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1. INTRODUCTION

This user guide explains how applicants can apply for vacancies through the
FFC Career Portal. It will also help to create applicant’s profile and
submission of the application.

E-Recruitment website has been designed to be as user-friendly and self-
explanatory as possible. It's easy and fast to use it in order to submit an
application.

2. ACCESS TO E-RECRUITMENT
FFC e-Recruitment system can be accessed at:
http://careers.ffc.com.pk/

3. HELP AND ASSISTANCE

If you require any help or have specific questions regarding the online
application process please contact the FFC e-Recruitment Team at
careers@ffc.com.pk



http://careers.ffc.com.pk/
mailto:careers@ffc.com.pk

4.

VIEWING VACANCIES

When the Applicant accesses the FFC Career Portal, following Home page
appears:
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% Fauiji Fertilizer Company Ltd.

Welcome to our Career Portal !
Applying for a Job

a‘F slenUp here if you are a new user

Sign In below if your are slready 8 member
| Search for the relevant job

Email Address
¥ Fulfill the given Requirements
¥ Sign up with us
™ Complete your resume online

¥ Submit your resume

By clicking on Jobs links enclosed in red circles, the applicant can view all

the current posted jobs. If there is no advertised job, the screen appears
with the phrase:

“Currently no jobs are posted”




The Jobs List page looks like as under:
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Clicking on the job title will take to the job description where one can find
further details of the position.

Please be aware that the application must be completed and submitted

before the Closing Date. If anyone misses the deadline, the system will
prevent him from submitting the application.

If someone wants to apply, click on Home Link, on the top of the page, it
will display the Portal Home Page.




5. GET REGISTERED

Registration is must to apply. On portal main page, click the link Sign Up, if
you are a new user.

) FFC Career Portal - Mozilla Firefox
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Welcome to our Career Portal !

. % S|gn UQ if Jou are a new user
Applying for a Job

Sign In below if vou are already a
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[¥] Search for the relevant job .

[¥] Fulfill the given Requirements Password

@ Sign up with us Forgot Passwerd [ Signin
;:""I Complete your resume online

:__fj Submit your resume

For GAT General registration and JS_ FAns
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A form appears as under. Complete the information on Sign Up page and
click on Sign Up button. (Note: Be sure to include a valid e-mail address)

Note: A confirmation of Applicant registration will be sent to the e-mail that has been
provided by him while signing up.

The Career Portal will use this e-mail to identify the candidate. There can
only be one Registration against an e-mail address. Please save this e-mail
address and password.




6. NAVIGATING THE APPLICATION FORMS

If the Applicant has already been registered into the e-Recruitment system,
then simply type the email address and password to log in.
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Applying for a Job
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It Complete your resume online
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] Submit your resume

y - For GAT General registration and
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NTS http://www.nts.org.pk

= This website works best in Internet Explorer 6 and above with screen resolution of 1280 x 1024
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Successful login will display the different application pages. Work your way
by completing the forms. Click SAVE button at the bottom of each screen.

Have a look on the page. You can still make changes. If you are satisfied,
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click Move to Next Section. You can Logout from system without
completing all the pages, but SAVE the work you have completed. You can
visit the site anytime to make changes. (Columns with red * are mandatory to fill.)
Application will not be submitted if it is not complete.

7. FORGOT PASSWORD

If the applicant forgot his password, the system will help to set up a new
one. Clicking on Forgot Password Link on main page of FFC Career Portal will
take him to the Forgot Password form.

/= FFC Career Portal - Windows Internet Explorer provided by Yahoo!
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Forgot Password

1 2 Microsoft Office ... =

Here enter E-mail address and click on Submit button. System will send a
new password to Applicant’s e-mail address.

