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1. Introduction

This manual explains how to access the Faculty Recruitment Portal of IIT (ISM) Dhanbad, create an
account, log in, and complete the online faculty application form from start to finish.

The portal supports advertisements for Assistant Professor, Associate Professor, Professor, and
related faculty positions across departments.

Important notes:

All application steps are completed online. No hard copy submission is required after online
submission.

Fields marked with * are mandatory.

Name fields marked with # must match your Class X (or equivalent) certificate exactly. Name
correction is not possible after registration.

Verify all details carefully before final submission on Step 11. Changes may not be permitted after
submission.

Do not submit multiple applications for the same position within the same department.

Please use a single registration account throughout the entire recruitment process. Candidates are
advised not to create multiple accounts. In case multiple accounts are created, any issues,
discrepancies, or complications arising during the recruitment process shall be the sole responsibility
of the candidate. The Institute shall not be held responsible for any inconvenience caused due to the
use of multiple registration accounts.

2. Before You Begin — Documents & Information Checklist

Gather the following before starting your application:

Personal & identity
e Valid email address (used for registration, verification, and all communication)
e Mobile number (10 digits)
e Identity proof (Voter Card, Driving Licence, Passport, PAN, etc.) — scanned PDF
e (Category certificate (if applicable) — self-attested PDF
e PwD certificate (if applicable) — self-attested PDF

Academic records (self-attested PDFs; merge multiple pages into one PDF per
document type)

e C(Class 10 mark sheet and certificate
e C(Class 12 mark sheet and certificate
e Bachelor's degree mark sheets and certificate

e Master's degree mark sheets and certificate
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o Ph.D. coursework marksheet and Ph.D. degree certificate

e Optional: ITI, Diploma, certificate courses, CSIR-UGC NET/GATE, post-doctoral documents

Professional documents

e Curriculum Vitae (CV) — PDF
e List of all publications — PDF

e Optional: innovation/product description, mobility programme description

Photo & signature (Step 10 — JPG/JPEG only)
e Recent colour passport-size photograph (plain background, face clearly visible)

e Signature on plain white paper (blue or black pen)

Information to prepare

e Employment history (present and past), pay details, administrative experience

Sponsored projects, consultancy, outreach, IP, innovation, mobility programme details
e Ph.D. supervision counts and scholar-wise details (current role and entire career)

e Top 10 best publications (type, authors, title, journal, DOI)

e Publication counts (Q1-Q4 for career; Q1-Q2 for current role if applicable)

e Three referees (at least one supervisor or familiar with recent work)

3. Accessing the Website

1. Open your web browser (Chrome, Firefox, or Edge recommended). Ensure that JavaScript is
enabled in the browser.

2. Go to the portal home page.

3. From the home page you can access: Home, Advertisement, Important Instructions, User
Manual, Forgot Password, Registration, and Login.



Recruitment Portal for All Faculty Positions at ITT (ISM), Dhanbad

Welcome to our newly launched careers section.

AT (15M ) Dhambad, i  fitaore of of . Explore where P it you.

for

Advertisement for Assistant Professor Adverti
(Grade - /1) Professor/Professor

Figure 1 - Home Page of the Recruitment Portal.

Figure 2 - Top Menu Bar of the Home Page

4. New User Registration

1. Before you start the registration, please read the important instructions. Click on the
'Important Instructions' link in the top menu bar.

2. Click Registration from the top menu,

3. Read the registration instructions on the left panel carefully.

4. Fill in the registration form:

Title, First Name, Middle Name, Last Name (# must match Class X certificate)
Gender, Contact No. (10 digits), Email

Password and Re-type Password (see Section 21 for password rules)

Solve the math captcha and enter the answer

5. Click Register.

6. A verification email will be sent to your registered email. Check inbox and spam/junk folder.
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Befare you can apply for your desired position, please take & moment 1o create Welcome 1o our Recruitment Portal! Before you can apply for your desired

4 new account. You will need to enter a valid emai 1D for registration and future position, plesse take & moment 1o creste 4 new account. You will need 1o enter

communication. Plesse follow the steps below: & valid emad ID for registration and future communication. Please follow the
ateps below:

. Fill out the registration form with your details.

2. Fields. marked with [7) are mandatory and must be completed to proceed FRock e feglstration fomi il yoist detal

with registration. 2.Yiou can now access the recruitment partal. Going forward. simply use your Te SELECT TITLE
3. Please read the Advertisement, Eligibity Criteria, User Manwal, and al agctarec miusl 10 and pmmcivorid 13 Jog .
instructions carefully before registering. 3. Select the position you wish to apply for, First Name * #
4, Ensue that the full name (First Nare, Middle Name, Last Name) matches 4. Complete the application form.
o . ‘ P— Middle Name #
txacﬂy.a: et the Ciu.!e X or equivalent certificate. Adter registration, name 5. Ushoae! rebevant doeuments
correction is notl passible,
6. Submit the spplication form. Last Name * #
5, Select your gender from the dropdawn menu.
7. Dawnload a copy of the application farm far your recards. -
6. Erilet your contact nember in the format COO0000000( (10 digits) i ot ~ Gonder * SELECT GENDER il
- —— I T " B.Thete i na need 1o submit o hard copy alter completing the anling
., Enter your .eﬂul. 10 This be w v future communication a apation, Cmim b
account verification,
aif have any questions or need assistance, please contact us at
8, Create a strong passward. 1t must contain at least 8 chasacters, including o ik " Email *

