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Accessing the JobsCayman Portal

Home AboutUs News Help Gallery Programmes

WORC.gov.ky

Click JobsCayman to login

WORKFORCE OPPORTUNITIES & RESIDENCY CAYMAN
CAYMAN ISLANDS GOVERNMENT

Usermname:

Password:

Customers with login credentials for the following will not

Sign me in automatically

have to create new credentials to access JobsCayman. ([ == |

NWDA J 0 b L'i n k PO rt a l To change your ClGnet password or to register for a ClGnet

account Click Here I

If you are a w er click here to sign in.

- Customs Online

- Immigration Online




Creating a ClGnet Password

If the customer has an existing account, they will
RTUNITIES & RESIDENCY CAYMAN enter their username and password to access

GOVERMMEN JObSCayman°

User Mame:
If the customer does not have credentials. Click on
the link below.

To change your ClGnet password or to register for a ClGnet
account Click Here

Password:

[ IRemember me next time.

To change your ClGnet password or to register for a ClGnet account Click
Here
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About You > Create Username > i
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they become available.
»* Email Address

Registration
If you do not have a CIG »* First Name

Enrolment

Create Username ; ]
Registration
Usemame janEdoe@gﬂ About You > Create Userna
* Password |
Shared Secrets

one »* Favourite Colour i

* Confirm Password i,""""" * Favourite Holiday

* Favourite Film Reg|strat|on Help

First Car

First Pet's Name | Apoyt You » Create Usemame > Shared Secrets > Confirmation :
Father's Middle Name Conﬁrmatlon

Confirmation

If you have any issues with your
You have successfully registered for a CiGnet account please email the Support

account. Your username is janedoe@gov.ky. Team.



essing the system - Roles

First Steps in setting up a user.

» Every user of JobsCayman must be registered as a Person.

» Once a Person’s registration has been approved, they can expand their account to
include a Job Seeker Profile, an Employer Profile or both.

» Employer Profiles have the ability to share access

« This facilitates 3" party agents acting on behalf of the employer as well as access within
the employer’s company to multiple staff members.

» The Employer will be responsible for managing who has access to their Employer Profile
and the level of access granted or revoked for each profile.

» Also the Employer can give full access to a delegated staff member to operate as the
owner.

« The profile/s that have been registered/placed as an agent on a Person’s account,
can determine what services they are able to access by the account holder.
Examples
Submitting jobs - Employer
Submitting Applications - job seekers
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Registering as a Person

The Register Person process allows an individual to accomplish two things:

Registration and verification of identity for issuance of a Cayman Islands Person Register Identification number.
This will also provide a single point of personal information that can be accessed across the E-Government networ

Obtain access to the JobsCayman, which will allow creation of profile extensions that include Job Seeker and Emp

Click on “New” Click on “Register Person”

0 New | v [ New | v

* All Processes

E All Cases

Recent processes

fm] Register Person




Name and Immigration Information Section

Here you will enter basic information about yourself and how you can be contacted. All fields with a red bar
beside them are required and must be completed before you can move forward with the application.

RGP42 Enter Person Registry Detail

App/Processes/Job Clearing House/Register Person

Register Person » Enter Persen Registry Detail

Register Person

v Name and Immigration Information
First Name: Date of Birth:
Middle Name: Citizenship:
| Have No Middle Name: Immigration Status:
Immigration Status Expiration:

Passport Country:

Evidence:

Note:
-Name entered should reflect the name on your legal name, typically matching your Passport,Voter ID, or Birth Certificate

-At any point during the application the User can click on “Save Draft” and return later to complete
-Once all required fields are completed click on “Submit”, at this point the application will be sent to Customer Care
Officers (“CCO”) to review and approve.




Different Views available

Update Employer Profile G ri d Vi ew = .i n t h iS VieW y
= to see multiple cases which can
Description In this task user will be able to update employer profile’s information b e C O n f u S-i n g e S p e C'i a l ly W h 'i le

Summary Details ~ Assignees  Events VieWing a Case.

