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NCCI’s member NGOs can use the job portal to publish job vacancies. The job portal can be found here:
http://jobs.ncciraq.org/

Your Account
Every member NGO of NCCI has one account for the job portal. This account is created by NCCI and then
shared with your organization. Please note that this account can be used by multiple people within your
organization.

First Time Use of Your Account
In case this is the first time you use your account to login to the job portal you will be prompted to
change your password and username. Please follow the steps below to proceed.
To login to your account go to the homepage of the job portal and click on the link for NCCI’s member
NGOs. Alternatively you can click on the NGO’s tab on the website header. You will be redirected to the
login screen.
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Fill in your username and password and press the login button. You will then be redirected to Edit Your
Profile screen.
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Fill in a new password. You can also change your username. Press the Submit button on the bottom of
the screen. A message will be displayed informing you your profile was successfully saved. You can now
proceed to the control panel by clicking on the NGOs tab on the top bar of the screen.

Logging In and Accessing the Control Panel
To login to your account go to the homepage of the job portal and click on the link for NCCI’s member
NGOs. Alternatively you can click on the NGO’s tab on the website header. You will be redirected to the
login screen.
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Fill in your username and password and press the login button. You will then be redirected to the
control panel.
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The control panel is the screen through which you manage your profile, job postings and departments.

Retrieving Lost Login Information
In case you lost your password or username these can be retrieved using the links Forgot your
password? Or Forgot your username? on the NGO login screen. Click on the link and follow the
instructions to recover lost information.
Please note that the information will be sent to the email address linked to your account, therefore it is
important you inform NCCI about which email address should be linked to your account. It is also
important you note down or remember this email address as you need to fill it in to retrieve lost
information.
In case you have lost both your login information and the email address linked to your account please
send us an email at webmanager@ncciraq.org .
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Managing Your NGO Profile
Every NGO has a user profile displaying basic information about the organization and its logo. This
profile is visible for job seekers. To view or edit your profile click the My NGO Profile button in the
control panel.

You will be redirected to your profile. Click on the view or edit buttons to view or edit your profile. It is
also possible to upload or update your NGO profile picture. Click on the Save NGO button to save your
changes. You can add as much or as little information as you want, the only information the profile must
contain is the NGO name and logo.

Managing Your Departments
NGOs can have one or more departments linked to their account. These departments can be used to
categorize jobs. It is for example possible to create one for every office your NGO has (for example
Baghdad office, Erbil office,…) or department (HR/Admin department, WASH program, communication
section,…).
To create a new department, go to the control panel and click the New Department button.
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Here you can fill in the name of the department you want to create. Press the Save button at the bottom
of the page to save the department you created.
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Existing departments can be managed using the My Departments feature in the control panel.
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Click on the My Departments button and you will be redirected to the list of your currently existing
departments.

These can be edited, viewed or deleted using the appropriate buttons. Please note that you cannot
delete a department for which you have published jobs. You will first need to delete all published jobs
connected to this department before you can delete the department itself. More information about job
management can be found further down in this guide.

Publishing jobs
To publish jobs go to the control panel.
1. Click on the Add a New Job button.
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2. Fill in the requested information. Fields marked with a red asterisk are compulsory, other fields
are optional.
3. Select the correct category, By default Administration|HR is selected, but you will need to
change it depending on the job you are advertising.
4. Fill in the correct number of jobs you are offering.
5. To fill in the city name please select one from the dropdown menu. It is possible to enter
multiple cities. Please note that you can only select cities available in the dropdown menu, in
case you cannot find the city you are looking for try an alternative spelling. If you still cannot
find the requested city send us an email at webmanager@ncciraq.org and we will add it to the
list.
6. You can indicate the working location(s) on the map. The default location is your current
location. The cities you have filled in can be automatically marked on the map, to do so press
the Set marker from Address button.
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7. Do not forget to fill in the How to Apply section with information about how job seekers should
apply for the vacancy. In case candidates should apply through an external job portal you can
paste the link and instructions here.
8. Make sure you check the formatting of the text you copy; use the clear formatting option under
the format tab at the top of the text box to remove all formatting.
9. Press the Save Job button at the bottom of the page.
Please note that it is not possible to upload attachments. You can however include a link to Dropbox or
other file sharing systems.

Editing, Removing and Republishing Existing Jobs
Published or expired jobs can be edited, removed and republished. To do so go to the control panel and
click on the My Jobs button.
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In the My Jobs section you will find a list of all jobs published by your organization. Jobs marked as
Published are currently visible on the job portal; jobs marked as expired were removed after the closing
date passed. The Edit and View, buttons allow you to edit, remove or republish view your published
jobs.
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Through the Edit function you can edit the content of the job posting or republish, remove or extend a
posted job by changing the closing date.
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In case you want to remove a job you can shorten the closing date to a date in the past. The job will then
expire and will not be visible anymore for job seekers. You can however still view or edit/republish the
expired job posting.
If you want to republish an expired job you can put the closing date to a date in the future. The job
announcement will then become visible again for job seekers.

Questions
In case you have questions or suggestions regarding the job portal do not hesitate to contact us at
webmanager@ncciraq.org .
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