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Creating A Profile For eRecruitment 

Purpose 

The purpose of this guide is to assist applicants in successfully creating and completing their 
profile on the eThekwini Municipality Careers Portal. 

1. Accessing The Portal 
1.1. On the eThekwini Recruitment Site, click on Jobs 

1.2. Scroll down to find Join Our Talent Community 
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2. Email Subscription  
2.1. To subscribe via email, enter in your Email Address 
2.2. Tick the checkbox to confirm acceptance of the Terms and Conditions 
2.3. Click Subscribe to proceed 

 
3. Job Preferences  
3.1. Select your Preferred Job Category 

Note: After selecting a category, it will appear at the bottom of the selection field.  

 
3.2. Select your Preferred Job Location 

Note: Although multiple locations may appear, they all link to a single configured location. 
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4. Capturing Contact Information 
4.1. Complete all the required fields: 

• First Name  

• Last Name  

• Title (select from list)  

• Middle Name (optional)  

• Email Address (auto-populated)  

• Phone Number  

To proceed, scroll down 
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5. Capturing Address Details 
5.1. All fields marked with an asterisk (*) are mandatory. 

Country (defaults to South Africa),Street Number, Street Name, Suburb, City, Postal Code 

 

 

 
6. Adding Education Details 

 
6.1. Click Add Education 
6.2. Complete the following: Qualification / Degree, Major Subject (optional),Institution / 

School Name, Start Date (Month & Year),Education Level, Country (e.g., South 
Africa), City, Year Obtained, Average Grade (optional)  

6.3. Click Add Education 
Note: You may add multiple qualifications if applicable. 
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Note: The information you have provided will be populated as below, should you have additional 
education capture it. 
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7. Adding Work Experience  
7.1. Click Add Experience  
7.2. Complete the following: Employer Name, Job Title, Start Date, End Date (or select 

Current if still employed), Country, City, Job Responsibilities  
7.3. Click Experience  
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8. Uploading Supporting Document 
8.1. Upload your CV (Resume) (Mandatory) 

Maximum file size: 5MB  

8.2. Upload a Cover Letter (optional) 
8.3. Select preferences: 

• Receive job alerts  
• Receive marketing communication (optional) 
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9. Finalising Your Profile  
9.1. Click Subscribe to save your profile.  
9.2. You will be redirected to a verification screen. 

 
10. Email Verification  
10.1. Check your email for a verification code. 
10.2. Enter the code and click Verify  

Important: 

• The code expires after 10 minutes.  

• You may request a new code if it expires. 

• Enter the code and click Verify 
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11. Profile Completion 

Once verified: 

11.1. Click Back to return to the main page, or  
11.2. Click Manage My Profile to update your details at any time. 
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