
MAIN PAGE STEP

Main Page: 
https://jobshop.uitm.edu.my

Click Menu: Employer - 
Register 

https://jobshop.uitm.edu.my


EMPLOYER REGISTRATION STEP

Fill in the required 
information for first time 
sign up. 



COMPANY PROFILE STEP

Complete your company 
profile in MyProfile to 
register.



EMPLOYER PROFILE STEP

Update Your Company 
Profile in Update Profile 
field



COMPANY PROFILE STEP

Fill in all mandatory 
fields



COMPANY PROFILE STEP

Fill in the Website and 
Social Media fields



COMPANY PROFILE STEP

Fill in the company details



SUBMISSION FOR ACCOUNT APPROVAL STEP

Make sure to tick “send to 
moderator” and “submit 
your company” 



COMPANY REGISTRATION APPROVAL EMAIL ITEM

Registration Status Email
If your application is not 
approved, please update 
your company profile.



COMPANY REGISTRATION STATUS STEP

You can re-apply after 
providing the needed 
information.

Make sure to tick “send to 
moderator” and “submit 
your company” 



COMPANY PROFILE STEP

Employer can now post a 
new job vacancy in 
“Manage Jobs - Add New 
Job” of “Post Jobs NOW”



ADD A NEW JOB VACANCY STEP

Fill in the details of the job 
title, qualification, duration 
of advertisement, effective 
date, employer type, basic 
monthly salary, working 
hours, experience, 
workfield and number of 
the job vacancies.



DETAILS NEW JOB VACANCY STEP

Complete all details of Job 
Location and Job 
Descriptions



VIEW STATUS NEW JOB VACANCY STEP

Submit new job vacancy 
for approval by tick 
“Privacy & Terms” and 
click “Post Your Job”



EMPLOYER PROFILE STEP

Employer can Manage 
Jobs in Company Profile 

Choose from the menu:
1) Manage Jobs: To view  
    candidates, to edit or 
    delete job vacancies.
2) Post Jobs NOW: To 
    post new job vacancy



MANAGE JOBS STEP

Employer can edit, delete 
or add new job vacancy 



VIEW MANAGE JOBS STEP

You have a new 
application and are 
required to take action by 
viewing the candidate, 
which will direct you to list 
of candidate page.



LIST OF CANDIDATE STEP

Click jobseeker name to 
view jobseeker profile and 
make action(call for 
interview or decline) by 
viewing jobseeker profile.



VIEW LIST OF CANDIDATE STEP

“Seen By Employer” 
indicates that you have 
viewed the profile BUT 
has not taken the required 
action (either Call For 
Interview or Decline the 
application). Click at the 
application’s name to 
proceed.



LIST OF CANDIDATE STEP

Employer need to take 
action “Call For Interview 
or Decline”



CALL FOR INTERVIEW STEP

Call For Interview
Employer have to fill in the 
interview Date, Place and 
Time. 

Click Send button and an 
email will be sent to the 
candidate.



e-ADUAN UiTM STEP

Should you encounter any 
issues/difficulties while 
using Jobshop, please 
submit your enquiry to 
https://units.uitm.edu.my/ 

Select “Aduan ICT”

https://units.uitm.edu.my/


e-ADUAN UiTM STEP

Choose “New ADUAN 
ICT” and select “Guest” 
For Employer.

Fill in the details (i.e. 
Name, Handphone and 
Alternative Email.)



e-ADUAN UiTM STEP

Branch: Choose Othes 
Location: Choose Others 
Location Detail: Type in 
your address

Category: Choose 
SISTEM-HEP 
Sub Categories: Choose 
SISTEM JOBSHOP
Details:  Fill in the report 
details

Choose file for 
“Attachment” if available.

Click “Submit Application” 
to proceed.


