Ministry of Health Ajira Portal User Guide
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Ministry of Health Ajira Portal User Guide

1. Introduction
Ministry of Health - Ajira Portal is an online tool enable human resources for health
to apply for vacant positions through the Ministry with the intention of working at
different health facilities and institutions under the Ministry of Health and providing
different health services.
Getting started with the system
The requirements that shall be considered before start using the Ministry of Health - Ajira
Portal system.

1.1. Requirements to access the system

The following are prerequisites before using the system.
e Basic knowledge of Computer
e Make sure your computer/Laptop or gadgets connected to the Internet
e Make sure you have up to date browsers example; Mozilla Firefox, Google Chrome, Safari,
Internet explorer, etc.
e Have avalid email address which you can access

1.2. Documents required
You are required to have certified scanned copy of the following documents
[.  Birth certificate
II.  Form four and/ Form six academic certificates
[II. NECTA verification certificate (for those studed form four/six outside
Tanzania)

IV.  Professional certificates
V.  TCU verification certificate (for those ungergone professionsl studies outside
Tanzania)
VL. Curruculum vitae (CV)
VII.  Current passport size photo
VIII.  NIDA number and ID if available
IX.  Application Letter
X.  Professional licence certificate for licenced practitioners
XI.  Professional registration certificate (Full) for licenced practitioners
XII.  Internship certificate for those undergone intenship

XIII.

Change of name by deed pool if you have different names on your
birth certificate, NIDA and your academic and professional
certificates. The deed pool should be registered by Commissioner for
oarths and registrar of titles from the Ministry of Lands Housing and
Human Settlements
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2.Accessing Ministry of Health - Ajira Portal system
To access the system, open browser then enter the url http://ajira.moh.go.tz and you will be
redirected to the page/screen shown below.

[‘13 ajiramoh go.tz/authenticationlogin % Type the link

ouube Y Maps

THE UNITED REPUBLIC OF TANZANIA

G

MINISTRY OF HEALTH
Ajira Portal

For assistance please call from 08:00am to 4:00pm

3. Creating Account
In order to access Ministry of Health - Ajira Portal system user is required to
created account by using Username (email) and Password.
Before creating account make sure you have valid email address, active licence number
for licenced practitioners
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3.1.

3.2.

On the main home page, click on create account link.

.moh.go.tz/authentication/login A Yy ]

Ajira Portal

LOGIN FORM

‘ Enter email ‘

‘ Enter password ‘

Forgot password?

Create account l Click create

account

Select category Licenced Health Practitioners for those practitioners that supposed
to have licence or non licenced practitioners for those practitioners that are not
supposed to have licence. Make sure you select a correct category. If you choose
wrong category, you will not be able to proceed with other application process

ey
0

Fill Form to register

Select Category *

--Select Category--

--Select Category--

Licenced Health Practitioners

on Licenced Practitioners 1

Select your
category
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3.3.

For Licenced practitioners Select your Practitioners Council, Select your cadre, Enter
Licence number Then Click submit

Make sure you select the correct Council, cadre and correct licence number.

Failure to do so, you will not be able to proceed with the application. After

filling this form, the system will verify your registration details from your

respective council system and pull your personal details.

3.4.

Fill Form to register

Select Category *

[Licenced Health Practitioners ]

Select Council*

‘ [BARAZA LA WATAALAMU WA MAABARA (HLPC) ﬂ Select your
Practitioners Council

H Select your cadre ]

%RP-OOO\ Enter Licence

Please provide licence number as shown in your licence card Reg Number

[:— Click submit ]

|

Select Cadre*

‘ l AFISA MTEKNOLOUJIA Il - MAABARA (HEALTH LABORATORY SCIENTIS... * v

Provide licence No*

For Non Licenced practitioners you will required to select cadre and then click
submit. After submitting you will be requires to fill your personal details.
Make sure you select the correct cadre. Failure to select the correct cadre will
not be able to proceed with the application
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3.5.

