
JOB VACANCY PORTAL
GUIDE



Scan the QR Code or Open any web browser on your
device and enter the link provided in the browser’s
address bar and hit Enter.

https://hrmis.bicol-u.edu.ph/index_apply.php

STEP 1:
ACCESS THE QR CODE



Fill out the details and make sure to
remember the username and password
that you will register. 

STEP 2:
SIGN UP



After submitting, you will be redirected to the
login page. 
Enter your username and password that was
registered in your job application form.

STEP 3:
LOGIN



Your Portal consist of your “Profile”, where you will update all the
necessary documents and information needed for your application, and
“Vacancies” where the job vacancies for Non-Teaching are posted for you
to apply. Also, make sure to read the reminders posted in your portal.

STEP 4:
PORTAL



Make sure to update your
trainings, experiences and
files in your portal before
applying for any job
vacancies posted. Late file
upload will not be
considered.

STEP 5:
UPDATE



Under Vacancies tab, you can select the job you want by
just clicking the “Apply”. Make sure to choose and click
carefully for it will not be undone.

STEP 6:
VACANCIES



HRMDO Will update you through the
contact number or email that you provided
in your portal.

STEP 7:
WAIT FOR FURTHER ANNOUNCEMENT

Contact us about recruitment in our email:
 bu-recruitment@bicol-u.edu.ph.

https://hrmis.bicol-u.edu.ph/index_apply.php#

