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Step 1
Advertising a
Vacancy




Recruitment initiation

Click here to initiate the
recruitment process




Adding a Requisition

&5 IPPIS - [Vacancy Requisitions]
@l File Window Help @

5
[ Leave and Absence + sfa Crganization Structure ~ g4 Recruitment - /g Security =

Vacancy Requistions

Post Institution Positions Requested By RequestDate  Status Status Date

HR Capacity Development Policy Speci..  PUBLIC SERVICE MODERNIZATION AND 1 jkanyambo 6/2012016 New 6/2012016 7 —

Click here to add the new
post to advertise —

Close

2 aime




Choosing your Institution

& 1Pl

gl File Window Help - 8 X

5
[ Leave and Absence + &2 Crganization Structure ~ @54 Recruitment = £ Security -

Vacancy Requistions

Post Institution Positions Requested By RequestDate  Status Status Date
HR Capacity Development Policy Speci..  PUBLIC SERVICE MODERNIZATION AND 1 jkanyambo 6/20/2016 New 6/20/2016

Requisition Details X

Requistion Information

ey | |
Hidden Requests
Post Postons # ||
Reasan
Close

Click here to select =
your institution

Close




Selecting an institution

o iepis

o File  Window Help - 8 X

[ eave and Absence -

y
Organization Structure ~ @ 5 Recruitment = ’4 Security ~

Vacanoy Requisiions

Post Institutien Positions Requested By RequestDate  Status Status Date
HR Capacity Development Policy Speci..  PUELIC SERVICE MODERNIZATION AND . 1 jkanyambe 62012016 New 62012016
Requisition Details X

Requistion Information
Entty | .
— MINISTRY OF PUBLIC SERVICE AND LABOUR
Hidden Requests

Post ]

Reason

Close

Comments —‘

Double click on the name

of your institution
\

-
2 aime




Selecting the Post

a
W Fle Window Help . B x
[0 Leove ond absence - o Organization Structure ~ gy Recruitment « [ g Security -
Vacancy Requistions
Post Institution Positions Requested By RequestDale  Status Status Date
HR Capacity Development Policy Speci..  PUBLIC SERVICE MODERNIZATION AND . 1 jkenyambo 612012016 New 612022016

Requisition Details X

Requisttion Information

Entity ‘M\N\STHYOF PUBLIC SERVICE AND LABOUR |

Hidden Requests
Post o Postions# [ | fea
Call Center Agent 2
Reason | Director of Public Service and P s Mgt 1
Employment Policy and Labour Economist Specialist 1
Employment Skills Development M & E Specialist 1 Close
Employment Skills Development Specialist 1

Labour Inspector
Legal Affsirs Officer

Comments | LMIS Database & Application Specialist

Mot an structure

Personnel Recard Officer (not an structure)

Public Service Delivery Inspector

Public Service Inspection & Advisory Services Officer
Public Service Inspection and Advisery Services Specialist

Click here to
select the Post
to be
advertised

You Can only advertise a Post:
- if the Hiring Mode is set to recruitment
- If the post is vacant




Capturing the reason

i ucture ~ @, Recruitment + " Security ~

WWWWWWWWW

WWWWWWWWW

2. Fill in the
reason for this
advert (internal*)

*not seen by the public

Requistion Information

Entty  [MINI D LABO 1| -
ost [can stions &
aaaaaa
Commenty ||
‘.--~ﬁI!!Elg!II

A

1. Click here to
select the
Positon (s)

needed for this

post

3. Click here to
enter a
comment
(optional)




Approval of the request

sl IPPIS - [Vacancy Requisitions]

B File Window Help 8
[ Leave and Absence - <22 Organization Structure ~ g Recruitment = [ Security -
Vacancy Requistions
Post Institution Positions  Requested By RequestDate  Status Status Date
Call Center Agent |PPIS PROJECT, SPIU, OFFICEOF THEPE.. | 1laime | 592017 [New  |5902017 =
Remou
Appro!
Reject
Hidden Requests
Close