recruitment @iitismacin

ane uppercase letter, one lowercase lotter, one digit, and ane special
character [e.g. 1@ #8%), 10, If you encounter any technical issues. bugs, or problems. please contact us Password ® =
at fi in with an attached screenshot of the emor. Also, copy
the email 1o ashish,

9, Re-type the passwoed to confirm it,

10 Salve the cagtcha to vesify you are human.

» Arbna

11, Click the “Register” uttan to create your sccount. Please u: Hment character (9. MI#5%)

soce: = in cas min 1 characters. uppercase, kowercase. digi and specia
12, An email will be sen b yout inbex imemediately. (f you don't see it in your ook ke

inban, please eheck your spam feider). B

ment process shall be t -
13, Open the emad and click on the provided link. ‘be-hiahd sessicrcib

14, Your account will be confirmed, and you will be logged in, v registration ac Fatype Passwords must match the passwced

15, Wou can now access the recruitment partal. Going farward, simply use your I St A e Solve the eaptcha SERA v i

Figure 3 - Registration Page

Registration Form

*** - Fields marked with * are mandatory.

Before starting the online application form, carefully read the important instructions and user manual. Please
follow the instructions. Ensure that the data is carefully entered, as it cannot be changed once it has been
subrmitted.

'# - Ensure that the full name (First Name, Middle Mame, Last Name) matches exactly as per the Class X or
equivalent certificate. After registration, name comrection is not possible.

Title -- SELECT TITLE -- v

First Name * #

Middle Name #

Last Name * #

Gender * SELECT GENDER v

Contact Mo, *

Email *

Password * &
« At least one lowercase letter e At least 8 characters
» At least one digit e At least one uppercase letter

» At least one special character (e.g. |@#3%)

Password must contain: min 8 characters, uppercase, lowercase, digit and special character.

Re-type Password * &/

Retype Passwords must match the password

Solve the captcha
P Answer [¢]

Please solve the math problem above and enter the answer in the box:

Figure 3A - Registration Page

Page 6 of 28



1 ‘rreruitmant @iism 3 n fievm your cegistived email addres

Figure 4 - Popup dialog box confirming successful registration.

Registration Successful

Please verify your email before logging in. A verification code has
been sent to your registered email. Check your junk mail if the

email is not in your inbox.

If the problem persists, please send an email regarding the issue

to ‘recruitment@iitism.ac.in from your registered email address.

Close

Figure 4A - Popup dialog box confirming successful registration.
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3 Indian Institute of Technology
2

(Indian School of Mines)
Dhanbad - 826004, Jharkhand, India.

Hey Ashish,
Welcome to IIT (I5M) Dhanbad! Your registration has been successfully completed on the Recruitment Portal for All Faculty Positions at IIT (I5M), Dhanbad.

Email ID: a 1

Important: This verification link is valid for the next 24 hours only. After that, please log in to request a new verification email.
Please click the link below to verify your email.
Verify Email

If the button does not work, copy and paste this link into your browser:

hitps-/ifriitism.ac in/registration/verify _email?email=%3DAINGhUVup0chNFjWadlaG5kVwAXcVEWWAIVaxkUsRmWWESZIVMyhnUyUke TpmSXNlerinVY.) 1

Please note that this is a system-generated email, so please do not reply to this message.

© 2026 IIT (ISM) Dhanbad. All rights reserved.

Figure 5 - Sample Email for Verification

5. Email Verification & Login

7. Open the verification email and click the Verify Email link.
8. After verification, go to Login from the top menu.

9. Enter your registered Email and Password.

10. Solve the captcha and click Login.

If login fails: verify email first; check password; use Forgot Password if needed.
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), Dhanbad

1. Register online with a valid email ID and create your password Please read the Adverisement, important Instructons, and User Manua! crefully before you fog o
Eraure That you ket e sty crtena mentioned in the sdvrissment for the post you wish 1o

sy o
3. Log in with your registered email ID and passward,

e Sk T W PRI R ot _ s

5. Fill out the anline application form step by step. Password @

2 Verify your email using the fink sent to your registered email address.

s oidy ene registration account
6 Upload alf required documents in the prescribed format. p—

Solve the capicha s 2 Answer
. Revview yous entries carefully and submit the application. 67 -3=7 i S ()

& Download a capy of the submitted application farm for your recards.

