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 About Faculty Recruitment Portal 

 

The portal provides an online platform to fill application in a secure and authenticated 

environment. To apply for a position and fill the application it is necessary to first 

register yourself on the portal and then login into the portal. 

The application form is divided into multiple sections - Personal details, Educational 

details, Professional Experience, Academic & Research Profile, Referee Details and 

Mandatory Annexures. Some information requested in the application form is 

mandatory, while some are non-mandatory. Mandatory fields are marked with ‘*’ in 

the online application form. 

It is not necessary to fill the complete application form in one go. You can save the data 

& then leave/close the portal at any point while filling the application and later 

continue working on the same incomplete application from the same point, without 

losing the previous filled data. 

You can also toggle between different sections of the application form and also edit the 

previously filled data (if required), until the form is finally submitted. 

Once the form is completely filled, you will be shown preview of the application. If you 

desire to make any chances, you can go back and edit the data. If you are satisfied with 

the filled application, you can choose to finally submit the application. Please note that 

once the application is submitted, an unique application number is generated for it 

and now this application cannot be edited. A PDF copy of the application (along with 

the annexures) will also be emailed to you and to the concerned at IISER Bhopal. 

For any technical help in filling up the online application form, please write us on 
email-id cas@iiserb.ac.in with a copy to office_dofa@iiserb.ac.in 
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Registration and Login to Faculty Recruitment 

Portal 

Registration and login are essential steps to access the portal. Once you have 

registered, you can log in to the portal using your login credentials to apply for 

various positions. The registration process in portal is easy. 

 

To register on Portal, please follow the steps below: 

 

 

Users need to fill the registration form with Email address and Password details.

 

Please ensure to enter a correct and valid email address, as this email address will be 

used for all future communications. Choose a strong password and enter the captcha 

to verify. Click on the Register button to confirm your registration. After successful 

registration, E-mail address verification details will be sent to the applicant through 

an E-mail intimation. Login through email address and password and verify the email 

address by entering the pin received through email and login again.  
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You will receive a confirmation message on your registered Email id 

Note: If the user has not received any confirmation mail, the user can click on 

‘Resend Confirmation Email’. 
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Once you have successfully registered on the portal, you can use the registered email 

address and password to login into the portal. 

 

Dashboard: Dashboard will list the application filled by you.  

• You can view the pending applications and select any to complete that 

application. 

• You can view and print the submitted applications. 

 

 

 

Change Password: In case you have forgotten the password, you can 

reset your password by using the ‘Reset Password’ option. 

     

 

 

To change password, fill all the respective details and click on ‘Submit’ button. 
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Apply for New Position Through Faculty 

Recruitment Portal  

The application form is divided into multiple sections - Personal details, Educational 

details, Professional Experience, Academic & Research Profile, Referee Details and 

Mandatory Annexures. 

It is not necessary to fill the complete application form in one go. You can leave/close 

the portal at any point while filling the application and later continue working on the 

same incomplete application from the same point, without losing the previous filled 

data. 

You can also toggle between various sections in the form and also edit the previously 

filled data (if required), until the form is finally submitted. 

Click on the "Apply New" option on the left-hand side menu 

The user will see the main apply post page with sections like Personal details, 

Educational details, Professional Experience, Academic & Research Profile, Referee 

Details and Mandatory Annexures. 

To begin with, first select ‘Advertisement’ then ‘Post Applying For’ and ‘Department’ and 

click on ‘Save & Next’ button. Thereafter, ‘Personal Details’ form will open. 
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Personal Details: Fill the form with the respective details  

 

• You need to upload your latest Photograph size photograph and Signature. The 

image files for the photograph or signature should be in jpg or png format; and 

the size should be less than 200 KB. 

• Depending on the details filled in the form, you may also be required to upload 

the Category Certificate and/or PWD certificate. The file to be uploaded should 

be in PDF format and size should be less than 1 MB. 

