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Register in the System

1. Inthe [Job Search] tab, click on the [Sign In] link. You will be
led to the [Login] screen.

RsS: B

2 Multiline
Sortby
[PostingDate ¥ | [Descending v |

Department Closing Date Actions

Economic Research and Regional Cooperation Dec21,2015 Apply
Department

2 X C [ ic k on th e [N ew U ser] b utton. Mandatory fields are marked with an asterisk.
*User Name

or Sign in with:

O - *Password
Tip: You may use your Google or Yahoo credentials to ]

Forgot your user naga

register and sign in ACES by clicking on their respective Forgotyour pass

- 2
buttons. ‘vogn ff vew ser

Mandatory fields are marked with an asterisk.

*User Name
3. Fillin your desired [User Name], [Password] and [Email
Address]. *Password
*Re-enter Password
Note: Re-enter your Password and Email Address to [
validate your entries. Email Address
Re-enter Email Address
. .
4. Click on [Register].
regster MG

Search for Job Openings

1. The [Job Search] tab displays all advertised active job RS R

openings in the bank.

2. Tick on any option under the [Location] or [Job Field]. Job Openings 1 - 2 00
¥ Location

City
Tip: Click on [See all locations] to see the complete list [ Manita (1)
of all locations. You may search through and filter this list. L' hailand (1)

See all locations

Click on [See all job fields] to search for job openings
based on Staff Category and Function.

¥ Job Field —
Staff Category

[ International Seaff(1)

[ National Staff - Field Office (1)
3. You may also use the [Posting Date] to search for openings See all job fields

published today, yesterday, or weeks ago.
¥ Posting Date
Last 7 Days v
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Apply for a Position

Job Search Screen B Sevethis searcy - 2 MultHine

[PostingDate v | [Descending v |

1. Inthe [Job Search] tab, click on the
[Apply] link. You will be led to the
[Questionnaire] screen.

Jobs Cepariment Closing Date Actions

Human Resource Soccialist Budget, Personnel, and Managament Dec 18,2015
Systems Department

Information Coordinator Cffice of Administratve Services Dec 18,2015

Questionnaire Screen

Applying for:  Human Resource Specialist (Job Number: 100001)

1. Answer the questions as accurately as

possible. Questions marked with a [*]
are mandatory Questionnaire Resume Upload In::::;;n Work Experience Education Your Skills
: 2
o
e

2. Click on [Save and Continue] to move

tot h e [Res ume U p Ioad] screen. To help us better know you and further assess your qualifications for this position, please answer the following questions as accurately as possible.

*1Are you a citizen of an ADB Member Country?
ADB recruits staff from among its member countries only.
GO to http://www.adb.org/about/members to check the list of ADB Member Countries.

Warning: Clicking on [Save as

©® Yes
Draft] will save your entry as a e
draft fOI’ later editS. YOU WI” be |ed *2 Are you a national and resident of the duty station country where this position is located?
out of the [Application] screens. .

Resume Upload Screen

1. Select your preferred option for e T oo

submitting resume details.
Profile Upload

You can submit personal and professional information by uploading a resume or by uploading a profile through a third-party service. The system will automatically extract the
information from the profile or the resume and fill out part of the online submission. You can review the extracted information and make the appropriate changes in the nei

If you do not upload a profile or a resume, you will need to fill out the online submission manually.

Note: Uploading your personal

Upload data from

data from [LinkedIn] or a file will pre ﬁ
-populate details in fields in the
[Personal Information] screen.

Or upload a resume
You may then edit this information. © Selectthe resume i to upload
Data uploaded from Linked in or a THiowee. | No'tidsuiad,

Note: Once the process is completed, please verify the fields containing values automatically extracted from the resume. You may have to manually correct or fill out sor

document should be checked
carefully for translation errors. § (il moheoesbmsmny

2. Click on [Save and Continue] to
move to the [Personal Information]
screen.
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Personal Information Screen

1. Select how you heard about the opening in the
[Source Type] drop-down list.

Note: When selecting ADB Website, a new

required drop-down list will appear below.

2. Specify your preferred [Salutation] from the drop-
down list.

3. Enter your [Personal Information] in the provided
fields.

4. Select if you are [Married to Another ADB Staff]
from the drop-down list.

Note: If you select Yes to the question, enter

the name of the ADB Staff in the provided field.

Guide to Using ACES

ver 5.0

5. Select the [Currency] for your expected salary and
enter your [Expected Annual Salary].

Note: Local staff positions are paid in the local

currency. International staff are paid in USD.

6. Enter your latest [Employer] and [Number of
Employees You Supervised].

7. Enter your [Reason for Leaving] your

latest employer, if applicable.

(Continued next page.)

Personal Information

Source Tracking

Please indicate how you heard about this job.
Source Type

| ADB web Site -]

BN RS
Career Section

Please complete the required information needed to progress your application.
Fields that are marked with red asterisk () are mandatory.

xSalutation
Mr.

