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File no.: 3/3/2/2/1 

Enquiries:  Call Centre 

 

 

Recruitment and Selection Minute: 0005/2018 

 

To:  Deputy Directors-General, Chief Directors, Directors, Circuit Managers, Heads of all 

educational institutions and Chairpersons of governing bodies 

 

Subject: New online recruitment and selection system for public service and office-

based educator vacancies 

 

1. Due to the current financial constraints as well as feedback received from users in 

respect of the current online system, a decision was taken to move the online 

recruitment system for public servants and office-based educators to the in-house 

system, managed by the Centre for eInnovation (CeI). 

 

2. Applicants are to take cognisance of the following: 

 

2.1 Applicants already registered on the system: eRecruitment for Educators need not 

register again. 

2.2 All information must be captured on the online profile. 

2.3 The system will generate a curriculum vitae (CV) for you. 

2.4 The uploading of documents are not necessary. 

2.5 When shortlisted for an interview, certified copies of all supporting documentation 

(e.g. qualifications, driver’s licence, identity document, etc.) must be submitted to the 

interview committee. 

 

3. Applications for advertised posts can be made via the online system only, with effect 

from 01 November 2018. 

 

4. A user manual, the WCED Online Vacancy Application Guide, is attached as 

Annexure A.  

 

5. Kindly ensure that the minute is communicated to all employees. 

 

 

 

SIGNED: LJ ELY 

DEPUTY DIRECTOR-GENERAL: CORPORATE SERVICES 

DATE: 2018-10-31 



 
eRecruitment for Office-based Educators  

and Public Servants 
 

Annexure A 
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WCED Online Vacancy Application Guide 
 

This guide will help you understand how the Western Cape Education Department (WCED) 
eRecruitment system works and how to apply for vacancies online. Here is an overview of 
the procedure to be followed: 
 
1. Register as a user. 
2. Create a profile (curriculum vitae (CV)). 
3. View vacancies and select the vacancy you wish to apply for: 

(a) Select Experience set. 
(b) Apply for this post. 

4. Review your CV. 
5. View positions that you have applied for by clicking on “My applications”. 

Information you need to have ready that will assist you with your online application 
� Detailed CV 
� ID number 
� Qualifications 
� Referees 
� SARS tax number 

Instructions 
Detailed instructions are as follows: 
 
1. Register as a user 
 
1.1 Always access the system via Google Chrome.  

1.2 Enter your valid email address and create a password with no less than eight 
characters. Click on the “Click here to Register” tab. 

1.3 All first time users must register to be able to use the system. To register, click the 
“Register” button. A registration form will be populated. Capture or select the 
following: 

� Name and surname 
� Email address 
� Password 
� Confirm password 
� Security question 
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� Security answer 
1.4 Follow the steps: 
 
1.4.1 Click on the “Register” button and a onetime pin (OTP) will be sent to your registered 

email address (Gmail, Webmail, Yahoo, etc.). 
1.4.2 Retrieve the OTP from your email and return to the eRecruit login page.  
1.4.3 Enter your email address and password, click on “Login”.  
1.4.4 The system will prompt you for the OTP.  
1.4.5 Enter the OTP code and click on “submit”.  
 
1.5 You can now proceed with completing your profile. 

1.6 Do not register more than once. Registering more than one email address with the 
same ID number will result in you not being able to complete your profile, losing data 
and jeopardizing your applications. The system does not allow you to register your ID 
number more than once. 

1.7 An email address and/or password may be changed by contacting the Directorate: 
Recruitment and Selection Help Desk on tel. no. 021 467 2510. You may also change 
your email address and/or password on your existing profile by clicking the “Edit 
Profile” button on the blue tab in the top right-hand corner of the screen.   

2. Create a profile 
 
2.1 Capture Personal details; if you are not a South African citizen, the following details 

are required:  
(a) Nationality 
(b) Indicate whether you are a permanent SA resident 

2.2 Capture Contact details; this includes physical and postal address. 

2.3 Capture Qualifications. NB! You can load multiple qualifications by clicking on the 
“Add qualification” button. 

2.4 Capture REQV. NB! A qualifications directory is available to guide users with the REQV 
level applicable to the qualification obtained. 