*The approval is done by the HR Supervisor

Select the post and
Click here to
approve* the Advert
requisition




Advertising the post

55l IPPIS - [Vacancy Requisitions]

"?mi‘:avg::ilv;n:i'p:;: Organization Structure + a3 Recruitment = g Security ~ ’
GenErAgenl ECT.SPIIJ,OFFICEOFTHEPE... -PDS‘MDHSIMREWBS(EdBy _Da(E _ _|E Add
You cannot advertise a post if: Select the post and
- It does not have a job description Click here to
- The Qualification and Skills are not defined advertise* the Advert
- The post hierarchy is not properly defined requisition
*The advertisement is done by the HR Supervisor on the second level

4 ® m g " W B O



Avert detalls

a

gsl File Window Help - 8 x

3
[0 Leave and Absence - <22 Organization Structure - g Recruitment - /g Security -

Vacancy Requistions
Post Institution Positions Requestsd By RequestDate  Status Status Date:
Call Center Agent IPPIS PROJECT, SPIL, OFFICE OF THE PE 1 aime 592017 Approved 592017 b
Remove
d l? It % h v =
Vacancy Advertisement X )
Post [Call Center Agent / | iR
Opemngl Tusday . My 92017 v I/
Comments Close
.
Close
2 aime

247 AM

&




Advertised post

&5 IPPIS - [Vacancy Requisitions] - X
@l File Window Help .8 x

5
[ Leave and Absence + sfa Crganization Structure ~ g4 Recruitment - /g Security =

Vacancy Requistions

Post Institution Positions Requested By RequestDate___ Status Status Date
Call Center Agent IPPIS PROJECT, SPIU, OFFICE OF THE PE 1 aime 5/9/2017 Advertissd 5/9/2017 —
A

Status of an
advertised post e

Close




Step 2
Recelving
applications

shortlisting




Shortlisting

82 IPPIS

File Window Help

\E B i o m Leave and Absence = s8s Organization Structure = | . RBM ~ ﬁ Recruitment +
B vacancy Requisitions

dvertisements

[;a Appeals

3 o Click here to check
the applications

. 432PM
PEHGBUY 00 B




View the applicants

sl IPPIS - [Job Applications]

gsl File Window Help

X
-8 x
y
\ﬁ vt and Termination = [[]] Leave and Absence - sfa Organization Structure + _ . RBM = @ Recruitment +
Advertisements Applications
Fosr £y TSt e 7 | pae Name: Email Phene Age Status
MINISTRYOF P 52472017 Active 5/19/2017 Mr. ADOLPHE HAKZIMANA tim radney 1 @gmail com 0783863686 35 New
5A18/2017  Mr. AIME HAKIZIMANA hakaimo@gmal com 078585858 3 New
5192017 Mr. JANE MUKUNZI murukesanvisakh@gmail.com 075687955 41 New
5/19/2017  Mr. JEAN D'AMOUR NZAY]...  hakaimo@yahoo fr 072578579 36 New
5/3/2017  Mr. MUCYO GUSTAVE franciswairoma@gmail.com 07878787878 36 New Publish Shortist
y Close

Click on the
post to view
the
applicants

Summary

2 aime

1. Total Shortlisted = 0
2. Total Rejected =0

3. Total Interviewed = 0
1

List of applicants




Shortlisting

gl

@l File Window Help

- 8 x
] et and Termination + [T) Leave and Absence ¥ Organization Structure + | %, R8M - g Recrutment »
Advertisements Appiications
Post Entity Opening Date  Closing Date  Status Date Name Email Phone Age  Status
5/19/2017 Mr. MUCYO GUSTAVE franciswairoma @gmail.com 07878787878 36 New
. it Send Jlessage
5/19/2017 Mr. JEAN DAMOUR NZAYI...  halkaimo@yahoo fr 078578579 36 New
. I C O n an 5192017 e JaNE MUKUNZI munikesanvisakh@gmail com 075687355 A New
Ir. im radney [ &gmail.com U/85560b00 ) FLiEE
I . t Job Application X
applican
Application ' Applicant Profile I
Flcation Detais
Position [CALL CENTER AGENT | Reference No.  [1145223 |
Fe
Status  [NEW | ication Date [5/12/2017 |
Send Mesdhge
. 2. Click here 1o
otivation @ . .
view the applicant
3 I i i iam greatl
. Applicant details. you details
th licati d th '