Update Employer Information ~ Case Information

. All Cases

Q

v All Processes

Process Activity Current User Status Creation Date

Update Employer Profile @ Update Employer Profil worc_testd Updating Employer Information 09/05/2013 12:19

Regular view - this
view allows you to
see the selected
profile only.



Address and Contact Information Section

Once all the necessary fields have been completed click on the “Submit” button at the bottom of the page. The
application will be passed on to the Customer Care Officer (“CCQO”) for review and approval (Please note a system
generated email will be sent when approved, or additional updates are required,by the CCO). Until this process is

completed the registered person wont be able to access the other options available such as registering as a Job seeker,
Employer etc.

Last Name: Immigration Status Expiration:

Maiden Name: Passport Country:

Gender:
Evidence:

w Address and Contact Information

Cayman Resident: N¢ City:

Physical Address: State:

PO Box: Country:

District: Email Address:

Postal Code: Contact Number:

w Disclaimer

All personal information collected by by telephone. No informai

Agree: |




Update Registered Person Profile

To Update a Person it allows a registered person to update their information as
necessary. This will also provide a single point of update to personal information that
can be accessed across the E-Government network as resources are added.

Once the registered person profile is approved by the ESO the user can update the profile as needed.

Click on“Update Person Profile” (If the full list is not shown
Click “New” click on to expand the list of options)

O New |

* All Processes

-
E All Cases

Employer
Sl Registration

.*1_] Update Person Profile




Jpdate Registered Person Profile - continued

Review the information and update as necessary (This is a similar process to the initial creation of the

person profile). Once all the necessary fields have been updated click on the “Submit” button at the
bottom of the page.

The application will only
be passed on to the

Customer Care Officer
(“CCQO”) for review and

Update Person Registry

¥ Mame and Immigration Infermation

Person Registry 10: Date of Birth:

— : approval if the Name and

Middle Name:

P— e : Immigration Section

e : contains Changes.

Evidence:

Imenigration Status

Last Mame:
Makden Name:
Gender:

= (Please note a system

App » Frootises » Job
Clearing House

IR o generated email will be
o | sent when approved, or

it : additional updates are

S required, by the CCO).

g Hou
Upacate Pemson Profile




Incomplete registrations

Not having enough time to finish your registration at the time, and would like to log back

in and complete at a later time.

Incomplete registrations to work
on look for the famous  wetkonn
this will allow you to pick up
where you left off, and complete
your registration effectively and
don’t forget to submit and save.

@ WORC Jo b sCa ym an HELP | PRIVACY POLICY | LOGOUT |worc_testd7

¥ All Processes .
' Enter Person Registry Detail

E All Cases
Creation date: 09/04/2019 12:04

~ Job Clearing House

E Register Person

I
P

instruct request to

ase 2: Initial pre:




~ Error Message

If this error message pops up on your screen just log out and go back in if necessary, going through
each steps its always best to click on the save button. By doing that your information is not totally

lost.

This indicates that you left the screen
idle for too long and your session with
the server has timed out. You click ok,
logout if necessary and login to
establish a new session.

If your session expires you may lose
changes that were made prior to the
session ending.

Bizagi

@ |cle timer expired, please reload the Bizagi work portal

=N
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= Employer Registration
2]
The Employer registration will allow an employer to register a company in the JobsCayman. The employer

will be able to do the following :-

* Post job vacancies online for recruitment purposes.

* Document outcomes for each job seeker application that is received for the job vacancy/cies posted.

* Evidence of the Primary Contact Person’s right to act on behalf of the employer if the person
registering the employer is not the owner.