YOUR ABOUT TO REGISTER AS: MSAIDIZI WA AFYA (HEALTH ASSISTANT

Select Cadre*

Select Category *

Non Licenced Practitioners

Fill Form to register

{ MSAIDIZI WA AFYA (HEALTH ASSISTANT) M Select your cadre }

_ Click Submit ]

)

Enter your First Name, Middle Name and Surname, Select Date of Birth and gender,
Enter your phone number and email address and Type Verification Code given then

click Register

Make sure you enter this information correctly especially your email. Within Ministry
of Health Ajira Portal account is created once and will be used in all other vacancies
that will be advertised. Make sure you remember your email password

Fifst

Name
Middle
Name

Surname

Date of
Birth

Sex

Enter your

)
| personal details

Verification
Code

—~ '/
Lulu Phone 0715486708
umber
Amani Email emsechu05@yahoo.com
-
Kinyaga Vhrificatio
n|Code
0 | 2001-03-29 scale Hello|

.

O Male ® Female

el
Cal

Type verification
code here

3.6.

' { Enter your personal ]

Click
Register

After filling the form and click register, you will get the message: “Account Created
Successfully, Your Password has been sent to your email.”
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Acc{m Created Successfully, Your Password has been sent to your email

Enter email ]

Enter password ]

Forgot password?

Message after successful
account creation

3.7.  Then open your email to get the password. Account is created only once. This user
name (email) will be used all the time when the Ministry advertise the vacancy.
Make sure you have access to this email because you will be used to reset
password all the time if you forget it. You are advised to change this password as
itis difficult to remember. Refer the changing password process (Number 12)

Dear Sir/Madam,

Umefanikiwa kujisajili kwenye mfumo wa ajira wa Wizara ya Afya Tanzania, akauti hii itatumika kila ajira zitakapotangazwa kufanya maombi,

Tafadhali tumia barua pepe emsechu05@yahoo.com na nywila JQKIC yako kuingia kwenye mfumo.

You have seccussfull registered to ajira portal Ministry of Health Tanzania, this accout credentials will be used whenever the job application

is announced, kepp+
Please use emaj emsechu05@yahoo.com and password jQKIC o log in to system ]

Regards

Ajira Portal Support Team

-

4. Login the System

|~

This is your user name (email)
and password that will be
used to login the system

To login the system enter email and password received from your email
account then click Login. If you are not able to type the password correctly,

try to copy and paste the password.



Ministry of Health Ajira Portal User Guide

LOGIN FORM

Account Created Successfully, Your Password has been sent to your email ¥

Enter your email

emsechu05@yahoo.com

[

[ ceed] ]ﬁ Enter Password

Forgot password?

5. Adding Personal details

5.1.  Click Personal Details then Enter your NIDA number then click save.
The system will validate your NIDA number make sure you write
correct number as written in your ID.

— R

= Ministry of Health - Ajira Portal ' Lulu Kinyaga (Applicant) -

Ry Personal Details

Demographic NIDA Personal Details

Sex National Identification Number Name: , Cadre: AFISA MTEKNOLOJIA Il -

s (NIDA) MAABARA (HEALTH LABORATORY SCIENTIST Il)
Working Experience O Male ® Female m E Sex: Female,

B Language Proficiency :::inn:ia::ilr::h: 2001-03-29
& Referees

n achments .