• Click 'Save draft' button if you want to save the details partially. 
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• Click 'Save & Next' button if you want to save the details and proceed to next 

section/step. 

• Thereafter, ‘Educational Details’ form will open. 

Educational Details: Fill the form with the respective details  

 

• First, fill the PhD details. Then fill the respective details related to Masters 

degree, Bachelors/Integrated Bachelors-Masters degree, Class XII or 

equivalent and Class X or equivalent. 

• In case you don’t have Masters degree or in case you have an Integrated 

Bachelors-Masters degree, then click on the ‘Not Applicable’ checkbox in the 

‘Masters’ box and do not fill in the details related to Masters degree. 

• Click 'Add More' button, if you want to add more educational details. 

• Click ‘Delete’  icon if you want to remove any detail. 
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• Click 'Save draft' button if you want to save the details partially. 

• Click 'Save & Next' button if you want to save the details and proceed to next 

section/step. 

• Thereafter, ‘Professional Experience Details’ form will open. 

 

Professional Experience Details: Fill the form with details about Research 

Interests, Post Doctoral Fellowships, Teaching/Industrial/Other experience, 

Academic Administrative Experience and about your Grants/Research Projects 

(Sponsored & Consultancy). 

 

Fill the details about Post Doctoral Fellowships (as shown below). Click 'Add More' 

button if you want to add details about multiple fellowships. 

 

 

Fill the details about Teaching/Industrial/Other experiences (as shown below). Click 

'Add More' button, if you want to add details about multiple experiences. If case of 

private employment, please enter the value of ‘Pay Level/ Grade Pay’ as ‘0’ (zero) 
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Fill the details about Academic Administrative Experience (as shown below). Click 

'Add More' button if you want to add details about multiple experiences. 

 

 

Fill the details about Grants/Research Projects where you were PI or Co-PI (as shown 

below). Click 'Add More' button if you want to add details about multiple 

grants/projects. 

 

 

• Click 'Add More' button If add more related details. 

• Click ‘Delete’  icon if you want to remove any detail. 

• Click 'Save draft' button if you want to save the details partially. 

• Click 'Save & Next' button if you want to save the details and proceed to next 

section/step. 

• Thereafter, ‘Academics & Research Profile’ form will open. 
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Academic & Research Profile: Fill the form with the respective details. 
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• You can add details about one or more ‘Awards & Distinctions’ by clicking 

'Add More' button. Similarly, you can also add details about one or more 

‘Fellowships of the National/International Academies’.  

• Click ‘Delete’  icon if you want to remove any detail. 

• Click 'Save draft' button if you want to save the details partially. 

• Click 'Save & Next' button if you want to save the details and proceed to next 

section/step.  

• Thereafter, ‘Referee Details’ form will open. 
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Referee Details: Fill the form with details of at least six referees. The referees 

should be as per the instructions mentioned in the form. 

 



Page 14 of 15 
 

• Click 'Add More' button if you want to add details of additional referees. Click 

‘Delete’  icon if you want to remove detail of any referee. 

• Click 'Save draft' button if you want to save the details partially. 

• Click 'Save & Next' button if you want to save the details and proceed to next 

section/step. 

• Thereafter, ‘Mandatory Annexures’ form will open. 
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Mandatory Annexures:  Attach/upload the various annexures in PDF file as 

required in the form. The size of file should not exceed 1 MB. Fill other relevant 

information in the form. 

 

Click 'Save & Next' button if you want to save the details and proceed to next 

section/step. 

Once the form is completely filled you will be shown preview of the application. If you 

desire to make any changes, you can go back and edit the data. If you are satisfied with 

the filled application, you can choose to finally submit the data. Please note that once 

the application is submitted, a unique application number is generated for it and now 

this application cannot be edited.   

Upon successfully submission of application, an acknowledgement along with a copy 

of the application and attachments as uploaded, will be sent to the registered email-id.   




