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Using this guide

No parts of this guide may be reproduced or transmitted in any form without the prior written
permission of HLL Lifecare Limited Company.

All brand names and product names used in this guide are trademarks, registered
trademarks or trade names of their respective holders.

Browse vacancies/search for a position
To search for a vacancy (without registering/logging in as a candidate), click on link on the website
(http://www.lifecarehll.com/career).

& ¥ HLL Lifecare Limited
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We are value driven, Are You ?

T ST

* NOTE: Most screens are opened and displayed in new windows. If you have suppressed the
additional windows with a popup blocker, you must deactivate this for this application. The Careers
page will then be displayed.

Click on “Job Search”. The “Job Search” page is displayed.
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Click on “Start” if you would like to search all posted jobs without filtering for criteria. Alternatively, use
the filters (Keywords and Search Method) to refine your job search.

The Job Search hit list results page is now displayed. Click on the job posting hyperlink that you are
interested in for further details.

Job Search
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This page can be printed (Click on “Print Preview” — “Print” for the PDF — see step “How to change
personal settings” to setup up your display as PDF) or closed by clicking on the “Close” button.

Library Assistant

You can apply for the selected job posting or go back to the search results.

[ Apply [ Print Preview |[ Tell a Friend |

External Publication of Job Posting 50011760
Job Posting Title
Library Assistant

Start Date

10.04.2013

Click on “Return to Search” to refine or extend your search criteria on the previous screenshot.
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To apply for a job, go to “Apply” and Register Here/ Sign In.
How to register online
Registration

To apply for a position, you must register. To do so, open the careers website by click on link
http://www.lifecarehll.com/career

& & HLL Lifecare Limited
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We are value driven. Are You 7
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The Careers page is displayed.
Click on link “Registration” within the page.

The Registration page is displayed.
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Please complete the Registration Form. The fields marked with an asterisk (*) are mandatory, and are

necessary for us to identify and contact you. Please note that once you have registered, you will use a
username to access this site in future.
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Your username should be the e-mail ID.

The e-mail address that you enter must be unique to you, and should not belong to, or be used by
other people. Please re-type it in the “Repeat E-mail” field to ensure that you have not made any
typographical errors. Please “Check” the Instruction Statement. Once you have clicked “Register”, you
will be advised whether your registration has been successful. If it is not, please check the information
you have submitted and rectify any errors/omissions. You will then be sent a confirmation e-mail to
the email address that you have used while registering.

Once you have registered, you can use your login details (user name/ID and password) to log into the
HLL'’s career site, which besides enabling you to apply for positions, also gives you the ability to track
your application progress.

The overview page is opened with links for further navigation.

Hints for registered users

Logging on to the HLL Career page by clicking on the link http://www.lifecarehll.com/career . Once
you have registered in our career website, you need not register again but sign in with the username
and password you have provided. To do so, open the HLL’s careers website and Click on “Sign In”
within the page.

The login screen is displayed.

L= aoem

Register here

U=ser = I |
Fassword - I |
] scce=ssibdlity
Change Password FPassword Forgotten

Enter your user name and password entered during registering.
Click on “Logon”.

The “Applicant Cockpit” is opened.

E-RECRUITING
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Sometimes the system gives you a pop up message to warn you that you have an application that is
still “Draft” (incomplete) or you have not yet selected check box “Profile Updation Complete” and
hence no recruiter can access your profile. You can click on the link to release or complete your
application.

Applicant Cockpit =1E3

! You have not released your profile - this means that recruiters can only consider you for
E] job vacancies for which you have submitted an application

¥ou can release the profile here:

Since, you have not released your

profile. Please click the link =mnmd
release wour profile

¥ou still have applications with the status "Draft”; to edit these applications, navigate to

y listof apolication
Employment COpportunities —= My Applications I_ You hawve tried teo apply
for a job but the =ame

is still in DRAFT Status

Candidate Profile -= My Profile

Changing Password

Chamge Passwwword

I User TS TAT I

l current Password = | |
f Mew Password = | |
l Repeat Password = | |

I change || Cancel |

If you would like to change your password, you will click on “Sign In” link to get the login screen.
Enter your user name and your password. Click on “Change Password” link. Enter your current

password and your new password. Repeat your new password. Choose Change. The system checks
your new password and saves it. From now on, you can log on using your hew password only.

E-RECRUITING

Requesting an Alternative Password
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If you have forgotten your username or password click on link “Sign In” to get the Logon screen. Click
on “Password Forgotten” link. The forgotten password screen opens.

Lo-goem

FRegister here

fuser = | |

l Password = | |
[ ] sccessibility

Change Password gRPassword Forgotten

Enter your user name and your e-mail address.
Click on “Request Password” button.

Have you forgotten your password?