Using the email address and new password, the Applicant can log into the
system.
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8. FFC CAREER PORTAL

Successful log in will direct the Applicant to the main page of the CV.
General Instructions is written here. The Applicant must go through the

instructions. They will help to fill the application.
v P
General Instructions

1 - Read all the instructions cargfully: this will help you complete and submit your resume successfuliy.
2 - The resume-builder comgprises of multiple sections gnd you can navigate through it eqsily using the menu on the left side ofthe page.
3 - Tryto give o complete account of yourselfby filiing in ail the fields. This will help us determine your true credentials. Fields denoted by asterisks | * | are
however mandotory ond you wen't be able te submit your resume ot oll without compisting them.
4 - Afully complere section will be indicated by a check mark | ¥ )and a partially complete or a totally incomplete saceicn will be indicared by a cross mark |
R} in the left menu.

* #Save® button helps you save the dota and keeps you on the same page; “Mdove to next section ¥ takes you to the next section; “Add Another® saves the data
and resets the relevant fields for another entry; “Edit” lets you display a particular set of data for editing; "Deiete” lets you delete g particular set of data.

E - you don't have o compliete and sUbMIT your resume in one session. You can complete your resume in multiple sessions by sgving ot least one section ot a
time gnd then complete the remaining sections by signing in again gt your own convenisnce.

7 - Qther sections will only be enabled after you hove compieted the "Personal Information” section.

2 - [n some parts ofthe resume you will be dispiaved o summary of the data entered. You have a choice to edit or delete that particular set of information using
the given burtons.

g - Keep saving your work gs you go along so that you don 't lose any data due to g power-cut or g timed-out conneciion. Your resume will only be available to
us for evalugtion when you have finally submitted it through the “Submit your Resume® section.

10 - Be sure to sove and resubmit your resume every time you make any change in it.

9. NAVIGATION PANEL

Form displays a menu on left navigation panel. First time only enable option
is Personal Information. Others enable after saving the Personal Information
form. After saving Personal Information, clicking on menu options will take
to that particular page.

2 - The resume-builder comprises gf multiple sections and you can navigate through it easily using
Home Pa ge 3 - Try to give o complete occount of yoursesif by filling in ail the fieids. This wiil help us determine y

however mondotory ond you won't be able to submit your resume ot off withouwt completing th
Logout 4 - Afully compiete section will be indicated By a check mark {9 ] and a partiaily compiete ora to

& | in theleft menu.

R
my Resume “Fove* button helpsyou save the dota and keeps you on the same page; “Move to next section™
and resets the relevant fields for another entry; “Edit” lets you dispiay o particular set of data fo

-y nal Infarmation

& - You don’t have to compiete and submit your resume in gne session. You can compiete pour resu,
E. Education time and then complete the remaining sections by signing in ggain Gt your cwn converience.

7 - Other sections will only be enobled after pou hove completed the “Personal Informotion " sectio
& - In some parts of the resume you will be dispiayed g summary of the datgentered. You have g chi
Es Work Experience the given buttons.

El Test Scores

I Keep saving your work as you go along so that you don’t lose any data due to o power-cut orat

. Professional Trammgs us for evalugtion when you have finally submitted it through the “Submit your Resume” section

E: Other Information 130 - Be cure to sove and resubmit your resume every time you make ony change in it.

E. Submit your Resume
Y lob Preference Informi




10. PERSONAL INFORMATION

The page requires personal details of the applicant. It is divided into
sections. Following is the section’s detail:

Section 1: Job Preference
lob Preference Information

Select your preferred Job category out of the four given choices. Understand these categories clearly - as explained befow - before making @ choice. You can
change your preference ot g fater time also, but be sure to sgve it and go through ali the sections of your resume again and {ilf in odditional set of
information that might be required as a result of your changed preference.

Management: Select this option ifyou are loocking for o job as an sfficer/management trainee and have minimum of 16 years of education (ot feast 4 years of]
university education] with concentraticn in relevant areg or appropriate accreditation such as CA, ACMA, or ACCA etc. in case of accounting/finance.

Management | Ex-5ervicemen |: Select thizs option ifyou are losking for a job asan officer and have served in Armed Forces of Pakizstan as a commissicned
officer and have the relevant work experience or education.

Horn-management: i.e. Operator, Technician, Clerk etc.: Selecr this cotion ifyou are looking for a job o5 a nan-management empioyes / apprentice and have
diploma in refevant area or have the refevant work experience.