Plaie sotve the math probkem stove and entar the inswer o the bor

T Legin & Email Verificatios m m

9 Ne hard copy of the spplication nesds 1o be submitted after crline
submission.

1. Use the same email 1D and password that you entered duting registration.

2 Email verification is mandatory before login. ¥ou cannct log in until your
email is verified.

3. After registration, a verification email & sent to your registered emal ID.
#lease check your inbax and spamjuni: folder.

4, The werification Enk is valid for 24 hours only, Complete verification within
this period.

5. 1f the fink expires. bog in with yout registered emsil ID and password — &
new verification emadl will be sent automatically.

6. After successhul verification. retum to this page and log in to continue
your application,

7. If you forget your password, wee the Fargot Passward option an the menu
bar.

Figure 6 - Login Page

B Login

Befare starting the online application form, carefully read the important instructions and user
manual. Please follow the instructions.

Email

Password

Solve the captcha Answer e

Flease solve the math problem above and enter the answer in the box

Login

Back Reset

Figure 6A - Login Page

If you do not verify your email ID and try to log in, you will encounter this error. So, first verify your
email, and then you can try logging into the portal.
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Before logging in, please verify your email ID. Check your inbox
and click the verification button in the email.

Close

Figure 7: Login Error Message When the Email ID Is Not Verified

6. Portal Navigation After Login

After login, the top navigation bar provides:
e Home — dashboard welcome page
e Important Instructions — read before applying
e Change Password — update your password
e Apply — start or continue the application (Step 1)
e Edit Details — return to application step 1
e View Details — print preview of current draft application
e Application Status — view submitted applications (Like Step 12)
e Logout — end your session securely

While filling the form, the left sidebar shows all 12 steps and a brief description of each.

( Home = Important Instructions e= Change Password [ Apply

[ Edit Details @ View Details &= Application Status 8 Logout @ Hi, Ashish Ranjan Gupta

Figure 8: Top Menu Bar After Successful Login
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Locgrercy tert Fosprives the s

Recruitment Portal for All Faculty Positions at IIT (ISM), Dhanbad

(=) Home = Important Instructions. ©= Change Password [ Apply [ Edit Details @ View Details &= Application Status. & Logout @ Hi, Ashish Ranjan Gupta

Welcome to IIT(ISM) Dhanbad Online Application Portal.

Following Steps may be followed to apply online

. Step 10: I_ Step 1: -
L Upload Image and Signature . \ Select the Applied Post. |
]
" R S
77777777 Step 2
-. * 4 Personal Information
!_ Sep8; A=y ®
| Document Uploads |
" — — — I meig .
@ -~ Academic Records.

S b — —

Other Details.

Step 5:

B @ g "
Publications L4 1 Project Details Overview. |

i Step 6: l
Details of Ph.D. Supervision <

Dear Candidate, after filling online application, no need to send hard copy

Note: For any clarification or problem please contact at recruitment@iitism.ac.in with snapshot of your screen

tormation Cerdre, T (1SM) Dhiariad.

Figure 9: Home Page After Login

7. Application Form Overview (Steps 1-12)

Step 1

Select advertisement type, advertisement number, post, and department.

Step 2

Personal information, identity proof, addresses, contact details.

Step 3

Academic records (Class X to Master), Ph.D. details, awards, professional memberships.
Step 4

Present/past employment, pay upgradation, administrative experience, experience summary.
Step 5

Sponsored projects, consultancy, outreach, IP, innovation, mobility programme.

Step 6

Ph.D. supervision overview and detail tables; research specialization areas.

Step 7

Top 10 best publications; publication counts (career and current role).

Step 8

Three referees; any other information.

Step 9

Upload mandatory and optional supporting documents (PDF).

Step 10
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Upload photograph and signature (JPG/JPEG).
Step 11
Preview entire application, declare, and final submit.

Step 12

View application status, download/print PDF, view submitted form.
Use Save & Next at the bottom of each step to proceed. Use Back to return to the previous step.

i= Steps to Fill up Apply Online

¥ Step 1: Select the Applied Post.
Post Applied for, Select Department.

¥ Step 2: Step 2: Personal Information.
Personal Information, Identity Proof, Permanent Address, Current

Address,

¥ Step 3: Step 3: Academic Records.
From Class X to Master Degree, Detalls of Ph.D. Special

Awards/Honours, Membership of Professional Bodies.

¥ Step 4: Present Employment and experiences.
Your current and past position. Date of Up gradation/Pay Level 12,

Administrative Experience, Total years of experiences.

¥ Step 5: Step 5: Project Details Overview.
Details of Projects, Outreach Programmes, Intellectual Properties,

Innovation and Product Developed, Mobility Programme.

¥ Step 6: Details of Ph.D Supervision.
In current position and entire carrer, Areas of Specialization,

Current Area of Research.

% Step 7: Publications.
Research Publications, Total Mumber of Publications in entire
career, Mumber of Publications as Sole Guide/Principal Guide, Number

of Publications as Co-Guide in current position

Page 12 of 28



% Step 8: Other Details.
Mame and Address of three Referees, Any other information you

would like to provide.

