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REQUIRED DOCUMENTS
To save your internet time / bandwidth, please prepare the two (2) documents 

below before you log in to our SuccessFactors recruitment portal. 

1. Curriculum Vitae (CV): Your CV should be brief and to the point . If 

necessary, you may include in the same document not more than 3 relevant 

certificates. PDF format document is preferred. 

2. Application letter: Be brief and to the point, 1 page only. PDF format is 

preferred.

NOTE: 

• Please avoid attaching large files as may be difficult for GGML to download and process. 

Use as fewer pages as possible. 

• Carefully follow the steps described in following slides to apply.



Step 2. This page will open 
showing full details of the job 

advert

Step 3. Click the ‘APPLY’ button

Step1. To access SuccessFactors recruitment 
portal, click the link provided in the job advert. You 

may click the link or type the URL address on a 
website browser to access the application portal. 



Step 4. This page will open requesting 
you to Sign In. If it is the first time you 

are applying for a job through our portal, 
click on ‘Create an account’

If you already have an account on 
our portal, enter email address and 

password to Sign In

Step 5. To ‘Create an account’ below 
page will open requesting information 
shown – complete all and then click 

‘Create Account’

Password must have at least 
8 characters, with a 

combination of at least 1 
lower case, 1 upper case and 

1 non-alpha character e.g., 
1,2,3,+,-, etc.



Step 6. After ‘Creating an account’ 
below page will open notifying you that 
an activation link has been sent to your 

email.

Step 7. Go to your email inbox, open it 
and click on the link provided (Click 
Here) to activate your account. The 
email looks as the one shown below



Step 8. Once you click the activation 
link, you will be redirected to the job 

advert page. Click the ‘APPLY’ button 
again

Step 9. Once you click the ‘APPLY’ 
button below page will open requesting 
you to enter your email and password. 

Enter them and click ‘Sign In’



Step 10. Once ‘Sign In’ the following 
page (My Candidate Profile) will open. 

Upload your CV on the box named 
Upload Resume



Step 11. Once you upload your CV below 
page will open. You will notice that some 

information from your CV are already 
populated in certain fields. Please complete 
all mandatory fields with red asterisk / star *

Step 12. Upload your application letter 
by clicking a button named ‘Upload 

your cover letter’ – just below the area 
you uploaded your resume / CV



Step 13. Once you have uploaded your CV 
and application letter and you have completed 
all mandatory fields with red asterisk / star *, 
click ‘Save’ and then the ‘Next’ button on the 

bottom right of your screen. 

In case you do not see the ‘Next’ button, 
click ‘Save’ and then close the page. Go 

back to the job advert and click the 
application link or type / paste the URL 
address on a web browser and sign in 

again. This page will display and this time 
you should see the ‘Next’ button – click it to 

proceed. 

IMPORTANT NOTE



Step 14. Once you click the ‘Next’ button on 
the bottom right of your screen, below page 
will be shown requesting you to complete. 

Complete all mandatory fields with red 
asterisk / star *, then click ‘Apply’

In case you do not want to 
submit your application yet, you 

may click ‘Save’ and come 
back later to submit.



Step 15. Once you click the ‘Apply’ button, 
below page will open notifying you that ‘Your 

application has been sent’. You may now 
close the window and exit. 

If an application is successfully 
submitted, an applicant will receive 

below notification to his email
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