Non-Management { Bx-Servicemen | Select this cption ifyou are looking for o job as g non-management emgloyee and have served in Armed Forces of
Pakistan as o Junicr/Non-Commissioned Officer or in “Ranks” and have the relevant work experience or education.

lob Category | —Select— v

Sub Category | -Select- v|

Applicant is asked to select Job Category and Sub Category. Applicant has to
read the instructions carefully to select these categories.

10



Section 2: Personal Information
Personal Information

Complete Name | | Feguired Fisld

CNICPaszport = oy

Date of Birth * |— v||— v||— v|

Father's Name * | Required Field

Gender * @ mMale O Female

Marital Status

Married vl
Mo. of Children Rea! and iepoly adosted
Mationality * |—Selen— vl

Domicile Region * | Mot Applicable
Domicile District * lot Applicable

Have you ever zerved in Armed Forcez or
Civil Armed Forces?

Name of the force | |

For how long |— vll— vl T':l_ vll— vl

Reszons for the retirement/seperstion
as stated inyour official retirement
notificatian

Applicant enters data, some columns are mandatory (indicated with a red *)
on the page.

Section 3: Contact Information

Contact Information

Email Address | |

Permanent Address * | |

Aodress e 1
Aodress Line Z|
Country |—5£Ie:t— el I
City lot Applicable
Present/Msiling Address ~ | | [#] 22me 2= parmanant 2ddrez:
Aodress Lsne 1
Aodress Line 2
Country |—SE|EI:T.— W
City ot Applicable

At the bottom of the page, click the Save button.
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If applicant selects Ex-Servicemen from Job Category, then the following
page appears:

my Resume
s gPersonal Information

Education

Test Scores

Work Experience
Professional Trainings

Other Information

Submit your Resume

Service Infromation

Mame of Service Pakistan Army b

Actua! Rank at the time of retirement / serperation - | |
Write complete rank | no abbriviations |

select Army equivalent 2/Lieutenant -

Service ID i.e. PA, PSS ... etc. ® | |

Corps/Regiment/Battalion equivalent * | |

Reasons for retirement/separation | |
|as stated in your official retirement notification)

Medica! Category and brief background

Date of commission * | v||-- v||---- v|

Date of SOS | v|| v|| v|

{Struck Off Strength)

Date of SOD | v|| v|| v|

(Struck off Duty}

Are you on LPR

Are you on reservist list? No »

Has any disciplinary action been taken againstyou

= x : No |[»
during the service service

He has to enter their Service Benefits on this page as follows:

Service Benefits

= Enter each one af the service benefits that yvou have received during the service in a chronological order with the most recent first. Use “Add Anothe

to add o new benefit

Select the Benefit ™ | -- Select - v|

[ Save ] [ + Add another

12|



11. EDUCATION

The next option on left panel is Educational record. The Applicant is expected
to read the text carefully and complete all of the mandatory fields (indicated
with a red *) on the page.

To add more than one degrees or diplomas in the educational history
section, click on the button +Add another

At the bottom of the page, the education details will be displayed in a grid.
Facility is available to Edit or Delete any record at any time. All the degrees
have to be entered, this will make the merit.

A weighted value is given to every Degree / Certificate. System
automatically calculates the weighted percentage.

/= FFC Career Portal - Windows Internet Explorer provided by Yahoo!

@ --__h." e careers. ffc.com.pk. v 4 | X O -
Flle Edt ‘View Favorites Tools Help ;
* @I - O~ web Search «+ [$Bockmarks~ FlSettngs > | £%mai ~ [[fMyvahoo! ~ | EJAnswers ~ (@ Games ~ [News = () Shopping ~

uf Favorites | 95 @ eBay @ Internet Explorer cannot dis... &  Suggested Skes » @  Upgrade Your Browser ~ £  Yahoo! Mail ~

@8 FFC Career Portal fi - B - - Page~ Safety~ Toos- @-

Welcome

* You MUST enter all of pour degrees/ .. Matric, I el . o EACH ONE of these will contribute towards your
MERIT.
= Pick non-matricuiation if you have not compieted your Matric.

Home pa (] = Seiect “"Not Appiicapie” in Moriy/GPA fieid if o particuiar exam was not scored or the result (5 5til owaited. [f required, be sure to update your scores later on.