¥ pou cannst remamdar vour passwad, 300 can request that an afemalve passwoed b2 senttp the e-mal adde=ss i you spcied in your reszme Snler s usar name andaf your e-mad address and request he gasswos?

UsarName:
S

ReqeestPasswed || Basi i Logon

The system checks whether the user name and e-mail address are already registered and then sends
an alternative password to the e-mail address that you entered in your Personal Data. You can use
the alternative password to regain access to your Applicant Cockpit.

For security reasons, you should change the alternative password immediately once you have logged
on successfully.

E-RECRUITING
How to create a profile
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To apply for a vacancy online, you need to create an electronic résumé, complete with supporting
documentation and a cover letter.

1. Personal Data: This page allows you to add your address and contact information. You can
also update this information if it has changed.
You need not re-enter data that you already entered while registering
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2. Education & Training: This page allows you to add and update your completed courses of
education and training details.
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3. Work Experience: This page allows you to add and update your employment profile (Work

Experiences)
Emphager* | HLL Fecare Limked Poszppura
Cuent Empioyer E_ulx If this is your presset coganisaiion
Yoty dosdlan Rsi
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4. Skills/ Abilities: This page allows you to add and update your Skills / Abilities in the
respective functional area.
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5. Preferences: This page allows you to tell us what type of job you would like or your
expectations of the new working relationship with our company as well as your references.

I» t (2] 13 4 s . L \ -
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6. Attachments: This page allows you to upload relevant attachments to your application such
as Photo, Degree certificates, Transcripts, Detailed Resume etc.
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7. Overview and Release: This page allows you to review your application and submit. Click on
“Profile Updation Complete”, if you have completed your profile. You may note that until you
click on “Profile Updation Complete”, we cannot access your application and your application
will be in locked mode.
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V_mr Dechrative Statement in the Regintration Page:

I

& Pt
Data Overview
You can then click on the “Employment Opportunities” tab to browse our available job opportunities

Click on the “Employment Opportunities” tab to activate the job search window. Click on the “Start”
button to continue.
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The Employment Opportunities - Search Criteria window is now displayed.

Candidate Profile /I Employment Opportunities I

| IJuI: Search II Application via Reference Code | Favorites | My Applications | Job Agents

Job Search

For viewing current job openings, click on “Start™ Button:

Start|| [ Reset | [ Save Search Query | | Delete Search Query | [ Save as Job Agent

You can save your search criteria for later reuse

Search Query: | — Mo search query saved —

¥ou can also restrict the search by specifying different search criteria as shown below:

Full Text Search
Keywords: |

Search Method: |With at least one ofthe words |V|

Search Criteria for Employment Opportunities
Functional Area:

Administration |i|
Auditing

Finance

Human Resources

Informatinn Tacrhnoloow

Job Search

Are you looking for an mterestng new job?
Hete you tan sutenid 3n applcation drecly far an emnploymant eppartunity Choose “Apply” o stant e applcation wizarg
Choose "Create Favonle™ %0 30d the ob po2iing lo poer 1152 of favortes

You can 50 chanpe your andy and resian s search

For a800n0 INoemahon SDOGE & BRUouLE DOSINGN 10 YOUl Tend, Chooss e raspectve (ow 3N chick Tall & Freng”

{4 Ratum % Search

Search Criteria

The search was not restricted

Search Resul: 2 Hity
Job Posing Funchonal Ares Cauntry Publizhac
UBTany Asasatant 10042013

1 00.04.2013

L Save Search Query | | Tell 3 Frieng \ Select the opes publicstion s=d then cliz

Aftar sulustiog the shuss row

appty ||| Aad Faveta

|4 Retum 1o Search

Click on the relevant job posting link to select it. “The Employment Opportunities - Overview job
posting” window is now displayed. Click on “Apply”.
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Click on the “Display Job Posting” link to display the details of the advertised position. Once you
have done so, click on the “Continue” button to start the application wizard.

Application Wizard Displar J2b Postnn CRANATE TRANEES PYSCSCHEISTRIMGHENICS

Vieicome, M. Thomas Abrabam

Doyeuwantiz cooliree sebonding an appicaion ior Bis erploymest apporind? T ivborrealion v pour s25ame Bzl you have Sreedy erderad s sl aadebis b you Chnose "Cosimis™ ) view jour 0551me 33N & 2 26@0nd inomezie
i

[ose —

“The Employment Opportunities - Application Wizard” window is now displayed.

You can now update your application before submitting it for the position you wish to apply.

Work your way through each step of the wizard to make sure that you have covered each page (steps
1 - 6) of your application. Once you have done so, click on the “Cover Letter” button to continue.

Application Wizard Cisalacdos Pashng GRADAAN
1 1 2 3 ‘4 5 i 7 8 .
Parsons Data EucationyTraning Werk Expenence Praterences Anachments Suks/ ADHIbES Cover Lener Send Application

& Privaous siap || Sand Appkcaton B
Why are you applying for this employmeat opportunity?

