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HR PROCESS FLOW

Job Description sent by 

respective Department
1

Upload of Job 

Description by 

HR/Portal Admin

Successfully 

updated 

Excel will be uploaded. If successfully uploaded 
message will be displayed. If unsuccessfully 
uploaded error message would be displayed

NO

YES
Details will reflect at the 

front end of the portal

Candidate updates the 

form and uploads CV

Will reflect in the 

HR/Portal Admin 

dashboard 

Forward the details to 

respective department 2

Validation message on submission 
and automated e-mail to the 

candidate-mail id 

Download of a single CV or multiple CVs(ZIP) 
option would be available..

Details also would be available as summary in
an excel

Details of position if filled 

will be communicated to 

HR/Portal Admin
3

Job Profile will be deactivated by HR/Portal 

Admin and the same would not reflect at 

the front end of the portal

Closed

Manual Process1 2 3
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