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% ' What is MyCareersFuture.sg?

N

A national jobs portal managed by Workforce Singapore, in collaboration with
Government Technology Agency for all Singapore Citizens and Permanent Residents.

Online Job Marketplace

Career-related Content

Virtual Career Fairs

Match your skills.
Find more jobs.

Industry Insights &
Opportunities

Digital Career Coach
COm“ngSOO-n“




Creating a Job Posting
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Step 1: Access the portal at https://employer.mycareersfuture.sg.

Log in with CorpPass
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Find candidates for your jobs Easily assess candidates Save time screening
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https://employer.mycareersfuture.sg/

Step 2: Log in with CorpPass.

[V —— Singapore Government
CO ,]’ lhss Integty - Servee  Extalerce
[ s ] A & ContactUs | Feedback | Stemap | FAQ

Upcoming Scheduled Maintenance

PYIerm wil be wnoerpoeg MCYedUed MEntanance Lo 3erve you Detter and will not De avalsbls on O4 Aug 2219 from 12am
Quines, plaase arrall SUPOONBKOPPINE gV ag Thank you

Log in with CorpPass

Remember Entity ID {

Forgnt Entty / CorPans 10 o Password

e “

Doer't have » CorpPass Account?
Get Started




Step 3: For first-time users, you will need to complete your account details.

careersiuture:sg Employer | {Q)Adspt & Grow 8 Testing Acco...

First time here ?
Please take a moment to complete your account details.

Organisation Information

TO8GB0046G

Your Account Details

Name Designation (optional)

Testing Account

Emall Address Contact Number
Yerms and Conditions

nave read and accepted the Terms of Use

am aware that employers are required to comply with the Iriparite Guideiine on Fair Employment Practices under

the Fair Consideration Framework. For more informaton on the guidelines, please wisit the Tripartite Allance 1or
Fair and Progressive Employment Practices at hitp/hweeny 15fep ca

Terms of Use  Surve

GOVTECH JobKred R Copyright © 2019 Workforce Singapore. All Rights Reserved




Step 4: Within the ‘All Jobs’ page, click on ‘Create Job Posting’.

cameaisiutune 5  Employer lﬂ].ﬂ.a.:m & Grow Fost Jobs Employers Toolkit B YEC JUN HAD

WORKFORCE
SINGAPORE

+ Create Job Posting Closed jobs won't receive any new applications.

Yau may Contnue oo wiew the updated list of SJEEEE[Eﬂ talents.

o alljobs Job postings created on external sources cannot be managed on this portal,

-

Sortby:  Closed Date

0 &0

Executive (6 Months Temporary Contract) [Healthcare, Social and Business Services Division]

Deputy Director [Corporate Marketing and Communication Division]




Step 5: Provide details of the Job Description.
To support the SGUnited Jobs initiative, add ‘#SGUnitedJobs’ in the job title.

Create Job Posting

L Want to attract the right
Job Description candidates?
Provide a clear job description
so applicants know what
WORKFORCE o : Gt LA e
SINGAPORE You're posting on behalf of another company you're looking for

JobTitle  <Job Title><Space><#SgUnitedJobs> Occupation

Finance Manager #SgUnitedJobs

&  Alljobs

Job Description & Requirements

B I U H1 H2 H3 = =

0/ 20,000 characters




Step 6: Select the relevant skills required.

Create Job Posting - Project Manager

1. 2. Want to attract the right
Job Description skills candidates?

Provide a clear job description
50 applicants know what

List the required skills so we can match candidates to your job you're looking for.
Check the pre-selected skills and add other relevant skills. Include at least 10 skills and no more than 20 skills EAPRHIGEE
Skills based on job description Deselect all skills

v Project Management v Project Planning v Program Management v Leadership
v Change Management v Business Analysis v Strategy v manage project teams

Other skills you have added Deselect all skills

v Certified Scrum Master CSM

Find and add skills by keyword or job title

Skills containing 'scrum' x @)

TR
K+ Scrum )




Step 7: Fill in key information of the job.

Job Description Skilts

3.
Key Information

Job Post Duration

Auto-closes on

Job Category (Max 5 categories)

Position Level

Employment Type

Minimum Qualification Level

Gross Monthly Salary Range (SGD)

$ -

Government support (Optional)
Select the programme that Is applicable for the job post

Career Support Programme

atleast $3,600 (SME) or $4,000 (non-SME).
earnm

"PMETSs stands for Professionals, Man

TS, Executives a

Number of Vacancles

Minimum Years of Experience

Receive funding support when you hire Singapore Citizens PMETs" who are unemployed or retrenched, for jobs paying

Back

Want to attract the right
candidates?

Provide a clear job description
s0 applicants know what
you're looking for




Step 8: Insert details of the workplace.

Create Job Posting - Project Manager

Job Description Skills

4.
Key Informatior Workplace Details

Workplace Address

* Local Overseas

The workplace address is the same as your company address

This position involves multiple workplace locations in Singapore

Postal Code

738964

Block/House No Street Name

9 WOODLANDS AVENUE 9

Bullding Name (optional)

Want to attract the right
candidates?

Provide a clear job description
s0 applicants know what
you're looking for
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Step 9: Review the job posting before submitting it.
An acknowledgment message will be provided upon successful posting.