= ifyou hove been glven o lerrer grade s 9. A, B, Cerc in any particular gxam, then please hove it equated (in guantifiobie termy] from the refevent quthority
Logout such oz IBCC or HEC
my Resume
& personal Information
e L. Education Dagres Lavel * | ~Salect - v
L Test Scores - . Namaof, [ colact— v
e Degree/Diploma/Certificate
L Work Experience Field of Study * | ~Select- v
L. Professional Trainings Area of Concantration * | ~Select— v
L. Other Information Frogram Status * | ~Select- w
Tyoe of Frogram * | - Salect - ~

L Submit your Resume

School [ College | Institute
Affiliating Institute * | - Selact— v
Duration Frem * |~ ¥ — ™
To*|~ M||— ™| Ocurentlyswaying
Marks [CGPA ™ | caPa || ————

Total Obtainad

erse B E-Recruitment T E-Recruitment-Applc. ..

In case of Ex-Servicemen Applicants, they have to enter their Military
Education also.

Military Education entry adds the value in merit calculation.

13|



Military Education

* You MUST enter all of your military educotion, out of the ones listed below in "Type of Training"” field, os each one of these will contribute towards
your cumulative score.

Type 0F':ra':n':ng*|--5eiect-- v|

Institution Name™ | |

] ) |

’ Save ] [ + Add Ancther

12. TEST SCORES

You can Skip the page, if applying for Staff Apprenticeship.

For Management positions, NTS / FFC Tests Scores have a major percentage
in calculating merit position. The applicant has to select which type of test
he has taken and how much marks he has obtained through the following

page:

Test Scores

# Seslect "ves" if vou have been asked to take the test - os given in the job advertisement/posting - othenwise sel=ct "No" ond save it

* We prefer NTS' GAT-General scores. Pick the relevant category of the testie. GAT-A, GAT-B, or GAT-C. For information on GAT Tests please visi
www.nts.org.ok
Home Page » We'll accept your GRE-General and GMAT scores also as long os they are valid and you can verify to us your original score report.

Logout * You can create only one record s0 make sure to enter your best valid scores only
* A volid GAT-Generol score means that the test wos token not egriier than two yvears from the close of o postsd job.
my Resume

Personal Information

Have you taken a test?

Education
— IS

Work Experience

Professional Trainings

Other Information

Submit your Resume

Move to Next

14|



13. WORK EXPERIENCE
You can Skip the page, if applying for Staff Apprenticeship.

Work experience demonstrates applicant’s skills and experience duration.
The applicant can enter his previous service record through this form:

Work Experience

Z List all the organizations that you have worked for including Armed Forces (if applicable). Uss 'Add Another' to add o new work experien
_ Enter the complete details of military experience (if any) in the "Military Experience” section.

Welcome

Home Page

LU S i

Logout

my Resume Do you have work experience?

Personal Information

Frofessional industry * | -- Select - v|

Education

Organization Name

Test Scores

Organization Address

Work Experience

Job Title {most recent) * |
Professional Trainings ‘

Brief Job Description *
Other Information

How many people have you managed in
Submit your Resume this joh?

Place of Job * |

Gross Salary in PKR (per month) l:l

Ex-Servicemen can enter their service experience as follows:
Military Experience

T You MUST enter all of your military assignments from date of commission/enrollment till retirement, as each one of these will contribute towards
your cumulative score,

Assignment e.g. Commanding Officer/G50-1 |
(Ops) etc.
Rank e.g. Lt. Col etc. |

Type of Assignment | Command (Battalion/independent company equivalent and ab v

Type of Sub Assignment | Not Applicable w

Duration |- v|| - v| To |-- v” ey v|

Save ” + Add another ]
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14. PROFESSIONAL TRAINING
You can Skip the page, if applying for Staff Apprenticeship.
Professional trainings can be entered through the following form:

Professional

Trainings

Welcome

= Enter all of your professional trainings.

