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Overview
The Tung Wah College (TWC) Life Planning Centre Portal is a platform that facilitates 

resume creation and career improvement for TWC students.

1. Account Setting
1a. Login (Sign In With Microsoft)

1. Visit this login page: https://twclpc.app.kinobi.asia/login 

Illustration: Successful Log-In

2. On the top right corner, please click “LOGIN”.

3. You will need to click “SIGN IN WITH MICROSOFT”.

4. Choose your student email and enter your password if asked.

5. You will see the below picture if you successfully log in.
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Illustration: Successful Log-In

1b. Accessible Feature
● File Depository

● Companies

● Resume Builder

● Job Portal

● Events

● University Coach

● Mock Interview
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2. Resume Builder
There are three options for creating your resume, such as starting from scratch, choosing 

from available templates, or importing from an existing PDF.

2a. Creating a Resume from Blank
1. Click on “Resume Builder” on the left tab under My Tools.

2. Click on “New Resume”.

Illustration: Resume Builder Page

3. Enter your resume title.

4. Fill in all the required information on your resume. 
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2ai. Entering Your Personal Information
1. Fill in your personal information.

a. Name.

b. Phone Number (Optional).

c. Email Address (Required).

d. LinkedIn Profile (Recommended).

e. Short description of yourself.

f. Photo (Optional with JPG, JPEG, or PNG format).

2. You can click the Tips button to view the Resume Builder Guide video and other 

tips to help you achieve the maximum score on your resume.

3. Click “Save & Continue”.

Illustration: Resume Builder Page (Personal Information)
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2aii. Adding Your Work Experience
1. Click on the pencil icon to edit the section name "Work Experience” if needed.

2. Click on “Add Experience”.

3. Enter your professional experience:

a. Company name.

b. Job/Internship/Role Title.

c. Company Location (City, Country).

d. Company Description (Optional).

e. Start and End Date (Check the “I am currently working here” box to see if it is 

your current job).

f. Work Portfolio and Achievements 

4. Click “Add Experience” to add other professional experiences.

5. Click “Save & Continue”.

Illustration: Resume Builder Page (Work Experience)
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2aiii. Adding Your Education Level
1. Click on the “pencil” icon to edit the section name Education Level if needed.

2. Click on “Add Education”.

3. Enter your education history:

a. School (University) Name.

b. School Location (City, Country).

c. Start Date (Month) and Start Date (Year).

d. Graduation Date (Month) and Graduation Date (Year).

e. Education Level and Description.

f. GPA (Optional but Strongly Recommended) and Max GPA.

g. Activities and Achievements.

4. Click on “Add Document/Certificate” if you want to add your diploma or 

certificate.

5. Click on “Add Education” to add another education history.

6. Click on “Save & Continue”.

Illustration: Resume Builder Page (Education Level)
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2aiv. Adding Your Organisational Experiences
1. Click the “pencil” icon to edit the section name Organisational Experiences if 

needed.

2. Click on “Add Experience”.

3. Enter your organisational experience:

a. Organisation/Event name.

b. Your Role/Position Title.

c. Organisation Description (Optional).

d. Activity/Event/Organisation Location (City, Country).

e. Start Date (Month) and Start Date (Year).

f. End Date (Month) and End Date (Year).

g. Check the “I am currently active here” box to see if you are still active in the 

organisation.

h. Role Description.

4. Click “Save & Continue”.

Illustration: Resume Builder Page (Organisational Level) 
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2av. Adding Your Skill, Achievements, and Other Experiences
1. Click the “pencil” icon to edit the section name Skill, Achievements, and Other 

Experiences if needed.

2. Click “Add Experience”.

3. Enter relevant experience, skills, or other achievements:

a. Category/Project/Activity.

b. Year.

c. Elaboration.

4. Click on “Add document/certificate” if you want to add your certificate or 

portfolio.

5. Click Save & Continue.

Illustration: Resume Builder Page (Others)
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2avi. Scoring Your Resume
1. When you have completed your resume, click the “Update My Score” button to 

your right to have your resume scored.

Illustration: Creating a Resume Page

2. Click “See More Details” to see more explanations on the scoring factors under 

ATS Resume Score.

Illustration: Creating a Resume Page 

3. Click on “See More Details” to see ATS Resume Score and Job Similarity.
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2avii. Completing Your Resume
1. Click on “Save as Draft” if you want to save your resume without downloading the 

resume.

Illustration: Resume Builder Page (Review)

2. Click on “Complete & Download” to download your resume in PDF format.

Illustration: Resume Builder Page (Review)
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2b. Creating a Resume from Available Templates
1. Click on “Resume Builder” on the left tab under My Tools.

2. Click on “All Templates” in the top right corner, then click on the template you 

want to use.