1 2
ob Descr ipRion skilts

Wiant 1o sttract the right
" candidates?
f

1.)JOR DESCRIPTION 2

Project Manager Technical Project Manager

| & Reguirer

The Project Manager manages key cllent projects. Project = Include tne cooedinath Job posted successfully
ard completion of grojects on tme withn budget 30d within scope. Crverses all 35pects of projects. Set deantnes,
ausign il d monitor and summarize progress of project. Prepare reports for upper management
regarding s1atus of project.

Want to attract the right
candidates?

The successful candidate will work directly with clients 1 ensure deiveraties fall within the applicatie scope and ’
Budzer. He or she will Tonrdinare with ather departments 10 ensure all 3specrs af pach praject are romparihie and Provide a clear job description
wii hire new talent a5 needed to fulfill client needs, so applicants know what
you're looking for.

May reguire a bachelor's degree and 2-8 years of experience in the field or i @ related area. Familiar with a variety Learn more
of the field's concepts, practices and procedures. Rely on limitec experience and judgment to plan snd accompish
goals, Perform a varlety o tasks, Lead and oirect the work of others. A wide degree of creativity and latitude Is
expected, Typicaly reparts to 3 manager or heat of 3 = 4 e dep ang Grganizatan
reputation by accesting ownershp for accomplishing new and cifferent requests: expiaring cpportunities to sdd
value 10 job accomplishments. You have successfully posted the following job:

Responsitilities: Project Manager
Coardinate internal resources and third partesiventoes far the flawiess execution of projects MCF-2019-5000052 — J ©) b I D an d

Ensure that all profects are deliverad on-time, within scope and witain budget Auto-closes on: 02 Aug 2019 Closing dOTe

-Assistin Ui definiton of praject scope and objectives, inveling all relevart staxeholders and ensuring technical
feasibility

w Posted Job

Ensure ressurce availability and allocation

-Develon § detalled Project plan to Moniter and track progress

Manage changes te the peeject scope, project schedule and project costs Lsing spprepriate verification techriques
iy it oo i s ek e
-Report and escalate 1o management as needed

Manage the relatiorship with the client and all stakeho'ders

-Parform risk Management o minmize project nsks

~Estabiish and mawtain relationstips with third partiestrendors

Creae and pe project

Meet with: clients (o take deiaded ordering briels and darfy specific requiremens of each project
Delegace oroject tasks based on jumicr staff members' indivicual strengths, il sets and experience levels
~Track project pertormance, speofically 10 3naly7e the SICCesstil compieran of snort 3nd Inng-term goals
Meet budgetary abjectives and make adjustments to project constraints based on financial analysis
-Devrion comarenensise project plans (o be shared vatn chents 35 well 35 olher Sta members

-Use and continually develop lesdership skills

Altend conferences and Lraining == required Lo maintain proficiency

-Performn other related

o5 a5 assigned
Develon spreadsneets, dagrams and process Maps 1o decument needs

Requirements:
Proven working experienze in project mansgement
-Excellent client-facing and Internal communicarion skilis

~Excellenit s itten and verbal communication skills

-solid orgsnizatianal sels incucing attentian to detail 3no maltitasking skills
~Strong working knowledge of Microsoft Office
w Project Management Professional (PMP) / PRINCE Il certification s 2 plus.
Sill -Bachelor's Degree in appropnate field of Stuoy or equNaIent work expenence

Froject Manager (op sobs & prabciences

Develoing and Tracking Budgecs

Coschine



Managing Applicants and Closing a Job Posting




After receiving and reviewing the applicants, provide a status update for each applicant
under the ‘Applicant Listing’ page.

careers Employer \Q)Adam&c,mw Switch 10 Jobseeker | Post Jobs Employers Toolkit ##
All Jobs Project Executive
o | 2 >
Project Executive ATe it - ' ‘ . e
Manager » 1 Vacancy ) g Job Post
3+ Crante jobi Posting Applicants 2 Suggested Talents 60
Sort by: Date applied
=] All Jobs y
M How do | sort applicants by suitability for my job?
Mavis Goh 4 p .
Bachelor's Degree or equivalent, Business Management RS Benjamln
: Bachelor's Deg equivalent, Bus formation Technology Shortlisted v
F . (including e-co ce technology, business information systems
Benjamin SHORTLISTED o ' Shortlisted
Bachelor's Degree or equivalent, Business information Technology (including e-commerce tech... Get Resume
- 30 jan 202 Downloaded 26 Ma Unsuccessful
- Hired
Y, GetResume
Overview Skills Work Experience Education History

Skills

v Agile Methodologies v Agile Project Management v Analysis
v Budgets v Business Analysis v Business Intelligence

\Q) S Workforce
Singapore




To close a job posting manually before its closing date, click on ‘Close job” and
select the options accordingly .

All Jobs Project Manager
MCF-2019-5000042 [ S$ 1000 - 10000/mth —
Proiect Manager © 9 WOODLANDS AVENUE 9 738964 S =
) & & Contract, Permanent 2 Information Technology Posted 19 Jul 2019 Close job
Manager » 1 Vacancy Closing 2 Aug 2019 o
Applicants 0 Suggested Tale
To close the job post for Project Manager (MCF-2019-5000042), Show "Among top matches' (0)

please select one:
do | sort applicants by suitability for my job?

This position has been filled

This position has not been filled

Cancel Proceed to Close

@ S Workforce
Singapore




Thank you.

For further assistance, please feel free to reach
us at SGUnitedJobs@wsg.gov.sqg or 6883 5885.

Wsg

Workforce
Singapore



mailto:SGUnitedJobs@wsg.gov.sg