¥ Step 9: Document Uploads.
List of Uploaded/Not Uploaded Documents.

% Step 10: Upload Image and Signature.
Upload Photo, Upload Signature,

% Step 11: Preview of application form.
Verify the details you have filled cut before submitting.

% Step 12: Status / Printout of the application form.
List of Application form submited by you.

<& Note: There is no need to submit a hard copy after

completing the online application.

Figure 10: Sidebar Displayed During Application Form Completion

To begin filling out the form, click on the 'Apply' option in the top
menu bar.

Click Apply button

Legacy that fnspives the Fieture

Sl ] ﬁ !!I Recruitment Portal for All Faculty Positions at ITT (ISM), Dhanbad

L]

3 Home = Important Instructions &= Change Password | [ Apply l [# Edit Details @ View Details &% Application Status. 8 Logout @ Hi, Ashish Ranjan Gupta

Welcome to IIT(ISM) Dhanbad Online Application Portal.

Following Steps may be followed to apply online

TR ————
. Step 10: I_ Step 1 ]
| Usload Image and Signature . Select the Applied Post. |
Ry s bl i . St o el
- !
e @ T —

Step 2

Step9: = A-mmeqy ®
L Document Uploads |

Step 3:

Step-By-Step
* — — — - Present Employment and experiences.

Publications |~~~ @ o] koo e

i Step 6: [
Details of Ph.D. Supervision |

Dear Candidate, after filling online application, no need to send hard copy

Note: For any clarification or problem please contact at recruitment@iitism.ac.in with smapshot of pour screen

Figure 11: Dashboard/Home Page After Login
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8. Step 1 — Select Applied Post

Fields / sections:

Advertisement Type *
Advertisement No. *
Post Applied for *

Department *

Instructions:

Select values from dropdown menus. Advertisement number and post options load based on

advertisement type.

Click Save & Next to continue to Step 2.

Legacy that Fuspives the Fieture

SRR @ |!T Recruitment Portal for All Faculty Positions at ITl (ISM), Dhanbad
bl S ISM

(x} Home = Important Instructions &= Change Password & Apply [ Edit Details @ View Details & ppplication Status & Logout @i, Ashish Ranjan Gupta

Apply For the Post of

% Step 1: Select the Applied Post.

Post Applied for, Select Department

Post Applied for* : Department* :

Advertisement No.* :

Advertisement Type™ :

¥ Step 2: Step 2: Personal Information, --SELECT ADVERTISEMENT TYPE -- --SELECT ADVERTISEMENT NO. -- --SELECT POST NAME-- - -SELECT DEPARTS

Personal Information. Identity Proof. Permanent Address

Current Address.
Save & Next (3

% Step 3: Step 3: Academic Records.

From Class X to N

Your current and past pesition. Date of Up grad:

& Experience, Total

Level 12, Administr, s of experiences.
% Step 5: Step 5: Project Details Overview.
tails of Projects. Cutreach Programmes, Intellectua

Innovation and Product Developed, Mobility

Current Area of Research

% Step T: Publications.

Publications, Total Mumber of Publications in

% Step & Other Details.
Name and Address of three Referees, Any other

information you would like to provide.

% Step 9 Document Uploads.

List of Uploaded/Not Uploaded Documents.

Figure 12: Screenshot of Step 1

9. Step 2 — Personal Information

Fields / sections:

Salutation, First/Middle/Last Name (from registration; read-only)

Father's Name *, Mother's Name *, Date of Birth *, Gender *
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Category, Marital Status, Nationality

PwD status and disability percentage (if applicable)
Type of ID Proof *, ID Number *

Mobile *, Alternate Mobile, Email, Alternate Email

Present Address and Permanent Address (with pin code, state, country)

Instructions:
Names and DOB must match Class X or equivalent certificate.

If present and permanent addresses are the same, use the provided checkbox option.

To return to the previous step, please click the "Back" button.

Fergrerrgg Beard Fggriven fhve Flieluere

@ l!T'“'“"‘ 3 Recruitment Portal for All Faculty Positions at IIT (1:M), Dhanbad
3 Mo

v

1. Personal Information

* - Fields matked with * are mandatary

# Step 1: Select the Applied Post.

# - Make sure that the full Name (First Name. Middle Name. Last Namel, Father's Name, and Mother's Neme. Date of Dinth a5 per the Class X o equivalent certificate.

