The Hang Seng University of Hong Kong

e-Recruit System Version 1.0.1
User Guide

Welcome to the e-Recruit System. You are most welcome to submit your job application to
The Hang Seng University of Hong Kong. If you have any questions or difficulties, you are

most welcome to contact us (application: hro@hsu.edu.hk, technical: itsc@hsu.edu.hk).

Step 1 - Reqgistration

Steps Diagram

1. Open an Internet browser, and type the
following address:
https://recruit.hsu.edu.hk

You will see the e-Recruit System as

shown in the right. Read the

instruction.  Click the "Register now"

button to register.

2. You see the User Registration page.

Fill in the information, type in the

verification code, and then click the

"Register" button.

3. Congratulations! You have
successfully registered to use the

system. An email is sent to your
account. Check your email account

for the activation message.



mailto:hro@hsu.edu.hk
mailto:itsc@hsu.edu.hk
https://recruit.hsu.edu.hk/

Click the "activation" link to confirm

your registration.

Inbox x

HSUHK - e-Recruit System

¥

e-Recruit <no-reply@hsu.edu.hk>
tome ~

10:36 AM (0 minutes ago)

Thank you for your registration in the Online Application System_
Please click the following link to activate your user account -

-hsu.edu.hk/activate php?id=18email=
h &token=

EHNEL EreEsa,  ZRMTEERIEMNAD -

httpfire hsu edu hk/activate php?id=1&email=

4.  The browser will be opened, and a web
page confirms that you have activated
your account successfully.  Click
"Login" to fill in the Online

Application Form.

& wisam e e dloken=
i+

Your account is activated successfully.

Step 2 - Fill in the Application

5. Inthe front page, login with your

"Email" and "Password".

Click the "Login" button.

e-Recruit System

Steps to submit an application

1. Registe ccount if you have not applied before.

2. Login to the system and select the job to apply.

3. il in the online form and upload your CV and application letter
4.Click 1o submit your application.

Login

Notes:

1. Review of applications will continue until the pasition s filled

2. Applicants who are not invited to an interview within three months may
consider their applications unsuccessful. All information received will be
teeated in strict confidence, and the data collected wil be used for
recruitment purposes only. The Personal Information Collection Statement wil
be provided upon request

6.  After login successfully, you will see
a list of job opening. You may click

“Apply Now” to apply the opening.

osncrut
Search:
Job1D. Opening Type ~ Title Deadiine
EOQ/AO (REG) Administrative Executive Officer / Assistant 2021-09-26 23:59:59
2021-09-10 Officer - Registry
EO (CPAO) Administrative Executive Officer - 2021-09-26 235959
2021-09-10 Communications and Public
Affairs Office

EO/AO/EA (SCM) Administrative Executive Officer / Assistant 2021-09-26 23:59.59

2021.09.10 Officer / Executive Assistant —
Department of Supply Chain and
Information Management
EAEO (SSC) Administrative Executive Assistant | Executive  2021.08.26 235959
2021-09-10 Officer — Department of Social
Science
EA (CPAO) 2021-09-10  Administrative Executive Assistant - 2021-09-26 23:59:59
Communications and Public
Affairs Office
EA (MGT) 2021-09-10  Administrative Executive Assistant - Department ~ 2021-09-26 23.59:59
of Management
RAsso (MSI Research Research Associate — 2021.00-19 235050
UGCIFDS14/P03/20) Department of Mathematics,
2021-09-10 Statistics and Insurance
RA (MGT Research Research Assistant — Department  2021.08-26 235059
UGCIFDS14/B05/19) of Management
2021-08-10
Administrative FERERE 202201-31 23:50:59
Administrative R 2022-01-3123:55:00

Apply Now

Apply Now

Apply Now

Apply Now

Apply Now

Apply Now

Apply Now

Apply Now

Apply Now




You see the Online Application Form.
It is divided into two parts:

<~ Personal particulars

< Application Details

Fill in the personal information

accordingly.

Click "Save" to continue.

<< Back
Personal Particulars nissior
Welcome to HSUHK e-Recruit System

Please fill in the following fields and dlick <Save> 1o continue.

Personal Particulars

Salutation Or

Name in English Sumame
CHAN

Mt be the same 45 shown on the HKID card oe vald travel document

Name in Chinese (if any)

HKID / Valid Travel Document No. dentity Card

Date of Birth (Optional) s - 19

Nationality / Region ©Hong Kong SAR O China

Contact Information
Correspondence Address

HKIsland  ® Kowloon
Mobile Phone No. ( )

E-mail Address @gmail.com

Given Names g

(15t five characters) .

Ta

s a3

emat: DD-MM-YYYY

OOthers:

INT O Others

You can now fill in the Application

Details.

When finish, click "Next" to

continue.

Personal Particulars

Application Details  Submission
Please enter all the following fields and click "Next™ to continue,

Job Information

Job 1D
SchoolDepartment
Employment Mode
Position Applied For

Education Level
Highest Education
Year of Award (YYYY)

Institution

Warking Experiences

Numbar of Years

Current Job
Company/Organisation
Past

Salary

Job-Related Information

Ara you closely related 1o any employee of HSUHK
(e.g.. relative, fiend, )

Expected Salary

How do you kea this. opaning?

Have you praviously bean employed at
HSSCHSMCHSUHK?

Would you be inferested in other openings with
HSUHK?

Remark

You may provide additional information refated to the following questions, which you think may support

your application:

+ Your core strengths and skills for this job
+ Your character and perscnalities for this job
« When you can report for duty

Application Lsttar and CV Upload

Please upload your spplication letter and CV in a single file. 1t may be in PF format

M. flesize 208

Upload

Change Passward

A2021-02152
Ragistry

Executive Officer / Assistant Cfficer - Registry

Please select N

— Please select — s
Please select N
— Ploase select — 2

— Plogse select —

th




Step 3 - Verify and Submit Application

Please read personal information
collection in detail.

Click "Agreement Box” and then
click "Confirm to submit” to

continue.

Declar:
1 dech n is correct
Otk pted the above mentioned authorization and declaration.
Submission
Confirm to submit
Notes
If you do ot receive any reply from ee months, you may consider your application unsuccessful.
Enquiries
Should you have any questions, please email to hi@hsu.edu hi

10.

Congratulations!  You have

submitted your application. Please
keep your Application Number for
future reference.

Click "Logout" to leave.

Personal information Collection Statement
Click HERE to read the statement

Declaration
| declare that the infon ot
1 have read and acce| ve mentioned authorization and declaration.

Submission
You have submitted the application on 2021-09-13 08:45:51
Your application number is A2016-00959-234560.

Notes
1f you do not receive any reply from us in three months, you may consider your application unsuccessful

Enquiries
Should you have any questions, please email to hr@hsu.edu.hk.