employee profile

<

4. Shortlist by
clicking here

Summary

1. Total Shortlisted = 0

2. Total Rejected =0

3. Total Interviewed = 0

4. Total Appealed =0

- Shortlist =0

- Written Exam = 0
- Oral Exam =0

oo o

2 aime

AE2La@BETEEG

436 PM




Rejecting an Application

L)
ol File Window Help

] st ond Termination - [[T] Leave and Absence - &

Organization Structure ~

Enter the Reason
for Rejection

Reject Job Application

Status  [NEW

Reason for Rejecting this job application

no mmIVEN

Il Save

Send Message

Close

Click here to reject
an application

Summary

Total Shortlisted =0
Total Rejected = 0
Total Interviewed = 0
Total Appealed =0

o - Shertlist =0
- Written Exam = 0
- Oral Exam =0

=

-

aime

b

-8 %
4, REM - .;5 Recruitment =

Advertisements Applications
Post Ertity Opening Date ~ Closing Date ~ Status Date: Name E-mail Phone Age  Status View Details
Call Certer Agent MINISTRYOFP.. 5182017  5/24/2017  Active 519/2017  Mr. MUCYO GUSTAVE franciswairoma@gmailcom 07878787878 36 New

5/19/2017 M. AIME HAKIZIMANA hakaimo@gmail com 078525852 31 New ST

5/19/2017  Mr.JEAN DAMOURNZAYI..  hakaimo@yahoo fr 078578573 36 MNew

5/19/2017  Mr. JANE MUKUNZI munkesanvisakh@gmall com 075687955 41 Shorlisted

5/19/2017  Mr. ADOLPHE HAKZIMANA tim radney@gmail.com 0788868686 35 Shotiisted

Close
Application  Applicant Profile
Application Details Shorlist
Position [CALL CENTER AGENT Reference No. 1145323



Sorting

85 IPPIS - [Job Applications]
sl File  Window Help

x
- 8%
3
\ﬁ it and Termination + [[J] Leave and Absence - % Organization Structure + __%_ RBM - 2 Recruitment -
Advertisements Applications
Post Entity Opening Date  Closing Date ~ Status Date Name E-mail Phone Age  Status I
Call Center Agent MINISTRY OF P 5/18/2017 5/24/2017 Active 5/19/2017 Mr. MUCYO GUSTAVE franciswairoma@gmail cor 07878787878 36 Rejected
5/19/2017 Mr. AIME HAKIZIMANA hakaimo@gmail.com 31 Shortlisted
5/19/2017 Mr. JEAN D'AMOUR NZAY] hakaimo@yahoo fr 36 Rejected
5/19/2017  Mr.JANE MUKUNZI munskesanvisakh@gmail.com 075687955 41 Shortisted
5/19/2017 Mr. ADOLPHE HAKZIMANA tim radney1@amail com 0788868686 Shortlisted
Close
sort the list.
< >
Summary
1. Total Shortlisted = 0
2. Total Rejected = 0
3. Total Interviewed =0
4. Total Appealed =0
o - Shortlist =0
o - Written Exam =0
o - Oral Exam =0

& aime

440 PM

2017 %




Sorting by Status

the shortlist and
make it available

A 4

Sort by status, then select
all the shortlisted
applicant and send them
a message

*The applicant who were not shortlisted are given 3 days to appeal

Click here to publish /