2.5 Indicate Language proficiency by selecting the language and ability to speak, read 
or write it. NB! You can load multiple languages by clicking on the “Add language” 
button. 

2.6 Capture Employment history per position held. NB! You can load multiple positions by 
clicking on the “Add employment history” button. 

2.7 Capture Training & development by selecting/capturing training and expiry date. NB! 
You can add more by clicking on the “Add training” button.   
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2.8 Capture Computer literacy by indicating how often you use a computer and 
selecting the computer skill. NB! You can load multiple computer skills by clicking on 
the “Add computer literacy” button. 

2.9 Capture Experience regarding candidature and suitability for appointment. It is 
advisable that the following areas be covered: Skills, responsibilities, extracurricular 
activities, achievements, community involvement, awards, etc. 

Enter as much information about yourself in the “Experience” field as this is the core 
area of your CV in which you market yourself and your skills as a suitable candidate. 
Ensure that this section is as detailed as possible. Capture experience appropriate to 
candidature and suitability of appointment.  

Dates must be typed in the following format: yyyy-mm-dd, otherwise the default date 
of 1970-01-01 will appear, thus rendering the data questionable or invalid. 

Refrain from using bullets and/or spaces and lines between sentences. It may hamper 
saving the data. The content is more important than the layout of your experience 
set. 

NB: It is strongly advised that you create ONE experience set only, which covers all 
your experience acquired over the years, whether it be in the private or public 
sectors.  

2.10 Capture Referees. NB! You can load multiple referees by clicking on the “Add 
referee” button.  

2.11 Do not upload any attachments to your profile. Use the option “Why are you applying 
for this post?” under the experience set to motivate the reason for your application 
(information usually contained in your cover/application letter). 

When short listed for an interview, submit certified copies of all documents 
(qualifications/ID/SARS number, etc.) to the interview panel (refer to the 
preface/foreword of the vacancy list). 

2.12 Candidates must declare whether the information provided is completely correct to 
the best of their knowledge by ticking the declaration tick box. NB! Ticking the box will 
be taken as being as binding as your signature. Click the “Save” button and your CV 
will be saved on the database. 

Read the Foreword/Preface by clicking on the link in the “Declaration” field. This 
document clearly defines the necessary requirements when applying for a post and 
going for an interview. This link also has the “How to Apply” manual attached.  

3. Review your CV 
 

You can review your CV in PDF format by clicking on the “Review CV” tab located on 
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the bottom left side of your home page. You can also review or update any part of 
your CV by clicking the relevant tab below the “My CV” tab. The system will display the 
selected part of your CV. You can make changes and then click on the “Update” 
button.  

4. View vacancies and select the vacancy you wish to apply for 
 
4.1 Hold the cursor on the “Vacancies PS” button on the menu and select “Search PS” 

from the dropdown menu.   

4.2 Vacancies can be searched e.g. by “All Ranks”, “All Ranks Descriptions”, “All 
Centres”, “All Directorates” or “All Industries”.  

4.3 Once you have selected the post you wish to apply for, click the “Apply” button on 
the post. 

4.4 The system displays the post information with an option (dropdown list) to select an 
experience set. 

4.5 Choose the experience set relevant to the post you are applying for. Experience set 
details will appear.  

4.6 Click the “Apply for this post” button and your CV (including the chosen experience 
set) will be submitted for the selected post. A popup message will confirm that your 
application has been submitted successfully. 

NB: The updated CV will be downloaded after the closing date for submission to the 
interview committee at the commencement of the recruitment and selection process. 

5. View applications you have applied for by clicking “My application”. 
 

You can view the posts you applied for by clicking on the “My application” tab 
located in the top corner of the home page. The system will display the list of all post 
you have applied for. You can click on “More” to view details of each post. You have 
an option to withdraw your application. 

 
Additional Information 
Correspondence regarding all posts will be done within three months after the closing date 
of the advertisement. If you are not contacted within the stated period, accept that your 
application was unsuccessful. 

 