) acnmre Click Personal

R CV Preview i

5 Sasacsten Details Click save ]

/2 Change Password

[ Enter your NIDA number ]
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5.2. Enter other your currently administrative location (Region, Council), Identify if
you were employed by the government, Select Marital Status, Postal address
and Identify if you have any disabilities. Then Attach your passport size photo.
Then click save

< O (3 https//ajira.moh.go.tz/applicant/personal-details aQ A v D = @ =
[3.4] = Ministry of Health - Ajira Portal B... ;

[r—— [ Continue Filling in your ]
. . D hi NIDA Personal Detairs

& Academic

€ Professional Qualifications Sex National Identification Number Name: LULU AMANI KINYAGA , Cadre: AFISA

(NIDA) MTEKNOLOUIA Ii - MAABARA (HEALTH LABORATORY
5 Working Experience Male © Female

SCIENTIST If)
20010329-16112-00002-15 Sex: Female,
Bl Language Proficiency X

Date of Birth: 2001-03-29

S Roferscs Nationality: TANZANIAN
Attachments
@n Region Marital Status \
cvp
A OV Proviow - ] ® Single O Marriod
E3 Application >
J— Cuont Disrit - Attach your
Dodoma MC ] l 1234 passport
?uverr{mem Employee I?isahilify Sl Ze p h OtO
- Yes ® No Yes ® No
Update Cadre
AFISA MTEKNOLOJIA Il - MAABARA (HEALTH LABORATORY SCIENTISTI) /

h Click save ]

6. Adding Academic Qualifications
Select Study country, Identify Study level, Enter your Index Number,
Completion year. Then attach certificates and click save. Repeat for all your
academic qualification levels. All your academic details will be shown at My
academic details.

[ Click Academic ]

[ Enter Index Number ]
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m Iu Kinyaga (Applicar
Select Study Country \ [ Select Academic .T
B nal Details
ademic Qualifications l

£ Professional Quaifications Sy ){ sudyComty |, leve\] I Index I
[E] Working Experience Country =

Bl Language Proficiency

§ P Year ‘ 200 v|  Certificate Selobtfie i ] l CIle

Atachments Conpleted Save

0. 5999579599

For Non Tanzani Study Couniry Please Use
Format As 59999-9999

R CVPreview

E] Appication ) Myacademj=-+-" [ -
- Attach Certificate
Select Completion ]
£ Crange Pessword
Showing 11 of { ifem. YOUf
# Study Country NECTA Verification(For Non Tanzania Study Country) Certificate School Level Index Number Year Completed Re Academ iC
[ 1 Tenzania, United Republicof Not Appiicable JANGWANISECONDARY SCHOOL Adevel S02040531 1096 Qualificati

ons

7. Adding Professional Qualifications
Select Study country, Institution, Academic level, program, completion year. Then attach
certificate and click save button. Repeat for all level of studies. All your professional
qualification details will be shown at My professional qualification details.

ﬂi = Ministry of Health - Ajira Portal SeleCt Study Country }Appllum
Fy Prsonal Detais
& hetmicoion | AC0ctesional Quaficon Dt Select Completion Year ]
& i, )., i Select Academic ]
£ Werking Exg

B Language Pr

4 reur&:mu\ﬂed[ 202 v | Cerificate

—

(C )/ G Attach Certficate

& Foleraos

[ Avathments

000 B

M Click save ]

. - rofessigh Qualification Details
Click Professional
Qualification sidofon:
SWWE untry Institution Course. NACT/TCU Verification ~ Certifical
1 TanzanigUnited Republic of  Decca College of Health and Allied Sciences - Dodoma  Basic Technician Cartificate in Medical Labaratory Sciences Mot Applicable m Your Professional
Quialification will be
H Health and i Dodoma  Ordinary Diploma in Medical Laboratory Sciences (Uipgrading) Mot Applicable m
populated here

10



Ministry of Health Ajira Portal User Guide

8. Adding Working experience
If you have any experience related to the post you are looking, Click Working Experience,
Write the place you have worked, select contract type, identify if you worked at
government or private institution, select start work and identify if you are currently
working there or not, If Not Identify Employment End Date then click save. Repeating
adding your working experience until your current working experience. All your working

experience details will be shown at working experience.

