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Update User Profile 
To update your User Profile, navigate to Profile > Profile Details > Choose File > Upload  
Then, Save. 

 

 
 
 
 
 

Navigate to 
Profile. 

To upload Profile Picture, click 
to Choose File & Upload it.  

Click to view 
Profile Details. 
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Edit Password 
To update your User Profile, navigate to Profile > Login & Security > Edit Password 
Edit Password details. 
Then, Proceed. 

 

 

Navigate to 
Profile. 

Click to view 
Login & Security. 

Click to Edit 
Password.  
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Career Journal  
Step 1: Experience 
To add Experience, navigate to Career Journal > Experience  
Select No, I will fill the form manually. 
Enter information for My Experience. 
Select 1 or more reference job roles to add Key Task / Skills & Competencies relevant to your job position. 
Then, Save. 
Click to Add Experience or Add Certificate to add another profile. 
 

 

Navigate to  
Experience.  

Select option to fill 
the form manually. 
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Enter 
information.  

Check if this is your 
current position.  
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 Add Key Task / Skills & 
Competencies relevant 
to your job

 
  

Click to add relevant 
pre-populated Key Task.  

Optional: Click on the dropdown 
icon to add your own Key Task.  
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Click to add relevant  
pre-populated Acquired Technical 
Skills & Competencies (TSC).  

Click to add relevant  
pre-populated Acquired 

Critical Core Skills (CCS). 

Key Task added from 
Suggested Key Task.  

Select Reference Job Role.  



 

 

 

To add another 
Experience or Certificate. 

To edit or delete 
Experience. 

Optional: Add Key 
Accomplishment. 

Click to Save. 
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 Enter 
information.  

Click to add relevant  
pre-populated Technical Skills 
& Competencies (TSC).  

Click to add relevant  
pre-populated Critical 
Core Skills (CCS).  

Click to Save. 



 

Step 2: Skills 
To add Technical Skills & Competencies, navigate to Skills > Technical Competency  
Save after tagging each Technical Skills & Competencies (TSC) to Experience and/or Certificate. 
Click on Critical Core Skills to add relevant skills. 
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Tagged acquired Technical 
Skills & Competencies (TSC) 
to Experience and/or 
Certificate. Then, Save. 

Navigate to  
Career Journal > Skills > 
Technical Competency.  

Optional: To add 
another Skill. 

 

Click on the Technical Skills & 
Competencies (TSC) to view 
pre-selected proficiency level.  

Click to select relevant 
proficiency level.  
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Click on the Critical Core Skills 
(CCS) to view pre-selected 
proficiency level.  

Click to select relevant 
proficiency level.  

Tagged acquired Critical 
Core Skills (CCS) to 
Experience and/or 
Certificate. Then, Save. 

Navigate to  
Career Journal > Skills > 

Critical Core Skills. 

Optional: To add 
another Skill. 



 

Step 3: Career Path 
Navigate to Career Journal > Career Path 
Select a Profile (Job Role created by Organisation)  
Click to View Profile. 
Click Compare to view Skills to attain and Skills acquired. 
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Job Role created 
by Organisation. 

Select Profile from 
dropdown menu 

Click to View Profile & then click on Compare to 
view Skills to attain and Skills acquired. 

Navigate to  
Career Journal > Career Path.  



 
Click to view tab: Technical Skills & Competencies (TSC) to attain 
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Click to view the skill 
gap(s) between current 
level & required level. 

No. of Technical Skills & 
Competencies (TSC) to 
be attained. 

Proficiency Level 
required. 



 
Click to view tab: Critical Core Skills (CCS) to attain 
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Click to view the skill 
gap(s) between current 
level & required level. 

No. of Critical Core Skills 
(CCS) to be attained. 

Proficiency Level 
required. 



 
Click to view tab: Technical Skills & Competencies (TSC) achieved 

 

 

 

 

 

 

 

Click to view the skill 
gap(s) between current 
level & required level. 

No. of Technical Skills & 
Competencies (TSC) achieved. 

Proficiency Level 
required. 
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Click to view tab: Critical Core Skills (CCS) achieved 
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Click to view the skill 
gap(s) between current 
level & required level. 

No. of Critical Core Skills 
(CCS) to be achieved. 

Proficiency Level 
required. 
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