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Employment Experience Profile 
 

Note:Read the General Instructions before going through this document. 

 
Step 1: Accessing the Employment Experience Profile Module 

1. Select "Employment Experience Profile" from the menu. 
2. You can also navigate to this profile later if you want to edit any information in your 

Employment Experience profile. 

 

Step 2: Provide Self-Employment Experience 

1. The system will ask: "Have you ever been self-employed?" 
2. Choose one of the following options: 

o Yes (if you have been self-employed) 
o No (if you have never been self-employed) 

 

 
 
If "Yes" is selected, additional fields will appear requiring: 

 Enter Nature of Employment 
 Monthly Income(Total) in Rs. 
 Period From-To 
 Are you still working: Yes/No 
 Enter Name of the Organisation 
 Place of Employment(Address) 
 Remarks 

 

Note: If you have additional experience, you can add more entries by clicking the “Add” button. 



 

UNION PUBLIC SERVICE COMMISSION 3 

 

 
If "No"is selected, additional fields will not appear, click on the “Next” button for filling the 
Employment details. 
 
Step 3: Provide Employment Details (if applicable) 

1. The system will ask: "Have you ever been employed?" 
2. Choose one of the following options: 

a. Yes (if you have been employed) 
b. No (if you have never been employed) 

 

 
 
If "Yes" is selected, additional fields will appear requiring: 

 Select Employer Type 
 Enter Designation/ Position 
 Monthly Remuneration (Total) in Rs. 
 Select Employment Type/Nature of appointment 
 Enter Employer/ Organization/Firm 
 Period From-To 
 Are you still working? 
 Select Field/Type of experience(with others) 
 Place of employment (Address) 
 Select Worked as Supervisor/Admin/Jr. Scale 
 Nature of Duties Performed(Descriptive) 

 

Note: If you have additional experience, you can add more entries by clicking the “Add” button. 
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If "No" is selected, additional fields will not appear, click on the “Preview & Next” to proceed 
further. 
 
Step 4: Preview and Next 

1. Click "Preview & Next" to proceed to the Review section. 
2. Verify all entered details before final submission. 
3. Click "Submit" to save the information. 
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Note: After Successful Submission of “Employment Experience Profile”: 

 Once the “Employment Experience Profile” is successfully submitted, proceed to fill out 
the "Achievements". 

 Continue following the process by completing the subsequent sections as per the 
guidelines. 
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