5. =

A Personal Details
B Academic Qualifications

& Professional Qualifications

[ E Working Experience

) Language P Nency
& Referees
Attachment

2 CV Preview

[ Click Working

Ministry of Health - Ajira Portal

Create Working Experience

Place Tumaini D*pensar\/

Contract Type Voluntedr

Type Institution you
worked

Select employment type ]

“H Select Ownership type ]

jl Select Start Date ]

Government or [ Private

Private

Start Date ] 2:{23-01-02
Ve

| currently work No l

here

H Identify if it is your current

End Date o {023,07,05 H If NO, SeleCt End Da.te ]
Cl 1
W Click Save ]
Working Experiences
Saved Successfully x

Showing 1-2 of 2 items.

# Place Start Date End Date I currently work here Actions

1 Mashana 2020-12-30 2021-07-20 o l

2 Tumaini Dispensary 2021-08-24 2023-02-08 [no )

9. Adding Language Proficiency
9.1. Click Language Proficiency then Click Add New

11
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& —  Ministry of Health - Ajira Portal

Personal Details

Language Proficiency
& Academic Qualifications

& Professional Qualifications S
T ﬁ Click on Add ]
# Name Write

No results found.

Click on Language ]

. Lulu Kinyaga (Applicant} -

Actions

9.2.  Selectlanguage then identify level of speaking, Reading and Writing then click save.

Repeat to all language you know.

Ei = Ministry of Health - Ajira Portal

Sg Personal Details

. Lulu Kinyaga (Applicant) -

Add Language
& Academic Qualifications
& Professional Qualifications

Speak Read Write
English
£ Working Experience Language| | Engls N
Very Good ® Good O Fair ® Very Good O Good O Fair ® Very Good ) Good O Fair

B Language Proficiency

Close
£ Referees
Attachments
R CV Preview

B3 Application >

/2 Change Password

[ Select Language ] Identify level of
Speaking, Reading
and Writina

10. Sending application
10.1. To send application click Application then vacancies.
Click Apply

[ Click Save ]

12
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Ry Peorl Detas

& Academic Qualiications
6 Profesional Guafications Showing 11 ofitem.

E Working Experience #  Job Announcement Position Application Deadline

B Langage Poficircy 1 FATION BT FASTOMOI B8 NAFAS 20 MSAIDEZ WA AFYA HEALTHASSISTANT) 1R W Click Save ]

G Refeess

[] Aactmens

R CYPeien
ﬂ Click Application ]
—B

Click Vacancies ]

[ My Applications

P ChangePasnerd

10.2. Confirm The Job title you want to apply as referred to advertised vacancy.
Enter Referred Region, attach application letter then click Submit.

& = Ministry of Health - Ajira Portal
Sg Personal Details
-A.97/128/01/” B"/75 & FA.97/128/01/” B"/78
= Academic Qualifications /
&y Professional Qualifications Job Title MSAIDIZI WA AFYA (HEALTH ASSISTANT)
E Working Experience Post 74
34 Language Proficiel
quage ney Job Deseription SIFA ZA MWOMBAJI
% Referees Kuajiriwa wahitimu wa Kidato cha Mne waliofuzu mafunzo ya mwaka mmoja
katika fani ya Afya, Afya Ngazi ya Jamii (NTA level 4) au mafunzo yoyote
Attachments yanayofanana na hayo kutoka Vyuo vya Afya vinavyotambuliwa na Serikali.
Kazi na Majukumu
0 CV Praview
1. Kufanya usafi wa vifaa vya kazi, maeneo ya kutolea huduma za afya pamoja na mazingira yanayoczunguka kituo.
B3 Application ~ 2. Kusaidia mgonjwa asiyejiweza kwa mfano, kumlisha, kwenda haja, usafi wa mwili, nk.
2. Kukusanya ngue chafu na kuzipeleka kufuliwa (Laundry).
F2Vacancies 4. Kupelcka sampuli za mgonjwa kwa ajili ya vipimo vya maabara na kufuatilia majibu.
o 5. Kuwasafirisha wagonjwa kati ya ldara moja na nyingine ndani ya kituo cha kutolea huduma za afya.
5 My Applications 6. Kutunza vifaa vya usafi.
/? Change Password 7. humba cha i, kuosha na kutunza maiti.
8. gi iwa na Ki i wake wa kazi.
9. jamii juu ya imu wa usafi wa ingira na mwili il kujiki na milip ya j
10. B i nyingi iwa na ki i wake wa kazi /
Katavi, Kigoma, Kagera v