Steps for creating a New
Employer:- [y New | v

* Click “New”
e Click on“Employer
Registration” (If the full list is

Recent processes

) Employer
not shown click on the down ] Registration
arrow to expand the list of )
options). — JobSeeker

» Start filling out your il Registration
information.

dm| Update Person Profile




Employer Registration - Continued

[yNew

Pk ERG11

]. (B | [RG5S Enter Registration Detail

4 B Cf [ D~ ERG22 Enter Registration Detail

Enter Registration Dg - ] A5k ere2 App/Processes/Job Clearing House/Employer Registration
- Enter Registration Detail

Creation date: -37;09,12(' Employer Registration » Enter Registration Detail
Creation date:
Due date: o M‘I DI Enter Registration Detail
Due date: 09/23/2019 10:18 I
Description The Emp
registerel
At this pe
an assig

Description The Employer can be Creatian date: 0131153 Employer Registration Register Employer Information
registered by an agent

At this point employer Due date: 07TH2/201911:53
can assign the industn

codes, th codes, these codes wil Description The Employer can be
come fro come from a table thal registered by an agent * Register
bizagi cal bizagi can guer

g L At this peint employer

1 can assign the industry

cods, these codas will Register information
come from a table that

bizagi can guery

Assignef

Employer has as a parent employer?: s O No

Creation date: mfogﬂcl Creationdate: 09/18/2015 10:18

Created by:
Created by \-\'Urc_lesi i by: worc_test4

v Employer Information
Case number: ERG55
Case numben ERG11 I

Process: Employer Registration Employer Name: Liverpaool Paostal Code:

Process: Errployel Creation date:  07/09/2019 11:53

Process Path: App > Processes » J .

Process Paif: Aop > P Clearing House > Created by: worc_fest21 Industry: Transportation and storage Suite Number:
Clearing Employer Registration

Employer Case number: ERG22

Nature of Business: Transpart Building Number:
Process: Employer Registration
Process Path: App > Processes » Job Trade Business License: Street Name: Strest
Clearing House »

Emplayer Registration General Delivery?: Ove: Mo District: Grand Cayman

PO Box: Employer has an approved gratuity scheme?: O Yes No

Once all the necessary fields have been completed click on the “Submit” button at the bottom of the page.The

application will then be passed on to the Customer Care Officer (“CCQO”) for review and approval (Please note a

system generated email will be sent if additional conditions/updates are required, or it is has been approved by the
CCO).







Update Employer Profile

The Update Employer profile process, allows the employer to update their basic information.
The Employer also manages the access given to 3rd party agents and also staff members.
Access given to 3™ party agents or employees can vary from view only to full access.

[y New |
« Click on “New” Recent processes
« Update Employer profile
« This allows the ) Registration
employer to update and o
amend any information Tl application
necessary. submit Job Post
e Such as :- contact
information, address 4] Update Employer
and other necessary
Upd ates. LF-".IrFL‘:'lEII:E Job Seeker




| --|5date Employer - Employer’s information continued

What it should look like when you want to update the employers information.
Just ensure that it states update employer because the other update options are
very similar in features.

< ANew v

& UEP4

Update Employer Profile

Creation date: 07/08/201913:17
Due date: 07/12/2019 12:00

Description In this task user will be
able to update employer
profile’s infarmation

Creation date: 07/09/2019 1317
Crezted by: wore_test21
Case number: UEP4

Process: Update Employer
Profile

App > Processes » Job
Clearing House >
Update Employer
Prafile

¥ Selected employer

Employer to be updated:

Change selected employer?:

v Employer's Information
Employer’s Name:
Employer's Registry ID: 302
Industry: Transportation and storage
Nature of Business: Transport
Trade Business License:
General Delivery:

PO Box:

Arsenal FC.302

Yes \“i Ne

Post Office:

Postal Code:

" Suite Number:

Building Number:

Street Name:

District:

Approved Gratuity Scheme?:

Gratuity Letter:

Air Port

KY1-2020

15

Street 1

Grand Cayman
!;i Yes No

Cl-Crest-07.png




Within the text box “Select employer to be updated” search for the registered employer that an update
is needed for, once the user enters the registered employers name click “Submit”. This is used to update

job titles, job descriptions and other updates.

UEP5 Select Employer

App/Processes/Job Clearing House/Update Employer Profile

Update Employer Profile » Select Employer

Update Employer Profile UEPS

Please write employer's name or employer's registry |D to execute the search, at least 3 characters.

Select employer to be updated:

Submit

Status:

Select Employer

Note:

Entering %%% will allow
use of a wildcard and
return all Employers
that the User has
access to.

