User guide: organizations and

employers

This guide shows how to register and verify your organization,
add your team, publish opportunities, review applicants and
search for talent. Everything starts with an ordinary personal
account; the organization's roles are added to it.

For the owner of an organization and its recruiters: companies, training
centers and associations. Last updated: 8 November 2026
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1. Registering the organization

Create your personal account first, as in the guide for people
looking for an opportunity, then register the organization from
it.
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Choose “Reg|ster an Register an organization
organization”. Choose the , o
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(@ Good to know

If the administrators ask for more information,

complete it and send it again from the same page.

2. Working for the organization

1. After approval, the role
“Organization owner”
appears under “My roles”.
Choose it to work for the
organization; only the
permissions of the role you
choose apply.

My activity and who viewed my profile

Every change to your passport, and every organization
that opened your profile. Nobody can edit or delete the
log.

Privacy and consents

Who sees your profile, and who sends your records.

Security

Phone number and sign-in.

User guide

Step-by-step instructions with pictures for everything
you do on the platform.

Register an organization

A company, government body, NGO, issuer or
syndicate: post opportunities or verify records once
approved.

My roles

Choose the role you work in now. Only that role's
permissions apply.

[ My personal account Current role

Organization owner
(92y5) 00602 8)l=il] guadll Sy



2. Your dashboard's cards o A b Dl
change to the My dashboard

organization's work:
opportunities, the team,
talent SearCh and the API. Passport completion 0%

Welcome, Hala Al-Qudsi

Next step: add Qualifications

Records verified by their issuer rank higher in
searches.

My Skills Passport

Your education, experience, certificates and skills in
one place.

My career

Occupations that suit you, and the skills you miss for
each.

Opportunities

Jobs, training, scholarships, grants and volunteering
from verified organizations.

My saved opportunities

The opportunities you saved and your search alerts.

My applications

Tha ctatic and hictan:af anch annlicatian san mada

(® Good to know
The owner's role needs an authenticator app on your
phone. The first time you choose it you are asked to
“Set up an authenticator app”: scan the code with the
app and type the number it shows; after that the
number is enough at each sign-in.




3. The team and its roles

1. In “Team and roles” % Mydsshbosrd | awal G

y

choose “Invite a member”:

Team and roles
. | | [ . | | | - | |

type the person's mobile

, (§uipi) 00602 Hlyill gumill s,
number and choose their i "
I’Ole (reCI’UIte I’, VIeWGI', Hala Al-Qudsi Number ending in 0128
Owner + Member
analyst...), then “Send the
invitation”. They accept Invite a member
from the| rown accou nt. The person needs an account on the platform. They
get the role in your organization only, once they
accept.
The person's mobile number
0944 000 005
Role
Recruiter v
Back to my organization
(

@ Good to know
On the same page you change a member's role or
remove them, and pass ownership of the organization
to another member.




4. Publishing an opportunity

1. In “My organization's
opportunities” choose
“New opportunity”. Type
the title and the
description, search for the
occupation and the skills
you need, and set the
experience, the
qualification, the
governorate and the
deadline.

2. Press “Save and
publish”. If a field needed
to publish is missing, a
message next to it says
what to complete. Once
published, you can pause,
close or copy the
opportunity.

{t} My dashboard du,ell (&

New opportunity

(§a3) 00602 Hhyill quumill 40,

Type of opportunity

Job v

Title

Senior accountant

Description

Bookkeeping and monthly and yearly reports.

Occupation

Accountant Remove

Skills

Financial accounting Mandatory +~ Remowe

Search for a skill to add

{*} My dashboard du,ell (&

Edit opportunity

Published Verified organization

[ Edit J[ Pause }[ Close ] Duplicate
[ Applicants ]

Type of opportunity

Job v

Title

Senior accountant

Description

Bookkeeping and monthly and yearly reports.

Occupation

Accountant Remove

Skills

Financial accounting Mandatory v Remov



(@ Good to know

disability.

Never ask applicants for money, and set no condition
that discriminates on gender, religion, origin or

5. Reviewing applicants

1. Open “Applicants” from
the opportunity's page.
Applicants are ordered by
match, then by who applied
first; gender, religion, origin
and governorate are never
part of the order.

My dashboard

Applicants

Best match first, then the earliest. Gender, religion,
origin and governorate never count in the order.

The match score helps to order applications; it never
decides a hire. You decide after reading each one.

Layla Al-Mohammad
New

Match 0%

Mandatory skills it does not show: Financial
accounting

Applied on 11 November 2026

Edit opportunity



2. Open an application to
see the applicant's
message and their
passport as they let it
show, and the skills it does
not show. Opening it marks
it “reviewed”.

3. Move it on: “Add to the
shortlist”, then interview,
then offer. Or reject it with
a reason the applicant
sees. The applicant is told
of every change.

{l} My dashboard el (&

Application

Senior accountant

@® New

11 November 2026 at 17:22

(O Reviewed
11 November 2026 at 17:22

Next step

Add to the shortlist

[ Reject the application ]

[ Message the other party

Mandatory skills it does not show: Financial
accounting

The candidate's message

I have four years in accounting.

¥ The candidate's passport as employers see it

| st b M LT o b mpemnsiniat |

{l; My dashboard el (&

Application

Senior accountant

@® New
11 November 2026 at 17:22

@ Reviewed
11 November 2026 at 17:22

O Shortlisted
11 November 2026 at 17:22

Next step

Invite to an interview

[ Reject the application ]

[ Message the other party

Mandatory skills it does not show: Financial
accounting

The candidate's message

I have four years in accounting.



6. Searching for talent

1. “Talent search” shows ¥ dashEbat

the people who chose to be Talent search

found by employers, by

Only people who chose to be found by employers

skill, level gove rnorate and show here, with only what they show employers.

! ! Opening a profile is logged for its owner. Gender, age
avai lab| |_|ty Phone num bers and governorate never count in the order.
stay hidden; invite the Phibs required

person to your opportunity

Lowest verification level

so they can reach you.

Any level (self-declared and up) v
Governorate

Any governorate -~
Availability

All v
Results

=l Gl

Hama

Lives in Syria

[ Al-Khatib dag,

@ Good to know
To connect your HR system to the platform, use
“Connect by API” to create API keys with the scopes
you need.