Purid Apphied for. Sehect Department
 Step 2: Step 2 Personal Information. Saluration® First Name * # Middle Name # Last Name #
Personal information, dentity  Proal, Permanent Addresy MR £ ASHISH RANIAN GUPTA
Current Address
' Step 3: Step 3: Academic Recards. Father's Name * # Muother's Name * # Date of Birth * # Gender *
Eram 10 Master Degres, D Spocial
thip of Professianal Bodes Enter the Father's Name Enter the Mather's Name DO MM -YYYY =] MALE >
% Step 4: Present Employment and experiences.
t arit o pe f Up qradal Marital Status * Nationality * Religions * Category ™
=-SELECT OME -~ b == SELECT MATIOMNALITY -- bt == SELECT RELIGIONS -- v == SELECT CATEGORY -~ L5

Are You Phsically Challenged *

--SELECT ONE — -

 yes, ¥ou should uplosd & vald PWD certficate in step
L]
% Step & Details of Ph.D Supervision.

1 CLITENt POSIGON BNG entire carrer, Afeas of Specialization

Email ID * Alternate Email (If any) Telephone [ Mobile Na. * Alternate Telephone / Mobile No. (If any)

Enter your alternate email ID Enter your altermate Telephone / Mobil
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T SIEp 7: PUbCations.

Type of Identity Proof Identity card Mo * Are you IIT {ISM), Dhanbad Faculty?

~SELEC £ OF IDENTITY PROOF - ter the Identity card No ;
ELECT TYPE OF IDENTITY PRC Ent Y Yei 8 No

d upload & sell attested proof of identity in

% Step & Other Details.

% Step % Document Uploads. 2 Permanent Address
% Step 10: Upload Image and Signature, Address Line-1* Address Line-2 Country * Pincode *
) Ade Line-2 INDIA Pincode

ne-1 Address
 Step 11: Preview of application form.
bl District * State "

W Step 12: Status / Printout of the application form. Enter District Name SELECT STATE -

@ Note: There is no need to submit a hard copy
'_) i _"’ il m 2 .m : it 3. Current Arddress B (Same As Permanent Address)
after completing the online application.

Address Line-1" Address Line-2 Country * Pincode *
Address Line-1 Address Line-2 Enter Country Name Pincode
District * State

Enter District Mama -~ SELECT STATE -- .

After filling in all the details,
Click the 'Save & Next' button to save the data and proceed to the next step.

Figure 13: Screenshot of Step 2

10. Step 3 — Academic Records

Fields / sections:

Section 1 — Academic Records: degree, exam, branch, college, university, division/class, year,
marks, etc. (Add more rows as needed)

Section 2 — Ph.D. Details: subject, registration date, award date, university, thesis title
Section 3 — Special Awards/Honours

Section 4 — Membership of Professional Bodies

Instructions:
Fill from Class X through Master's degree.
Upload self-attested scanned certificates in Step 9.
Use Add more for multiple past positions.

To delete a row, hover your mouse over the row and click on the recycling bin icon.
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If you want to add more rows, click the 'Add more' button for multiple row insertion.

s e Aot = el masked with  seffandatery. Only letater. numbers singje spaces and 1 deemal paint ave slaeedd

Post App

Praie Fll up detads fram e X 10 : plaad o 2ean copies of et 5. P Lude desaile o BhD) dagree in this tabls}

or, Seect Cepartmont.

* Step Z Step 2 Personal Information.

onal infamestion, ety Froc Permanent Addeess Current

Acdrees

CSELEETe

% Step 3: Step 3 Academic Records.
From D X o Masher Degres  Detailt of PhD, Specisl m

AuardsHonours, Membethip of Profeciond) Bode

- Pl ke with * gee masdsiery
VU st B0 tha detnis and piosd MARKSKEET OF Ph0 COUKRSE WORK ans PR DEGREE CERTIFICATE i later sten 9 for suzeesstul sutmissien of yeur apakeation Soem

' --SELECT-- ¥ OB O OD-MM-YYYY =]

Recruitment Portal for All Faculty Positions at IIT (ISM), Dhan

* - Faelehs maked with * e manlatzry, Gy betten, numbers wngle spaces s o decimal et are alkowed.

= Step 1: Select the Applied Post,

Frst Applied for, Select Department

Pieane fil up cetais from Class X to Master Degree and upiosd sefl smessed scan copes of all Certficates in step 5. (Flease oo nat inciude detals of P degree in s taivie)

% Step 2 Step 2: Personal Information,

s stian, Idertity Frol Permanent Addiess. Current

Ackiress
1 - SELECT == ~ SELECT ¥ <SELECT= % -BELECT= %

% Step 3: Step X Academic Records,
Froim Cles X 10 Mastel Degree, Dotk of PhD Specal m
RowarcisWonair, Mermbarinip of Protetioral flsdies.

& Step 4: Present Employment and experiences.
ationPay Level 12, * - Foelds maked with * ave mianditery,
Yo must i this detads and upload MARKSHIET CF Ph.D COURSE WORK and 7.0 CEGRIL CIRTIACATL in iater step & for successful submission of your spphcation form

Yout curment and past po
A

1 —SELECT-- " GO-MM-YYYY B oo-mmevoy =]
 Step & Details of Ph.D Supervision.

rent pouton and entine camer Areat of Speci

Aqea o arch

% Step 7: Publications,

Hesearch Publistiors Total Mumber of Publicatics

—
rier of PULNCAONS 3t 5oie Guide/Princal : "

caresr

of Publicatiors 2% CosGuid

% Step & Other Details.