Illustration: Resume Builder Page

3. Click on “Unlock Template & Create”.

4. Continue by filling in the needed information by following the same steps as 

creating your resume from blank.
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3. Job Portal
3a. Using the “Search” Feature

1. Click on “Job Portal” on the left tab.

Illustration: Job Portal Page

2. Click on the “search bar” at the top and enter the job keyword you are looking for.

3. Click on the “job vacancy”.

a. Click on “Save” to save the job vacancy.

b. Click on “Easy Apply” and enter your information, then click “Submit 

Application” or click “Apply Now” to be redirected to the company website. 
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3b. Using the “Filters” Feature

Illustration: Job Portal Page

1. Click on “Job Portal” on the left tab under My Tools.

2. Check Cities, Employment Type, Work Arrangement (Hybrid, Remote, or Work 

from Office), Industries, or Company List. 

3. Click on the suitable job vacancy.

a. Click “Save” to save the job vacancy.

b. Click “Easy Apply” and enter your information, then click “Submit 

Application” or click “Apply Now” to be redirected to the company website. 
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3c. Two Types of Job Application Method
1. Easy Apply: Applicant Tracking Systems

a. You can apply directly by clicking the “Easy Apply” button on the job vacancy 

page.

b. You can use a system-made resume to apply to this job vacancy and your 

application will be sent directly to the HR of the company.

c. Your application status can be tracked by clicking on the “three dots” to the 

right of your avatar/name on the left tab and selecting Your Jobs.

Illustration: Easy Apply: Applicant Tracking System
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2. Apply Now: Redirect to the external job link.
a. When you click the “Apply Now” button, you will be redirected to an external 

job application website.

b. You can continue applying for the job by following the instructions on the 

company website.

c. This application cannot be tracked from your profile.

Illustration: Apply Now: Redirect to the external job link
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3d. Viewing Your Job Progress (Via Profile Page)
1. Click on the “three dots” on the left sidebar and next to your profile avatar.

Illustration: Your Jobs Progress

2. Click on “Your Jobs”.

3. You will be able to see the jobs you have applied for.

Illustration: Your Jobs Progress
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4. Events
4a. Registering for an Event Without Prerequisites

1. Click “Events” on the left sidebar.

2. Find a certain event using Filter on the left side or Search Box.

Illustration: Events Page

3. Click on a certain ongoing or upcoming event. Then you will find the event details 

on this page:

Illustration: Events Page
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4. Click “Register Now”, and you will be registered for the event.

Illustration: Events Page

5. You can easily share the event link with your friends by copying the link provided 

under Invite Link and sending it to them.

Illustration: Events Page
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4b. Registering for an Event with Prerequisites
1. Click “Events” on the left sidebar.

2. Find a certain event using Filter or Search Box.
3. Click on a certain ongoing or upcoming event. Then you will see this page:

Illustration: Events Page

4. Click “Register Now”.

5. You will be redirected to Your Events page under the Pending Info tab.

Illustration: Your Events Page
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6. Click the Event Name.

7. Go to the Prerequisite tab.

8. You may have to upload a document, fill in a form, or tick “I have read and agree 
to the [X] given above” in order to register for the event.

9. After you submit the assignment, you will receive an email notifying you whether 

the admin has accepted or rejected it.

4c. Registering for A Paid Event
1. Click “Events” on the left sidebar.

2. Find a certain event using Filter or Search Box.

3. Click on a certain ongoing or upcoming event. Then you will see this page:

Illustration: Events Page
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4. Click Register Now. Then click “See Prerequisites”

Illustration: Events Page

5. You will be redirected to this page. Then click the blue text of Event Name to 

complete payment prerequisites.

Illustration: Your Events Page
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6. Click on “Payment Link” Then, continue the payment process on the redirected 

external link page.

Illustration: Event Registration Page

7. Upload your payment receipt by clicking “Upload Document”.

Illustration: Event Registration Page
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8. Wait for the administrator to validate your payment receipt. Once validated, you will 

see the status change to ‘Registered’.

Illustration: Your Events Page

4d. Submitting Assignment During the Event
1. Click the “three dots” next to your profile name.

2. Click “Profile”.

Illustration: Home Page
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3. Click “Events” under Campus.

4. Click the event name.

5. Go to the “During Event” tab.

6. You may have to upload a document or fill in a form.

Illustration: Your Events Page

Illustration: Event Registration Page
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4e. Submitting the Assignment Post-event
1. Click the “three dots” next to your profile name.

2. Click “Profile”.

3. Click “Events” under Campus.

4. Click the event name.

5. Go to the Post Event tab.

6. You may have to upload a document or fill in a form.

Illustration: Event Registration Page

4f. Entering the Waiting List for an Event
When the participant limit for the event is reached, attendees will be placed on a waiting list. 