Craate a3 short appication cover lofer Here you Can prowads @ mare detaled explanaton acout why you are Interestod in the o0

However sometimes there might be questions, which you might be required to answer as part of the
application. You need to answer all the questions, which are related to the job you are applying for.
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3 1 2 3 P 5 6 2 ‘e’ s -
Perconal Data g Work At Suis/Abiites  Coverlefer  Send Apphcasion 1
|4 Previous step | Send 4p ] ] Clich un "Send Applizazian®

button at tha last

You Can 00w semit your application.

Thans you Tor apphing for ane of sur amploymant cpgoranitias We will SEming he infarmation In poer seglication cocuments and get in Souch with wou

W you: slso want fo Se d for other it ez apart fom $23 appicalion, you must relesse sour candidale profiie Recnaters e have access o your data

l}i_llﬂulﬂ"llb'dllﬁl my geofle 50 that my data can 59 considared for oher job opporkunities as -‘I]

[V YRe | Bive res e INShuCHons ghven above and & docept it \
Tick ths bax and than cliss == “IEND
AFPPLICATION" button

Data Overview
The candidate's profile is locked,

=1t you have not velessmd your profile. Thias

massage will be populated. Tick the abovs bas and

than send applicatson

Form of Address  First name Mr. Thomas Abraham
M Thomas Panakkamattam (H)

Click on the “Send Application” button to continue.

How to delete/withdraw an application
Open your “Employment opportunities "Tab.
Click on link “My Applications”.

The “My Applications” window is displayed.

D you Wit Lo coll of por W ow?
Thais i O OIS MEBLIRNE s A CEER 16 SL0 OF JS0ACARONS. N3 wiTvIlae O 36N SOP8CONE WU 30 JU0mE an SN 1 o Suen0
Murher of Appdcascos. )
Jos Fratng Aopheaton bar Dudis
Al Az aiey i
ErErRr— 3
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Click to select the “Job Posting Selection Box” button to highlight the application you would like to
delete/withdraw. Click on the “Delete/Withdraw” button to withdraw your application.

The “Withdraw Application” dialog box is displayed.

Crahate Aprprlicatioem =1 E3
P o vwou want to camncel this
[ ..= J appplicaticomn™™ HNote thhat oo wwill
- als=o delete the associated

Ccompleted guesticonmaire amnd the
appplication cower letter. 1T wow
wwantto =subrmit am apelication
again, you rmust emntaer this data
Sgain

oo wowu really want to delaete this
apEalication perrmanantly™

Il"r"ezllh.lcll

If you have selected a job posting with status “Draft’, the system will allow you to delete the complete
application after confirming the below window by clicking “Yes”.

Once you have been shortlisted for any position you cannot delete/withdraw your application

If the application is already submitted and has status “In Process” the system automatically opens the
below screen for only withdrawing after confirming by clicking “Yes”. Click on “Yes” to continue.

The “Employment Opportunities” tab is displayed. A message confirming that your application for the
selected job status is withdrawn is displayed. The status of your application has now changed to
Withdrawn.

If the status is “Draft” the entry will be completely deleted and will not be available in the list.

How to check the status of your application
Click on the “My Applications” link in the “Employment opportunities ” Tab.

You can now see the status of your applications.
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How to maintain your personal settings
Open the “Candidate Profile ” Tab.
Click on the “Personal Settings” link to display the following window under “Candidate Profile”:

[CansoatePromie | Emptogment Opgonurdies
Wy Frotie Cnange User Nams | Dstets Regisiation

-
Personal Settings

Would you kke to tatfor your pages 10 suft your personal requirements?

Banic Settings

Specfy he formats in winch numbers and date mformation 15 daplayed Note that these sefings do nod Lake effedt undl you log on agan

Date Format DO MM YYYY -

Decmal Notation 123854789 o

Genernl Settngs

Data overdews can e gispiared in HTML 1ormat of in Agods Portabile Document Format (PDF) To be able to dizplay the informason in PDF format, Adobe Acrodat Readar musst be instalied
The pretead Lnguape Speciias Me LENguaGE In wWhich pou Want 10 receve and S8nd your COMEspONdenCs
Disptay Format for Dats Overviews — Sélact -

Preferred Languags English -

Save

Click the “Date Format” drop-down list button to select your preferred “Date Format”. You can also
change the decimal notation, should you wish, by clicking on the “Decimal Notation” drop-down list.

The “Preferred Language” option allows you to select the language in which you wish to send and
receive your correspondence regarding your application.

Once you have chosen, click the “Save” button to save the changes. The “Personal Settings” window
will then be displayed again, and a message indicating that the data has been saved will be
displayed.