Middle Name

xLast Name

G»d:lrst Name

«Primary Number sCurrent Address (Line 1)

«Country of Nationality

|Mobi|e Phone Number E

Home Phone Number Current Address (Line 2)

| Philippines I~
Country of 2nd Nationality

‘Work Phone Number Current Address (Line 3)

[ Not Specified [
xDate of Birth

Mobile Phone Mumber #Current Address (Town/City/State)

BRECEGE

*Country of Birth

«Email Address wCurrent Address (Country)

[ Not Specified [

«Former Staff Member/Secondee

aReasun for Leaving (Current Employer)

| Not Specified
«Gender sCurrency
| Not Specified |~ | Not Specified I~

«Expected Annual Salary

Married/registered domestic partner to an ADB
Not Specified

If "Yes", please provide the name

ame and Position of Supervisor (Current Employer)

Number and Category of Employees Supervised (Current Employer,
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Personal Information Screen
(continued)

8. Click on [Save and Continue]. You will
be led to the [Work Experience]

screen.

Work Experience Screen

1. Tick the box if the [Work Experience]
being entered is your [Current Job].

2. Enter the job title and complete

employer information.

3. Enter details regarding the [Currency],
Latest Annual Salary] and [Bonuses]
received from the employer.

4. Describe the [Job Responsibilities]
and duties under this role.

5. Click on [Add Work Experience] or
[Remove Work Experience] to add or
delete a set of job information fields.

6. Click on [Save and Continue]. You will
be led to the [Education] screen.

ver 5.0
Save and Continue | Save as Draft | Quit |
I [ Current Job
xJob Title *Employer
| Select
«Start Date *End Date
[Month [+ Year [+]
«Employer Location (Town/City/State) «Employer Type
| [Not Specified [-]
«Employer Location (Country) «Employment Term
[ Not Specified [~| |Not Specified I~
*currency Others (e.g. Bonuses, etc)
| Not Specified

«Latest Annual Salary

° * Job Responsibilities

Remove Work Experience

Add Work Experience

Save and Continue || Save as Draft




ADB Career & Employment System (ACES)

Education Screen

L

Enter details of the [School/Institution]
and [Degree/Course/Program] that you
attended. Questions may differ for each

job opening.

Enter the [Dates] you started and
completed the program.

Tick the box if the study is ongoing and
to provide its expected end date.

Enter the [Professional License
Number] and [Expiry Date] if
applicable.

. (Optional) Enter a [Remark] to clarify

the education or qualification in the box.

Click on [Add Education]. A new set of
fields will appear.

Click on [Save and Continue] to move
to the [Your Skills] screen.

Your Skills Screen

L

2.

Answer all the questions as accurately as
possible.

Click on [Save and Continue] to move
to the [Attachments] screen.

Attachments Screen

L

Click on the [Browse] button to select
the file you wish to upload.

(Optional) Enter [Comments] about
the file.

Click [Attach].

(Continued next page.)

Guide to Using ACES

ver 5.0

Education 1
*Education & Other Qualification Type  xSchoolinstitution
[Not Specified [=] Select
«Degree/Course/Program City

Education Location (Country)
| Not Specified

Area of Specialization

*Start Date «Graduation/Completion Date

[F1Check the box if graduation/completion date is still ongoing and provide the expected
Graduation/Completion Date

‘You may include any notes/clarification on your
Education/Qualification in this box.

Remarks

License Number if applicable

Expiry Date

[Month : Year :

Remove Education

Add Education

Save and Continue | Save as Draft

Note: You are required to have at least one [Education]

entry. Clicking on [Save and Continue] without having
any entries in this page will give you an error message.

a Save and Continue ISaveasDran

‘Questionnaire

O—

*1 Why should we consider you for the role? Kindly review the job description, match it against your profile, and provide us a brief summary of your gualifications.

Please answer the following questions as accurately as possible.

Attachments

*You can attach files to the candidate record (e.g.: cover letter, resume, references. transcripts, etc.). Once a file is attached, you can overwrite it by attaching a
file with exactly the same name and extension

e file fo attach

Note: You can attach up to 5 files, each no larger than 2 MB.
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This section displays basic information regarding the files attached to the candidate
H H d. Y del Il the files. The "Rel Files” coli ||
4. Tick the [Relevant Files] or [Resume] i e epbmer ok s M il
. . attached documents is your Resume.
box to describe the file. v
Relevant Files | Resume | File Name Date Comments | Actions
-CV - 20151112doc.pdf | 1/6/16 Delete
5. Click on [Save and Continue] to move
to the [ReVieW and Submit] screen. Save and Continue | Save as Draft
2
m Save a5 Draft
REVIEW ahd Submit
i i The following i ion will be itted after you diick the Submit button. Where an Edit link is displayed, you can modify the cor nding informatio
Review and Submit Screen = g gy 1
Questionnaire | Edit
1. Review the details on the Questionnaire
[Questionnaire], [Personal et e
. . Go to http://www.adb.org/about/members to check the list of ADB Member Countries. Yes
Information], [Work Experience],
Are you a national and resident of the duty station country where this position is located? Yes
[Education], [Your Skills] and
[Attachments] area. ey
Source Tracking
Adjust as necessary Source Type ADB Web Site
Source Career Section
2. Click on the [Submit] button. Personal iformation
Salutation Mr.
Primary Number Mobile Phone Numbe|
Note: Click the Edit link to FaTEiphone Nt sp0100
. . Work Phone Number 9899100
update the entries in each area.
Mobile Phone Number 09209899100
Current Address (Country) Philippines
Country of Nationality Philippines
Country of 2nd Nationality
Gender Male
Date of Birth Jul1,1979

Former Staff Member/Secondee No

g For further assistance, contact aces-help@adb.org 6
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