates Result

Job ID : 10T62-1734596307 Job Title : weaver

Post New Job
[[] Candidate Name Aadhaar ion Status Status Industry Last updated on
Search Candidate
Girish P i STUDENT 9 year(s; Other service activities  19/05/2015
il h e o -
Jobs and Responses
Rajesh STUDENT 5 year(s) 1 month(s) Education 21/05/2015
Scheduled Interviews U [aven Action ~
User Management Bisht S MPLOY] Educati 15/07/201 2
g [] Bisht Services [ Mot Verified | EMPLOYED 5 year(s) ucation 2015
Feedback on Local Services
[ Counsellor Counselior  EEEETRIEIE] STUDENT 11 year(s) 2 month(s) Education 18/05/2015
Events

Total Profile Count: 4

My Documents
Page 10of 1
Change Password

Shortlist Candidates

Back to Search

3. Click onAction button
4. SelectSendinterview Requestcorresponding to candidate name.

Click on desire@€andidateNamecheckboxand then click orshortlist Candidatebutton.

5.5 Shortlisted Profile
This link allow employer to view all shortlisted ples.

1. Click onAction button.
2. Select Shortlisted profile. This displays all the shortlisted profiles scree.

Employer Home

Shortlisted Profiles
Job ID : 10T62-1734596307 Job Title : weaver

View/Update Profile

Post New Job

Search Candidate

[[] Candidate Name Aadhaar Verification Status Employment Status Experience Industry Last updated on
LT G R [] GiishP [ Not veried | STUDENT 9year(s) Other service activities 00/07/2015
Scheduled Interviews
User Management Page 10f 1

Feedback on Local Services

Events

My Documents

Change Password

Click on check box and the clickDaletebutton, to remove the shortlisted candidate.

5.6Scheduled Interview
1. Click onAction button and then selecBcheduled Interviewoption. This displays the
scheduled interview
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Employer Home

Scheduled Interviews

View/Update Profile

Candidate Name Job Title Interview Date Interview Venue Mode Of Interview Interview  Action
Post New Job Status
Search Candidate Mohit carpenter 23/07/2015 Noida TELEPHONIC Active

Close Interview

Jobs and Responses

Scheduled Interviews

User Management

Feedback on Local Services

Events

My Documents

Change Password

Click ornClosdlink, to delete scheduled interview and then enter the reason.

6.Scheduled Interview

This link allow employer teiew all scheduled interview

Employer Home

Scheduled Interviews Al [v]

View/Update Profile

Candidate Name Job Title Interview Date Interview Venue Mode Of Interview Interview  Action
Post New Job Status
Search Candidate Mohit carpenter 30/07/2015 Noida Sector 22 TELEPHONIC Active Close Interview
tusnhis e Navya sharma carpenter 23072015 Noida TELEPHONIC Active

Close Interview

Scheduled Interviews

Mohit carpenter 23/07/2015 Noida TELEPHONIC Active

User Management Close Interview

Feedback on Local Services

Events

My Documents

Change Password

/.User Management

This link allow employer to add employer admin, member and manage their role and rights.

7.1Add Member
It allows you 0 add employer admin and member

1. Click onUserManagementfrom left panel This displays the user management screen.
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2. Click onAdd Userbutton. This displays thadd organisationmemberscreen.

Mobile number
Landline with area code

3. Enter the following details:
 Name

1 Designation

T Email

1

1
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