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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. 



 
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.  



 
Job Role Creation  
Role: Creator 
To create a new Job Role, navigate to Job Role Management > Job Role Creation > Create 
 

 

 

Navigate to  
Job Role Creation.  

Click to create 
new Job Role. 



 
Step 1: Information 
Enter general information about the Job Role, then Save & Proceed. 
 

 

 

 

 

Enter general information 
about the Job Role.  

Click to Save & Proceed 
to next step. 



 
Step 2: Job Role 
You may select up to 3 reference Job Roles. Click on each of the selected Job Role to view job details. Then, Save & Proceed. 
 

 

 

 

 

Select up to 3 
reference Job Roles.  

Click to view 
job details.  



 
Step 3: Critical Work Functions (CWF) & Key Tasks 
Select the relevant Critical Work Functions (CWF) 
Add more Critical Work Function (CWF) if necessary 
Click on each of the selected Critical Work Function (CWF) to add relevant Key Task(s)  
Then, Save & Proceed. 

  

 

Select relevant Critical Work 
Function (CWF). 

Optional: To add more Critical 
Work Function (CWF). 



 

 

 

 

 

 

 

Click on the Critical Work 
Function (CWF) to add relevant 
Key Task.  



 
Step 4: Technical Skills & Competencies (TSC) 
Select the relevant Technical Skills & Competencies (TSC) 
Add more Technical Skills & Competencies (TSC) if necessary 
Click on each of the selected Technical Skills & Competencies (TSC) to view pre-selected proficiency level & modify the level where necessary.   
Then, Save & Proceed. 

 

 

  

 

Select relevant Technical Skills 
& Competencies (TSC). 



 
 

 

 

 

 

 

 

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

Click to select relevant 
proficiency level.  



 
Step 5: Critical Core Skills (CCS) 
Select the relevant Critical Core Skills (CCS) 
Add more Critical Core Skills (CCS) if necessary 
Click on each of the selected Critical Core Skills (CCS) to view pre-selected proficiency level & modify the level where necessary.   
Then, Save & Proceed. 

 

 

Select relevant Critical Core 
Skills (CCS). 

Optional: To add more Critical 
Core Skills (CCS). 



 

 

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

Click to select relevant 
proficiency level. 



 

 

 

 

 

 

 

 

 

Click to select relevant 
proficiency level. 

Click on the additional Critical 
Core Skills (CCS) to add 
relevant Key Task.  



 
Step 6: Job Role Description 
Write a brief overview of the job role with key responsibilities and requirements  
Click to view the reference Job Role Description 
Copy the relevant description and paste into the Brief description of Job Role box 
Click to Review; edit any section or add comment if necessary & click Back after the review is completed. 
Click to Save & Proceed 
Select Reviewer & Approver; add comment if necessary 
Then, Submit for Review. 
Job Role is now submitted to Reviewer.  
 

 

 

Write a brief overview of the job role with 
key responsibilities and requirements. 

Click to view the reference Job 
Role Description. 

Copy the relevant description and paste into 
the Brief description of Job Role box. Click to 

review  



 

 

 

 

Click Back after 
review is completed. 

Edit section  
if necessary. 

Add comment  
if necessary. 



 

 

 

Job Role created by me 

Navigate to Job Role Management > Job Role Creation to view Job Role(s) created by me.  

 

 

 

Add comment  
if necessary. 

Click to Submit 
for Review. 

Select Reviewer 
& Approver.  

Status of Job Role:  
Draft, Pending Reviewer, 
Return / Approved. 

To view list of Job 
Role(s) created.       



 
Role: Reviewer  
Navigate to Job Role Management > Job Role Creation > Actions to be taken.  
Click on the Job Title to review & approve. 
 
To review Job Role; add comment if necessary 
Then, Submit for Approval. 
 

 

 

 

 

 

Add comment  
if necessary. 

Reviewer to Submit 
for Approval. 

Status of 
Job Role.  
 

Trica Lim  
Job role that required action 
to be taken. Click to approve 
Job Role.      



 
Role: Approver  
Navigate to Job Role Management > Job Role Creation > Actions to be taken.  
Click on the Job Title to approve. 
Add comment if necessary 
Then, Approve Job. 
 

 

 

 

 

 

Add comment  
if necessary. 

Approver to 
Approve 
Job. 

Status of 
Job Role.  
 

Pending 
Approver 

Job role that required action 
to be taken. Click to approve 
Job Role.      



 
Job Role Nomination 
Nominate New Creator 
Creator creates & submits a Job Role; then he/she goes on leave or has left the organisation. To nominate a New Creator:  

Step 1: HR Manager or Reporting Manager of Creator (Marketing Director) to Reassign  New Creator (Assistant Marketing Director) 
Note: ONLY HR Manager or Reporting Manager of Creator can reassign New Creator 
 

Step 2: Any HR Manager (Senior HR Manager) to: 
• Approve: Job Role has a New Creator (Marketing Director) or 
• Reject: Job Role is routed back to HR Manager to renominate another New Creator 

 

 

 



 
 

Change New Reviewer or New Approver 
Upon submission of Job Role, the Creator can Reassign  New Reviewer or New Approver.  
Note: If New Reviewer or New Approver rejects, then Job Role is routed back to the Creator to reselect another New Reviewer and/or New Approver. 

 

 

 

 

 

 



 
Inactive Users 
The exclamation mark  indicates inactive user(s).  
If the exclamation mark  appears besides: 

• menu item (left panel) - there is actionable item on the page.  
• Job Role or User - this means that the Creator / Reviewer / Approver is inactive. Click on the Reassign button  to reassign new Creator / Reviewer / Approver. 

 
Notes:  
Only HR Manager or Reporting Manager of Creator can reassign New Creator. 
Only Creator to reassign another New Reviewer and/or New Approver. 
 

 

 

 

 
 
 
 
 
 

Sheree Lim Catherine Khaw Bernard Lim 



 
Tag Employee to Job Role 
Navigate to Job Role Management > Job Role Repository 
Click on the icon to add employee. 
Check to select employee, then click to Add Employee. 
Employee is now tagged Job Role. 

 

 

Click to tag 
employee 



 

 

 

 

 

 

 

 

 

 

Check to select 
employee 

Click to Add 
Employee 

Employee is 
tagged to Job Role 



 

Access Rights 
 

 HR ADMIN 

Create Activate / 
Deactivate 

Edit View 

Department/Division 🗹 🗹 🗹 🗹 

User Account & Details 🗹 🗹 🗹 🗹 

 

 HR MANAGER HIRING (PEOPLE) MANAGER 

Delete Action View Create /Edit Action View 

Job Role 🗹  Organisation-wide 🗹  Department Only 

Reassign Creator  🗹1 

If there is no Reporting 
Manager 

  🗹  

Approve Change of Creator  🗹     

Reassign Reviewer / Approver     🗹2 

Job Profile is in Draft / 
Pending Reviewer or Pending 

Approver 

 

Tag Employee  🗹   🗹  

 