Click Vacancies ]

Application Letter *

@ Ajira testing.pdr W] & Remove & Browss Click Browser to attach

Application Letter
-H Click Submit ]

13
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10.3. To confirm if you have submitted your application click Application then click
Vacancies. You will see your application status

‘gi = Ministry of Health - Ajira Portal . Lulu Kinyaga (Applicant)

S Personal Details

Jobs
& Academic Qualifications

& Professional Qualifications Showing 1-1 of 1item.

E3 Working Experience #  Job Announcement Position Application Deadline
Bl Language Proficiency 1 FA.97/128/01/ B"/75 & FA.97/128/01/" B/78 NAFAS| 289 MSAIDIZI WA AFYA (HEALTH ASSISTANT) 2023-11-02

Application
Status

& Referees

Attachments

R CV Preview

e Click Application ]

[ Foteme )
E5 My Applicatio} CIle VacanCIGS ]
{? Change Password

11. Changing Password
If you want to change your password, Click Change password then enter your old
password then enter new password and re type new password, Then Click Change
Password

@ = Ministry of Health - Ajira Portal

Personal Details

Change password
Academic Qualifications

Professional Qualifications

ﬂ Enter old password H Entel’ Old ]
Working Experience 7

Language Proficiency [ Enter new password H Enter NeW ]
Referees l Retype new password ]

JO— Re type new Password ]
CV Preview [ ] ﬁ CI|Ck Change Password J

Application >

P—

VD r»r@H DD D P

Change Password ] ﬁ CI|Ck Cha.nge ]

12. Forgot Password
If you forgot your Password or you have not received Password in your email during
account creation

12.1. Click Forgoit password

14
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THE UNITED REPUBLIC OF TANZANIA
RS

MINISTRY OF HEALTH
Ajira Portal

LOGIN FORM

Forgot password?

Click Forgot ]

12.2. Enter email used during account creation, then enter verification code and click
Reset Password. Then open your email and click the reset password link sent to
your email

MINISTRY OF HEALTH
Ajira Portal

Forgot Password?

Enter your email to get a password reset link .
X geeE Enter email you used to

ﬂ emsechu05@yahoo.com create account

H Verification Ocde ]
[°°“‘e“'1 H Enter Verification ]

Click Reset Password ]

Varification
Code

12.3. Login to your email and click the reset password link sent to your email to reset
password

15



Ministry of Health Ajira Portal User Guide

% v AJIRA-MOH <hfrs@afya.go.iz>
I l To: emsechu05@yahoo.com

Dear Sir/Madam,

Umepokea ujumbe wa kubadilisha nywila yako, _fungua linki hapa chini kubadili nenosiri_

o tziaathenticationire
key=WI3wILMAvVQSHIKTO0oXp5ZdCJjmV

ERbtc4uhnv;':1NBTOkfeDri21PuzBquGFx6U32958H Password Reset Link ]

o o nanlo
o T Ty wWiTet

_ You have received password resert link please click link below to change your password_

https://ajira.moh.go.tz/authentication/reset-passwd?
key=WI3wILMAvQSHIKTO0Xp5ZdCJjmVERbtc4uhnyaNB70kfeDri21Pgz8YsqGFx6U32958
_Ignore this message if you are not initiate the resst password

Regards
Ajira Portal Support Team

Then enter new password then re type the password and click change
password. You can now login the system with new password

MINISTRY OF HEALTH
Ajira Portal

Set New Password

Enter Password
%nter password ]
{ Retype password Retype Password ]
Change Password Click Change ]

Back to Login

16
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