Mame and Arners of tiee Refecees, Any other in

PAGIEtion you 1

wokd e to provide

i Step % Document Uploads.

L ef Uplearize ot Uploasisd Decumants

w Step 10: Uplaad Image and Signature.
Uptosd Photo, Uplosd Sgnature

1

Meceived. # any)

ety the cetads you Have 1iEsd out betors submitting

CEELEET

% Step 12: Shatus / Printout of the application form,

List of Agplication form submited by you

Figure 15: Screenshot of Step 3
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If you want to delete any row, hover the mouse over that row. The serial number will change to a delete
button. Click the 'Recycle icon' button to delete the specific row without any confirmation. So, be careful.

Legreecy that fuspives e Fifure

Steps to Fill up Apply Online 1. Acadeniic Records

"+ Fields mfirked with * are mandstory. Only letters, numbers single spaces and a decimal point are sllowed.

¥ Step 1: Select the Applied Post.

Post Applied for, Select Department

 Step 2: Step 2: Personal Information. .. __I

Personal Information, Identity Proof, Permanent Address, Current Address.

Please fill ugfdetails from Class X to Master Degree and upload s=if attested scan copies of all Certificates in step 9. {Please do not incl

10TH PASS OR EQUIVALENT

% Step 3: Step 3: Academic Records,
From Class X to Master Degree, Details of Ph.D.. Special Awards/Honours, Membership

12TH PASS OR EQUIVALENT ™

of Professional Bodies.

BACHELORS DEGREES v

% Step 4: Present Employment and experiences. o [CErmiFicATE ~)
Your current and past position. Date of Up gradation/Pay Level 12, Administrative

Experience. Total years of experiences. 5 MASTERS DEGREES v

¥ Step 5: Step 5: Project Details Overview, [ -- SELECT -- hs
Details of Projects, Outreach Programmes, Intallectual Properties, Innovation and

Product Developed. Mobility Programme. 7 -- SELECT - A

¥ Step 6: Details of Ph.D Supervision.

n current position and entire carrer, Areas of Specialization, Current Area of Research

Figure 16: Delete Row Functionality in a Table

11. Step 4 — Employment & Experience

Fields / sections:
Present Employment: employer, designation, joining date, pay scale, basic pay, emoluments
Past Employment (Add more rows)
Date of Upgradation / Pay Level 12
Administrative Experience

Experience Summary (total years after Ph.D., etc.)

Instructions:

Use Add more for multiple past positions.
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werify the details you U bafore submitting m

 Step 12: Status / Printout of the application farm,
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& Step 10: Upload Image and Signature.

Upioad Photo, Upload Signatiare.

List of Apy

Figure 17: Screenshot of Step 4

12. Step 5 — Projects & Innovation

Fields / sections:

Sponsored Projects: title, project no., amount, role, CO-Pls, agency, date, status
Consultancy Projects (same columns)

Outreach Programmes

Intellectual Properties (IP type, title, status)

Innovation and Product Developed

Faculty Mobility Programme

Instructions:

Each section supports Add more for multiple entries.

Leave blank or zero if not applicable.
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Figure 18: Screenshot of Step 5

13. Step 6 — Ph.D. Supervision & Research Areas

Fields / sections:

Overview — Current Role: counts supervised/awarded and supervising (Sole, Principal, Co-guide)

Ph.D. Supervision Detail — Current Role: Name, Thesis Title, Institution, Registration No., Year
Awarded, Supervised as

Overview — Entire Career (same structure)

Ph.D. Supervision Detail — Entire Career
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Area of Specialization and Current Area of Research

Instructions:

Supervised as dropdown: Sole Guide, Principal Guide, Co-guide.

Use Add more for multiple scholars.

Recruitment Portal for All Faculty | ns at 11T (ISM), Dhanbad

% Step 1: Select the Applied Post.

Post Applied for. Select Department

% Step 2: Step 2: Personal Information.
Fersonsl infarmation. idenity Procl, Permanent Address, Cument
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Aweards

* Step 4 Present Employment and experiences.

18 of Lip gradation/Py Level 12,

et
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mme, inbedectual Properties,

ach Proges
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Resarch

Total Muember of Pubd
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nonE a5 (ot

% Shep 6 Other Details.
Name and Address of thrwe Reforpes. Any othee information you

Wi

8 101 prosice

& Step % Dacument Uploads,

Lixt of Uipleadad/iet Lipleaded Doeumenty

% Step 10 Upload Image and Signature.

Uplead Prats Upload Signaturs

% Step 11: Preview of application form.

Verify tha datails you hava fillsd cut betore submating

' Step 12: Status / Printout of the application form.

