
Qwick jobs user manual 

Welcome to the Qwick jobs Job Portal! This platform connects job seekers with employers, making it easy 

to search for jobs, apply online, and manage career-related activities. Employers can post job openings, 

manage applicants, and streamline their hiring process. 

This manual will guide you through all user roles and features. 

1. Home Page 
 

1.1 Explore jobs and job seekers 

 

 The homepage offers two primary options - click "Find Jobs" to browse thousands of job openings 

from top employers, or click "Hire Employees" if you're an employer looking to post jobs and find 

qualified candidates. 

  

1.2 Login Dropdown 

 Select Jobseeker or Recruiter from the Log In dropdown to access your respective dashboard. 

1.3 Register Dropdown 

 Choose Jobseeker or Recruiter from the Register dropdown to create a new account based on your 

role. 



2. Registration page 
 

2.1 Register Job seeker 

 

 Complete the registration form by entering your First Name, Middle Name (optional), Last Name, 

Username (must be unique), Phone Number, Email, Password, and Confirm Password. Select your 

Current Country, State, and City from the dropdown menus, then click "Register" to create your 

account. 

 

2.2 Register Recruiter 

 

 Complete the registration form by entering your Company Name, Work Email, Contact Number, 

Website Link, Number of Employees, Password, and Confirm Password. Click "Register" to create 

your employer account and start posting jobs or searching for candidates. 

Password Requirements: Password and Confirm password both must match and be at least 8 characters 

long, containing at least one digit, one uppercase letter, and one special character [!@#$%^&*()_+-

=[]{}|;:',.<>?/`~].  

 

 

 

 



3. Login page 
 

3.1 Login Job seeker 

      

 Enter your registered Email Address and Password to access your account. 

3.2 Register Recruiter 

 

 Enter your registered  work email and password linked to access your account. 

Check the "Remember me" box to skip OTP verification for future logins. If you've forgotten your 

password, click "Forgot password?" to receive a password reset link via email. 

 

 

 

 

 

 

 

 



4. Password Reset 

 

 Enter your new password in the "Enter new password" field, then re-enter the same password in 

the "Confirm password" field to verify. Click "Submit" to reset your password, or click "Back to 

Login" to return to the login page. 

 Ensure your password meets the required criteria (at least 8 characters with one digit, one uppercase 

letter, and one special character). 

 

5. OTP Verification 

 

 Enter the One-Time Password (OTP) sent to your registered email address, then click "Verify OTP" 

to proceed. If you didn't receive the OTP, click "Resend OTP" to request a new code. 

 

 

 

 

 

 

 



6. Job Seekers 
 

6.1 Find current openings  

 

 Use the search bar to find jobs by company name, job role, city, state, or country. Click on any job 

card to view the complete job description, requirements, and application details. 

 

   



 Explore available job opportunities. Use the left sidebar to filter results, then click "Apply" to 

activate your filters or "Clear" to reset them.  

 

6.2 Job posting description and apply now 

 

  

 Find detailed description of job post and click the "Apply Now" button at the bottom of the page to 

proceed toward submitting your application to the recruiter. 

 

 

 

6.3 Application 

 

  

 Complete the application form, upload your Resume and write a Cover Letter (maximum 1000 

characters) explaining your interest in the position , then click "Submit Application" to send your 

application to the recruiter. 

 

6.4 Menu bar 

 



 Click on the profile icon in the top-right corner to access the dropdown menu. Select "My Profile" 

to view and edit your details, or choose "Track Applications" to manage all your submitted job 

applications. Click "Logout" to securely sign out of your account. 

 

6.4.1 User profile 

 

 

 



 

 Click "Save Changes" to update your profile—note that editing certain credentials like email or 

phone number or password will require OTP verification. Keeping your profile complete and 

updated helps recruiters find and match you with relevant job opportunities. 

 To permanently remove your account from this site, click the "Delete account" button at the bottom 

of the page. 

 

6.4.2 Track application 

 

 
 

 View all the job positions you have applied for on this page. Click the edit icon (pencil icon) on any 

application card to modify your application details or delete your application if you wish to withdraw 

it. 

 

 

 

 

 

 

 



7. Recruiter 
 

7.1 Explore job seekers 

 

 
 

   

 Click on any job card to view the complete details of job seeker. Use the left sidebar to filter results, 

then click "Apply" to activate your filters or "Clear" to reset them.  

 

 



7.2 Details of job seeker 

 

  

 View comprehensive candidate and find exact match for your posting. Credentials (contact details) 

and the candidate's resume are locked and only visible to subscribed recruiters—unlocking 

credentials or accessing the resume will deduct 1 token from your current plan. 

 

7.3 Menu bar 

 

 Click on the profile icon in the top-right corner to access the dropdown menu with options: "My 

Profile" to view and edit your company details, "My dashboard" to manage job postings and 

applications, "Current plan details" to view your subscription and available tokens, "Plan 

history" to review past subscription transactions, and "Logout" to securely sign out of your 

account. 

 

7.3.1 User profile 

 

 
 

 Click "Save Changes" to update your profile—note that editing certain credentials like email or 

phone number or password will require OTP verification.  

 To permanently remove your account from this site, click the "Delete account" button at the bottom 

of the page. 



7.3.2 Current plan details 

 

 

 View all your active subscription plans with details and Monitor your Remaining Tokens. The 

Token Usage section displays a detailed history of all token consumption activities (Profile Reviews, 

Job Postings, Credential/Resume Reviews) with timestamps, helping you track how and when your 

plan resources are being utilized. 

 

 

 

 



7.3.3 Plan history 
 

 
 View a comprehensive record of all your past and current subscription purchases. 

 

7.3.4 dashboard 

 

 View all your posted with number of Applications received, and Activity Status (Active/Inactive). 

Click the edit icon to modify or delete a job posting 

 Click "View" to review applications for that position, or click  

 "Create job" to post a new opening (available only for premium members—posting a job consumes 

1 token from your plan). 

  Use the "Explore Job Seekers" button to browse candidate profiles beyond just those who have 

applied to your postings. 

 



7.4 View applications 

 

 Review all candidates who have applied for your specific job position. The "Match for your job 

posting" section shows recommended candidates whose skills and experience align well with your 

job requirements, helping you identify the most suitable applicants. Click the view icon (eye icon) on 

any candidate card to access their complete profile and resume. 

 

 

7.5 Edit job posting 

 

 



 

 
 

 Edit your job posting and click "Save Changes" to publish your job posting or "Delete" to remove 

an existing posting. 

 

 

7.6 Create job 

 

 

 



 

 

Add details based on requirements at different level. Fill job details in stage one, Candidate details at stage 

two and Interview details at stage 3. Click "Next" to proceed between steps, "Previous" to go back, and 

"Submit" to publish your job posting (consumes 1 token from your plan).  

 

 

 

 

 

 



7.7 Plans 

 

 

 

 Select from multiple subscription plans based on your hiring needs. 

 Plus Plans Include additional benefits like advertisement on the home page 

 Purchase "Expertise Job Posting" for personalized consultation and candidate shortlisting, or "Expert 

Matching Simulation for Resume Database" for candidate matching with 100 CV views. 

 Click the "Buy" button on your preferred plan to proceed with payment. 