Home Page

Logout Hawve you done professional trainingis)? Select-- W

Training Title
my Resume
Training Organization
Personal Information

Trainer's Name

Year of Training
Duration of Training
Work Ex ence

D g Professional Trainings

Submit your Resume

15. OTHER INFORMATION

Page contains different sections. You can skip all the sections except
References. Enter any two references and save the form.

References (Please enter any two references)

= The referses should have known you very well (no relatives). Preferably one of the referess should be your former supenvisor or teacher. We shall be
asking them for their feedback.

MName *

lob Title *

Organization *

Address

Email

in what capacity has he /
she known you?

For how long has he / she
known you?

Telephone * | |

’ Save ” +Add Another ]

Referee | Job Title Organization

Delete Edit

E asd

| hézh

isad

! fghfg

fafhzh

asdasd ‘

Delete Edit




16. SUBMITTING YOUR APPLICATION

The application is now complete. You have to submit it.

Fauji Fertilizer Company Limited
Submit your Resume

Welcome

* You might want to review your resume before submitting it by clicking on "Review yvour Resume” button.

* Check mark the “Statement of Declarotion” and sign-up by dicking on "l accept” button.

» Apply for upto 3 posted jobs ot o time by clicking on relevant “Apply” links. Assign o priority to the job and select the Preferred Test/intervien

Home Page * Fingily submit your resume by clicking on “Submit your Resume” button. Your resume will be considered only after you haove submitted it

* Be sure to submit your resume even if no jobs are posted and it is an unsolicited application.

Logout

* Maoie sure to resubmit your resume everytime vou make ony change in it or when you apply fora new job.

wtewwe A |

K& Personal Information

E§ Education =
—_ Review your Resume

B. Test Scores

& Work Experience Statement of Declaration
K Professional Trainings

& Other Information | certify that all information submitted in this document is true, accurate and complete to the best of my knowle
belief. | also understand that any false statement made in this document may be sufficient grounds for denial, su:
or revocation of job at any time.

e g Submit your Resume

Read the instructions carefully on the top of the page. You can Preview your
resume by clicking "Review your Resume”. If you want to make any
changes, you can make it. Otherwise click on the button “I accept”. This will
take you a section where jobs can be viewed. Click Apply and Submit it.

Apply for a Job

:('ategory | Advertisement Date | Closing Date /
Chemical Blant Operator = 08/04/2012 | 01,/05/201
Electrical Technician 1 08/04/2012 | 01/05/201
Lab Analyst 5 08/04/2012
Material Operator giérials Management 08/04/2012
anical Technician (Fitter and Machinist Plant Maintenance - Mechanical 08/04/2012

Selected Jobs

Date Applied On

Material Operator 09/04/2012 il | Delete

Submit your Resume

17|



17. APPLICANT’'S HOME PAGE

After submitting the application, you can always see your resume. When you
will be login or click on the option Home Page, the page will be displayed
like this:

/~ FFC Career Portal - Windows Internet Explorer provided by Yahoo!

o.--_- v g] careers.ffc.com.pk v i+ | X O L~
File Edit View Favorites Tools Help

¢ Favorites | 5 B eBay | CustomizeLinks W Internet Explorer cannot dis... &) * £ Upgrade Your Browser ~ £ Yahoo! Mail ~

@ FFC Career Portal -8 Y g v Page~ Safety~ Tooks~ g~

Welcome

(m ] [ Change Password ] [ Frequently Asked Questions ]

Logout

Current Job Postings

Title Category Advertisement Date Closing Date
Chemical Plant Qperator Piant Operations 08/04/2012 01/05/2012

my Resume

Personal Information

= tr Technician Plant Maintenance - Electrical & Instrument 08f04/2012 0i/05/2012
Education

Lab Analyst Laboratory 08/04/2012 01/05/2012

Material Opsrator Materials Management 08/04/2012 01/05/2012

Mechanical Technician (Fitter and Machinist) Plant Maintenance - Mechanica 08/04/2012 01/05/2012

Prof nal Trainings
Other Information

Submit your Resume

Jobs applied for

Pasition title Applied on
Material Operator 09/04/2012

Here you can see many options:

° Preview your Resume
Change Password
FAQs
Current Job Postings
Your applied Job Title
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