List &t Appacstion farm umasd by

Figure 19: Screenshot of Step 6

14. Step 7 — Publications

Fields / sections:

Top 10 Best Publications: Publication Type (Q1, Q2, SCI/SCIE, Scopus), Authors, Title, Journal, DOI
Total Publications in entire career: Q1, Q2, Q3, Q4 counts (Web of Science)
Publications as Sole/Principal Guide in current position: Q1, Q2

Publications as Co-Guide in current position: Q1, Q2

Instructions:
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Publication type criteria: WoS for Engineering; WoS/ABDC for MS&IE; SCE/SCIE/SIR for HSS.

Sections 3 and 4 are not applicable for Assistant Professor post (disabled automatically).

Recruitment Portal for All Faculty Positions at IIT

% Step T: Select the Applied Post.

Fost Appiied for, Select Departent

% Step 2: Step 2 Personal Information.
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 Step 3: Step 3 Academic Recards.
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Awarcts/HaNCUTS, Membership of Professianal Bodes
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% Step 8 Other Details.

% Stap % Document Uploads.
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% Step 10t Upload Image and Signaturs,

uipload Fhata, Uplaad Signature

% Step 11: Preview of application form,
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4 == SELECT -~ -
d -- SELECT -- e
¢ -« SELECT - v
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. SELECT -
¥ - SELECT -- -
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2, Total Number of Publications in entire career

tAzeonng b Web of Soencel

3. Number of Publications ¢ ide/Principal Guide in current position

Accarding te Web of Soence)

4. Mumber of Publications ax Co-Guide in current position

[ caming b Wb ol Seenced

Figure 20: Screenshot of Step 7

15. Step 8 — Referees & Other Information

Fields / sections:

Three referees: Name, Occupation/Position, Address, Email, Phone

Any other information (optional text area)

Instructions:
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At least one referee should be your supervisor or familiar with your recent work.

Ly thiord Fovagoiven the F

T Q “T = Recruitment Portal for All Faculty Positions at IIT (ISM), Dhanbad

IE Steps to Fill up Apply Online

% Step 1: Select the Applied Fost.

% Step 2: Step Z: Personal Information.

% Step 3: Step 3: Academic

*¥ Step 4 Present Employment and experiences.

. Any other information you would ke to provide

¥ Step 5: Step 5: Project Details Overview.

% Step B Details of PhD Supendsion,

¢ Step T Publications.
{ Publication Save & Next (&)

Figure 21: Screenshot of Step 8

16. Step 9 — Document Uploads

Fields/sections:
Mandatory documents list (see Section 20 below page. No )
Optional documents (as applicable, see Section 20 below page. No )

For each row: Document Name, Browse file, Upload, View, Edit

Please remember the following instructions:

e All document’s must be self-attested.

e Also mention the name of the uploaded certificate/document in the given column.

e  Only pdf files are allowed.

e The size of each file cannot exceed 1024KB.

e The required resolution for a document in image format is an A4-sized image with a
resolution of 200 pixels per inch (ppi).

e Inthe case of multiple documents, such as mark sheets, certificates, and other relevant
materials of this document type, please upload a single PDF file. Merge multiple PDF files or
scan all documents into one PDF file.

e To upload a document, click on the "Browse" button in the "Select Document" column for
each Document Type. Once the document is selected from your system folder, click the

"Open" button. Finally, click on the "Upload" icon in the "Upload" column for each
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document upload. After the status changes to "Successfully Uploaded," the upload is
complete.
e If you need to replace a document with the wrong file, please follow these steps:
1. Click the 'Edit' icon in the 'Edit' column for the relevant document type.
. A pop-up will appear.

. Click the 'Browse' button and select the correct document from your system folder.

Click the "Open" button.

2
3
4
5. Finally, click the "Upload" button in the pop-up window.
6

Wait until the status changes to "Successfully changed."

Lecgpwocy thoad Dresgoiies thhe Fiotvre:

o ﬁ "T"’“""‘ Recrtment Porial for All Faculty Positions at IIT (ISM), Dhanbad

 Step 1: Select the Applied Post, Please remember the following instructions:

» Flease Lpicad all the documents given in list Below.
® Al gocumnats must be self attested,
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= The sge of each fe connct exceed 102450,
o The reguined resedution for & document in insage foimat is an Ad-sized image vith & reschution of 200 pixels per inch (PRl
® Inthe case of multiple documents, such 25 mark sheets, centificates, and other releyant materisls of this document type, please upload 3 single POF fle. Merge multiple POF files o san all documents o ore PO file
* o upload 3 document. click on the "Browie” button in the “Sektct Document” column for sach Document Type. Once the doclment is selected from your system folder, dick the “Open” button. Firally, cick on the "Upload” icon in the
wcial “Upload™ eelumn for each docoment uplaad. Alfter the status changes 1o “Successfully Uploadied - the upload is complete
* 1 you need 1o replace & decument with the wrong file, please fellow these steps:
1. Click the Edit” icon in the "Edit’ coluonn for the relevant document type.
2. A popeup will appear.
3. Chiek the ‘Trewse’ button and selact the cormeet document srom yeur systam toitsr
Lowd 4. Chek the "Cpert butten.
5. Firalty, chick the “Upload™ bistton in the pop-up window.
6 Wait until the status changes 1o "Successhlly changed.”
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Therefare, please make sure to upload all anachments as instructed ar each step.