“Wildcard”- means
that the system will
pull up all the names
that is accessible to
the clients profile.



Update Employer - Adding Agent’s/Person’s

Agents/Persons can be added to the employer in order to assist with job application reviews. Adding Agents/Persons

to do the following:

|. In the text box for “Agent’s/Person’s ID” enter the users ID number (note that this field does not accept letters).
2. Once the Agent/Person ID is entered into the text box click “Search Agent (s)/Person (s)”

The added Agent(s)/Persons(s) can be given a specific role of Primary Person, delegate (Super user), Delegate
(Super case),Child Company Delegate “Recruiter” or “Recruiter Admin” which can be selected here.The
“Recruiter” is able to submit jobs and review applications (later on they will also be able to submit work
permits) and the “Recruiter Admin” can grant recruiter access to other users and act as a recruiter. Along
with the other roles such as

v Manage Associated Agents or Persons

d Agents or Persons
Agent's / Person’s Name Email Primary Contact Delegated Contact Child Company Delegate Recruiter Role

shelly.newland @gov.ky u

Please select

Agent's / Person's ID:

Search Agent (<) / Person (5)

v Manage Associated Employers




Jpdate Employer - Person or Agent Type

Primary Contact Person:
The Primary Contact Person role is assigned to the person creating an Employer/Company registration. The Primary Contact
Person can only be changed to a different person by submitting a request to a Customer Care Officer with supporting evidence.

The Primary can assign the role of Delegate to another person. This is a super user role typically assigned to a primary’s designate
within the same company, such as the HR Manager.

The Primary or Delegate can assign this role to a person to allow them to choose the Primary or Delegate’s employer/company
when creating a new employer/company. This establishes the company’s parent / child relationship. This would typically be used
in cases where an umbrella company is present. In some cases, companies that fall under the umbrella company would hire
employees and would then need to register the company as an employer.

The Primary or Delegate can assign this role to a person to allow them to add additional persons. The Recruiter Admin can assign
this role to other persons that will by default be assigned the Recruiter role. The person holding this role will also be able to
perform the functions of the Recruiter role. This role will most typically be assigned with a recruiting company is being
contracted to perform recruiting activities on behalf of the Primary or Delegates Employer/Company.

The Primary, Delegate or Recruiter Admin can assign this role to a person. This role allows a recruiter to submit/update job
vacancy submissions.




Update Employer - Adding Associated Employers

v Manage Associated Employers

Employer’s Name:

Search Employer (s)

» Employer's Search Resulfs

Associate Employer|s)

No files uploaded
Evidence: M

To add an Associated employer; do the following:

|. In the “Search Employer (s)” text box,enter the name of the employer needed to be associated (note
that the employer will need to have already been registered and approved by the CCO).

2. Once the employer is found click on “Associate Employer (s)” and ensure tick the Associate box.

Add any applicable evidence to show the link between the employers.
4. After all associated employers have been added click on “Submit” at the bottom of the

page for review and approval by the ESO.

w



Update Employer - Removing Associated Employers

Employer's Name:

Search Employer (s)

¥ Employer's Search Results

Employer Name

Business Registry 1D
Liverpoal

Associate

Associate Employer(s)

Evidence:

Mo files uploaded

To remove an Associated employer, do the following:
1.

Under the “Manage Associated Employers” section untick the tick box under the heading “Associate” for the
respective associated employer that needs to be removed.

2. After all associated employers have been removed click on “Submit” at the bottom of the page for review
and approval by the CCO.



:'-éi"ate Employer - Continued

Once all the necessary fields have been updated click on the “Submit” button at the bottom of the page.The
application will then be passed on to the Customer Care Officer (“CCQO”) for review and approval (Please

note a system generated email will be sent when approved, or additional updates are required, by the
CCO).




- Submit Job Post

The Submit Job Post process allows the employer to create a job ad in the JobsCayman. This process
features different ways to post a job including, creation of a new job post, cloning an existing approved job
post and the copy and editing of an existing approved job post.