Recommendation of Job Posting (Tell a Friend)

You can use this process to forward to other people/friends an interesting job posting that you found
using the search. The recipient receives an e-mail containing a link to the relevant job posting. The
recipient can display the job posting via the link and then apply online if they are interested and meet
the requirements. Click on the “Employment Opportunities” tab to activate the job search window.
Click on the “Start” button to continue. The Employment Opportunities - Search Criteria window is
now displayed.

Click on the relevant job posting link to select it. “The Employment Opportunities - Overview job
posting” window is now displayed. Look at the job posting and decide if it could be of interest to
someone you know.
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Select the job posting and click on “Tell a Friend®.
Job Search

ATe you leoking for an mforesang sew job?

MO f0U (RN SUDAN &) SRPICIB0N Dresly 401 30 wmplaymant 2ppanmundy Chocae “eply” 1 S0 N6 Spel oo woad
Choose Treate Fawoniie” 10 208 e job posing to your st of fasormies

¥5u Can a0 changs your enky and restar he ssanch

For sendng msrmation atout 3 parcfar poaon to pour nend, chodee he respective row and dice “Tel a Frend

{4 Retum % Saarcy

Search Crteria

The zanrch was sol restricied

Suaech Neaut 2 Nty
JoxPuaing Fuackonal aea County Pubiishea Favonte
Liiwary Arsistar 2004 2012
| CELAQUATE TRAMEES IPHYSICOO ENITTRYMATHEMATICS | 09042013

EAsgh] (Aoafavarts | | Smve Sewch Gusy

The Tell a Friend screen opens in a new window. You can copy the link of the job posting from the
Tell A Friend window to your local e-mail program or you can open the local e-mail program
automatically by clicking on the corresponding link “Forward Employment Opportunity via E-mail“ on
the Tell A Friend view.

Add additional information to the e-mail with the link to the employment opportunity and then
send the message to the recipient.

Your friend receives an e-mail. This includes, among other things, the text entered by you and the link
to the current job posting.

Your friend uses the link to look at the job posting and apply if interested.

Notification of Relevant Employment Opportunities (Job Agent)

You can use this process to receive information regularly and automatically about employment
opportunities that meet the search criteria defined by you. You can also specify that the system
automatically inform you about employment opportunities that meet the criteria for a new work
relationship defined in your candidate profile.
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Click on the “Job Agents” view to activate the job agents’ window.

Candidate Profile - IElmlnylmtOppnrMnities I

Job Search | Application via Reference Code | Favorites | My Applications || Job Agents

Job Agents

Would you like to receive notifications about interesting job postings?

Here, you see the job agents that you created so you can receive notifications about interesting job postings.

Job Agents
Mame of Job Agent Job Agent Frequency Status
|I| The table does not contain any data

Add || Edit || Delete

Motify me by e-mail ifthe requirements in a job posting match the information in my profile.

Click on “Add” button to create a new job agent.

The Job Search view appears.
Define your search criteria and click on “Save as Job Agent”.

[Reset | [ Save Search Query | [ Delets Saarch Guer [l| Save as Job Agent ||| Back to Overview of Job Agents |
You can save your search criteria for later reuse After providing the below
' w3 " detnailms Click on "Save an
| Job Agent

You can also restrict the search by specitying different search criteria as shown below

Full Text Search

Keywords: [ |
Search Method; | With atleast one of the words [=] / R e S Y AT T
arviteria than
- =k on above
Search Criteria for Employment Opportunities putfton

Functional Area:
Administration |
Auditing
Finance

Human Resources
Infarmatinn Tachnalany

! vy
SRy, lceland 2
India
Indonesia (=
Iran
Iraq .
Contract Type -
Apprentice
avascriptivoid(0); Exacutive - On Contract B
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The “Save as Job Agent” views opens in a new window.

Save as Job Agent =1E

| To overwrite a job agent, select itin the table and then save it.

|lEnter a unigue name for the job agent.

Mame of Job Agent. = | Human resource job

Frequency. Welkly | =

Active: ||

Saved Job Agents
Mame of Job Agent
III The table does not contain any data

Close

Assign a name, define the frequency with which the job agent is run, activate the job agent, and save
your entries by clicking on “Save” button.

The system displays the list of all job agents already defined including the newly created one. You
can adjust at any time the frequency with which the job agent searches for employment opportunities
and the status of the job agent in the list. You then have to save your entries. You can select the job
agent and click on “Edit” to change the search parameters. You can define up to a maximum of three
job agents in the system.

Favourites

You can create a list of favourites in which you store jobs that you have flagged as interesting. You
can apply for jobs directly from these job postings without searching again. To search for jobs and
mark them as favourites, click on the “Employment Opportunities” tab to activate the job search
window.

Click on the “Start” button to continue.

The Employment Opportunities - Search Criteria window is now displayed.

For further clarification/guidance/feedback contact us on career@lifecarehll.com .
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