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Safety, Health and Environment
National Authority

INSTRUCTIONS FOR APPLYING FOR VACANT
POSITIONS ON 1SHENA

A. STEPS TO APPLY FOR A VACANCY

1. Visit the Careers page on the SHENA website and click “Join Us.”

2. You will be redirected to the application portal where available vacancies are
listed.

3. Select the relevant vacancy and click “Job Details” to review the full job
description and eligibility requirements. Click Apply Now and link you to the
job portals. Sign in using username and password.

4. Once logged in, proceed to the application to begin your submission.

5. Comple the online application form in accordance with the instructions outlined
in Section B: Completing the Application Form.

6. Upload your Curriculum Vitae (CV) by clicking the Upload CV button.

7. Once all required sections have been completed and supporting documents
uploaded, click Apply to submit your application.

B. COMPLETING THE APPLICATION FORM

When the application screen opens, navigate through each subsection and complete
the required fields.

Note: Fields marked with an asterisk (*) are mandatory and must be completed before submission.

1. Personal Information

()  Navigate to the Personal Information subsection.

(i)  Upload your CV using the Upload CV button (*mandatory).

(iii)  Select your Preferred Title (e.g. Mr.,, Mrs., Ms.) and enter your Preferred
Name.

(iv) Enter your Surname and Initials.

(v)  Enter your Full Name, Middle Name, and Other Name (if applicable).

(vi) Provide your residential address, including House No., Street (Line 1 &
2), and City/Town.

(vii) Select your District and Country.

(viii) Enter your Telephone No., Mobile No., and Email Address.

(ix) Upload a Profile Picture.
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x)  Enter your ID Number (e.g. 01033456 no spaces or symbols).
xi)  Select your Date of Birth.

xii) Select your Gender and Civil Status.

xiii) Select your Nationality, Country of Origin, and Religion.

sjah@gmai
Image
Upload Image
0103345¢
(

[}

2. Dependents

(i) Navigate to the Dependents subsection.

(i)  Enter the Name of the dependent.

(iii)  Select the Relationship.

(iv) Select the Date of Birth and enter the Place of Birth.

(v)  Select the Gender and Nationality.

(vi)  Enter the Telephone No. and Home Address.

(viiy Provide School / University Details (if applicable).

(viii) Enter the Occupation, Working Address, and Official Telephone No. (if
applicable).
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Dependents

Relationship

Date of Birth 01131996

Gender Female . Working Address
Nationality Bruneian .

Telephone P, Official Telephone 673222222
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3. Educational Qualifications

(i) Navigate to the Educational Qualification subsection.

(i)  Select the Qualification Type and Qualification.

(iii)  Select the University / Institute.

(iv) Enter the Year of Commencement and Year of Completion.

(v)  If the qualification you have entered is the key qualification, tick on the Is
Key Qualification checkbox and specify the qualification details
(e.g. Degree in Business Administration).

Educational Qualification
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4. Work Experience (Mandatory)
(i) Navigate to the Work Experience subsection.
(i)  Enteryour work experience in chronological order, starting with the most
recent.
(i)  Select the Start Date and End Date.
(iv) Enter the Company Name.
(v)  Enter your Designation / Job Title.
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Start Date 011372016 2 -
End Date 01137025 & oo -
assi v
Company 123 Company Sdn Bhd ex y
Designati ofic
[ cLear | Aop work ExpeRiENCE
Start Date End Date Compan Designation
pany
01/13/2016 01/13/2023 123 Company Sdn Bhd Officer @ @

5. Referees
(i) Navigate to the Referees subsection.
(i)  Enter the Name of the Referee.
(iii)  Enter the Organisation and Position Held by the referee.
(iv) Provide the referee’s Contact Number, Email Address, and Official
Address.

Referees
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CLEAR | ADD REFEREE

6. Articles (Supporting Documents)
(i) Navigate to the Articles subsection.
(i)  Select the Document Category (e.g. Passport, Visa, Work Permit).
(i)  Enter the Document Number and Description.
(iv)  Select the Country.
(v)  Enter the Place of Issue.
(vi) Select the Date of Issue and Date of Expiry.

National ID v Date of Issue [ =
01033456 Date of Expiry 1132027 =
e
C
Count Brunei Darussalam v
Place of 1 i Darussalam
[ cLear | aoo armicie |
Document Category Documen t No Country Date of Issue Date of Expiry
National ID 01033456 Brunei Darussalam 0111312026 01/13/2027 @ &
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7. Extra-Curricular Activities
(i) Navigate to the Extra-Curricular subsection.
(i)  Select the Activity Category and Activity Type.
(iiiy Describe the Achievements related to the activity (if any).
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C. IMPORTANT TIPS FOR APPLICANTS

Uploading a CV is mandatory.

Telephone numbers must be entered without plus (+) symbols or spaces.

ID Numbers must not contain spaces; dashes are acceptable.

Attachments should include only relevant certificates and supporting

documents, preferably combined into one single file.

5. To ensure a smooth application process, please use Microsoft Edge or Google
Chrome. Other browsers such as Mozilla Firefox and Safari are not
recommended, as they may result in technical issues.

6. Ensure the Data Privacy Statement is acknowledged by ticking the relevant

checkbox before submission.
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