Figure 22: Screenshot of Step 9

17. Step 10 — Photo & Signature
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Fields / sections:

Photograph (JPG/JPEG)

Signature (JPG/JPEG)

Instructions:

e Sign on the blank white page. The background should be plain white, not grey.

e Use a blue or black pen to sign.

e The background of the photograph should be plain, not blurry.

e Upload clear scanned passport size photograph and Signature.

e The scanned photograph and signature image should be in JPG/JPEG format only.

e Photograph: The dimensions should be a minimum of 430 pixels (width) by 530 pixels (height)
and a maximum of 620 pixels (width) by 800 pixels (height). The digital size of the file must be
less than 100 kb and greater than 20 kb.

e Signature: The dimensions should be a minimum of 150 pixels (width) by 50 pixels (height)
and a maximum of 450 pixels (width) by 150 pixels (height). The digital size of the file must be

less than 50 kb and greater than 10 kb.

1. Photo and Signature Uploads

Please remember the following instructions:

» Sign o the blank white padge. The backgreund should bie plain whiti, net grey.

» Use a blue or black pen to sign.

» The background of the photegraph should be plain, not blumry.

* Upload clear scanned passport size photograph and Signature.

» The scanned photegraph and signatune smage should be n IPG/IPES farmat anky.

» Phaotograph: The dimensions should be a minimum of 430 pivels (width) by 530 pixels (height) and @ maximum of 620 pixels (width) by 500 pixels (height). The digital size of the file must be less than 100 ki and greater than 20 kb.
= Signature: The dimensions should be a minimum of 150 picels (width) by 50 pixels (height) and a maximum of 450 pixels (width) by 150 pixels (height). The digital size of the file must be less than 50 kb and greater than 10 ki

Upload Image and Signature

To upload applicant’s photo Choose File |NO FILE CHOSEN Ter upload applicant’s Signature Choose File | NO FILE CHOSEN

Preview “

Deitm

“ Ne signature uploaded yet,

Mo phatograph uplaaded yet.
£Upload Signature

AUpload Image
Save & Next ()

Figure 23: Screenshot of Step 10 — Photo and Signature Upload Section

18. Step 11 — Preview & Final Submit

Fields / sections:

Full application preview (all sections)
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Declaration checkbox
Verification checkbox
Print Preview button (opens printable view)

Final Submit button

Instructions:
Both checkboxes must be ticked to enable Final Submit.
Application number is generated upon successful final submission.

No changes permitted after submission.

19. Step 12 — Application Status & PDF

Fields / sections:
Table: Application No., Advertisement No., Post, Department

View (HTML), PDF download, Edit/Receiving Status, Form Status

Instructions:
Download and keep a copy of your submitted application PDF for your records.

Duplicate applications for the same post/department are not allowed.

20. Mandatory & Optional Documents List

Mandatory documents (must upload in Step 9):
Identity Proof
10th pass or equivalent mark sheet and certificate
12th pass or equivalent mark sheet and certificate
Bachelor's Degree mark sheet and certificate
Master's Degree mark sheet and certificate
Marksheet of Ph.D. course work and Ph.D. degree certificate
List of all publications

CURRICULUM VITAE (CV)

Optional documents (upload if applicable):
Cast Certificate

PWD Certificate



ITI mark sheet and certificate

Diploma mark sheet and certificate

Certificate course

Short description of the Innovation and Product Developed
Short description of the faculty mobility programme
CSIR-UGC NET / GATE

Post-Doctoral (Before joining)

Post-Doctoral (After Completion)

21. Password Policy & Account Recovery

Password must contain:
Minimum 8 characters
At least one uppercase letter
At least one lowercase letter
At least one digit
At least one special character (e.g. |@#5%)

To reset password: use Forgot Password on the login page. A verification code and reset link will be
sent to your registered email (valid for 15 minutes).

22. Troubleshooting & Support

Common issues

Verification email not received — check spam/junk; wait a few minutes; contact
recruitment@iitism.ac.in

Captcha incorrect — solve the math problem again and use the refresh button
Document upload failed — ensure PDF format, size under 1024 KB, and stable internet
Photo/signature rejected — check dimensions and file size limits in Step 10
Cannot final submit — ensure all mandatory steps and documents are complete; tick both
declaration checkboxes on Step 11
Contact
Recruitment queries: recruitment@iitism.ac.in

Technical issues:  ficau@iitism.ac.in (attach screenshot of error);
copy to ashishranjan@iitism.ac.in



mailto:ashishranjan@iitism.ac.in

— End of Manual —
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