While being on the waiting list does not guarantee participation, administrators will promptly 

notify students if a spot becomes available.

1. Click “Events” on the left sidebar.

2. Find a certain event using Filter on the left side or Search Box.

3. Click on the event, and you will see the “Enter Waiting List” button.
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Illustration: Events Page

4. Upon entering the waiting list, you will receive an email notification with the subject 

“[Event Name] - You are on the Waiting List!”.

5. You will then be moved to the “Waiting Lists” section on your event page. To see 

this, you can click the “three dots” next to your profile name > click “Profile” > click 

“Events” > click the “Waiting List” tab.

Illustration: Your Events Page

4g. Withdrawing from an Event
1. Click the “three dots” next to your profile name.

2. Click “Profile”.

3. Click “Events”.

4. Go to the Registered/Waiting List/Pending Info tab.

5. Click the “three dots” next to the event name.

6. Click “Withdraw”.
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Illustration: Your Events Page

7. Fill in the reason for withdrawal.

8. Once filled, click “Submit”.
9. If you receive a notification “You cannot withdraw this event”, it means that you have 

passed the cancellation deadline for this event. You need to contact the 

administrator to withdraw.

Illustration: You Cannot Withdraw this Event Notification
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5. Book a Coach [Personal Coaching]
Connected coaches are automatically assigned to you, fostering an initial connection. 

However, if you're interested in exploring additional coaching opportunities beyond your 

connected coaches, you have the flexibility to do so.

5a. Book with Unconnected Coaches

1. Click “University Coaches” on the left tab under My Tools.

Illustration: University Coaches Page

2. Click on the coach you want to book.
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Then you will see this page:

Illustration: Book Your Coaching Session (Personal Coaching)

3. Continue by filling in the needed information:

a. What do you want to do during the coaching session?

b. When do you want to do the coaching session? (under Personal Coaching).

c. Additional Details.

4. Once completed, click on “Request Connections”.

5b. Book with Connected Coaches

1. Click “University Coaches” on the left tab under My Tools.

2. Click on the coach you want to book.

3. Continue by filling in the needed information:

a. What do you want to do during the coaching session?

b. When do you want to do the coaching session? (under Personal Coaching)

c. Additional Details

4. Click “Book Now”.
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6. Book a Coach [Group Coaching]
6a. Book with Unconnected Coaches

1. Click “University Coaches” on the left tab under My Tools.

2. Click on the coach you want to book.

Then you will see this page:

Illustration: Book Your Coaching Session (Group Coaching)

3. Continue by filling in the needed information:

a. What do you want to do during the coaching session?

b. When do you want to do the coaching session? (under Group Coaching).

c. Additional Details.

4. Click “Request Connections”.

5. You will not be able to join the coaching session if the session does not reach the 

minimum member.
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6b. Book with Connected Coaches
1. Click “University Coaches” on the left tab under My Tools.

2. Click on the coach you want to book.

3. Continue by filling in the needed information:

a. What do you want to do during the coaching session?

b. When do you want to do the coaching session? (under Group Coaching).

c. Additional Details.

4. Click “Book Now”.

5. You will not be able to join the coaching session if the session has not reached the 

minimum member.

7. Mock Interview
7a. Select Mock Interview Template

1. Click "Mock Interview" on the left tab under My Tools.

2. Click "All Samples" to view all Mock Interview Templates.

Illustration: Mock Interview Page

3. Select the Mock Interview Template that you would like to try and click "Start 
Simulation".
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7b. Take a Mock Interview with Video Response
Once you encounter interview questions that require you to record yourself, you can click 

"Start Recording" to respond in video form.

Illustration: Mock Interview Simulation

7c. Take a Mock Interview with Text Response
Once you encounter interview questions that require you to type your answer, you can type 

your response within the allotted time and click "Next Question".

Illustration: Mock Interview Simulation
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7d.  Skip a question in a mock interview
You can skip any question during the mock interview session by clicking “Skip Question”.

Illustration: Mock Interview Simulation

7e. View Mock Interview Submission and Feedback 
1. Upon completion of a mock interview session, you can click “Review Your 

Responses”.

Illustration: Mock Interview Simulation

2. You will be redirected to this page. Here, you can view your responses and 

feedback provided by your coach, if any.

35



Tung Wah College Life Planning Centre Portal Guidebook - for Student

Illustration: Mock Interview Review

8. Logging Out
1. Click on the “three dots” on the left sidebar and next to your profile avatar.

Illustration: Logout

2. Click on “Logout”.
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9. Technical Support
Should you require any technical or non-technical support, our dedicated support teams are 

here to assist you. Please reach out by emailing sao@twc.edu.hk.

Please provide a screenshot of the error message so we can assist you promptly.
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