
HOW TO APPLY 

CORRECTLY AND 

COMPETETIVELY 

ON ERA 



ERA WORKS BEST IN 
GOOGLE CHROME



You are responsible for 
your application.



REVIEW VACANCY 
ANNOUNCEMENT, 
CAREFULLY
Make sure you have read and understood all important information.



PREPARE YOUR 
APPLICATION
DATA AND 
DOCUMENTS
Complete your education and work experience background information and 
prepare required documents for upload.



Getting Started –
Logging on



COMPLETE 
YOUR 
PERSONAL 
INFORMATION

Current (permanent) 
address, active email 

address, working contact 
number



COMPLETE 
EDUCATIONAL 
INFORMATION



Always check if the 
dates are correct



UPLOAD ALL THE 
REQUIRED 
DOCUMENTS
Diploma or Transcript, Licenses, Other Documents as required



PROVIDE 
COMPLETE 
INFORMATION
ON YOUR 
PREVIOUS AND 
PRESENT WORK 
EXPERIENCE





ADD 
LANGUAGES 
AND PROFICIENY 
LEVEL
* Based on self-assessment



ANSWER ALL 
ELIGIBILITY
QUESTIONS
ACCORDING TO 
YOU/YOUR 
QUALIFICATIONS







ANSWER ALL 
VACANCY 
(POSITION) 
QUESTIONS
HONESTLY & AS 
THEY APPLY TO 
YOU/YOUR 
QUALIFICATIONS



REVIEW * REVIEW * REVIEW
SUBMITTED INFORMATION 

AND ANSWERS



REVIEWING INFORMATION
(don’t miss the deadline!)
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• Vacancy announcement instructions and requirements are NOT the same, read
each vacancy announcement thoroughly.

• HR CANNOT refer to applicant resumes/CVs to review qualifications.

• HR CANNOT modify / edit any application to correct or update an application’s
information.

• HR CANNOT search and find documents from HR records to use in certifying an
applicant’s qualifications.

• HR DOES NOT KNOW anyone and anyone’s qualifications - all information about
the applicant must be provided by the applicant him/herself to his/her application.

• The system DOES NOT review overall qualifications of an applicant, HR does.

IMPORTANT