* Click “New” * Click on“Submit Job Post” (If the full list is not shown click the arrow to view the list of options)

Employer
Registration

Submit Job
Application

submit Job Post

Update Employer



omit Job Post - Continued

To submit a job post the user will have to search for the employer (please note job posts can only be
added to employers once they are registered).

SJP5 Post New Job

App/Processes/Job Clearing House/Submit Job Post

Submit Job Post * Post New Job

Submit Job Post Status:

Employer name: QL Contact person:

* Employer information

Employer 1D: Industry:

Approved Gratuity Scheme?:

w Add & Edit Job Posting

Mo records




~ Submit Job Post - Add & Editing Job Postings

To add a new job posting click on the + symbol; once all the required fields have been updated click on
“Save” to completed the addition of a new job posting.

v Add & Edit Job Posfing

¥ Job Posts

No records

t Db

‘ (lone Job Post ‘ ‘ Copy Jab Post ‘




Submit Job Post - New Job Post

The input screen will open to allow entry of job post details, once all required fields are complete click on “Save”

» Job Information

w Job Exempti

v Designations / Certifications ¥ Specializations

Job Post ID:

Job Title:

Posting date:

End date:

Ococupation:

Propossed Tenure:

Description of Job

This Job has an ¢

I
v Requiremen

Years of experiel

Qualifications

Required educat

Preferred educal

¥ Required g@

Add

w Salary

Rate of salary:

Minimum salary:

Hours per week:

Comments

MName of form:

External links:

| Please select...

Salary currency: | Please select

Maximum salary: |

Mo files uploaded
Form added: 3

I Save ‘ | Cancel




Submit Job Post - Copy and Clone Job Post

Two other options for creating a new job post allow an Employer to select a previously approved job.
Those options are the following:

Copy Job Post - If the employer requires a job to be copied where changes can be made to the job post
ensure the job post needing to be copied is selected and click the “Copy Job Post” button.

Clone Job Post - This option will not allow modifications to be made to the Job Post and does not require
approval by the CCO. If the employer requires a job post to be cloned ensure the job post is selected and
then click the “Clone Job Post” button.

v Add & Edit Job Posting

v Job Posts

Job Post ID Posting date Job title Expiration date

2018/0711 Security Guard 208/07/30

Copy Job Post




'?m't Job Post - Continued

Once all the job posts information has been captured. The post should be selected by clicking on the

job post in the list and clicking the “Submit” button.

Only one job post can be submitted at a time.




" Review Job Applications

The review of the job applications process allows employers to view the details of each application submitted for a specific j
This would include the questionnaire,resume and any additional documents that were required to be submitted. This proc
also allows the employer to enter feedback and outcome information for each of the applications submitted by job seekers.

There is also a feedback opportunity built into this process for the job seeker.

* Click on “New”
* Click on “Review Job Application” * Click on “Review Job Application”

[y New | w Review Job Application
~ All Processes Q
= All Processes
E All Cases 5 7r RIA9

=0
All Cases Cas
Al Lases . se Number
EI * Job Clearing House 8

* Jlob I:Iear'ir"ng House - Employer Registration

== Lo - . ] Review lob Application
E Emn ployer Reglsoration

Submit Job Application

E Review lob Application

E Submit Job Application

Update Employer Profile

Current User

E Update Employer Profile 1 worc_test21




Review Applications - Enter Feedback

Employer can then enter a comment and click yes (accepting the applicant) or no (rejecting the applicant).

RJA9 Review Application (s)

App/Process
¥ Job Applications

Review lob &

Resume Client's First Name ~ Client's Last Name  Inmigration Status JobTitle  Application Date = Recruited? Hiring Date

Resume.pdf William Sgasoning Caymanian Security Guard 2n9/01m Welcome @ Yes | No 20190715

Resurne,pdf Alayssa Carsana Caymanian Security Guard 2019/07/11 Somy Yes @ No yyyyMMidd

To see details of the job applicant, highlight the applicant row by clicking on the row and then click on the magnifying
glass after selecting a row.

Once feedback has been entered for all applicants click the “Submit” button, each of the applicants will receive an
email notification of the feedback entry.







