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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

Welcome Back to Tung Wah College

Signin now to explore our events & resources

B8 SIGNIN WITH MICROSOFT

lllustration: Successful Log-In

On the top right corner, please click “LOGIN”.
You will need to click “SIGN IN WITH MICROSOFT".

Choose your student email and enter your password if asked.

o &~ 0N

You will see the below picture if you successfully log in.

©2024 Kinobi, This document is confidential,
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° Eky User

EEN -

3 File Depository

B3 Companies
(1] Resume Builder
5] Job Portal

B} Events

B3 MockInterview

[~
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. Home
«

Welcome Back, Eky User

Manage Your Work and Career

View your job offers

o

VIEW ALL YOUR JOB OFFERS >

Uriversity Coaches

Your Resume
Let's see how you can improve your resume scores Create your brand new resume

Start your resume from the beginning

Clishee 7 i

~ y
1o Testing User Guides - Eky ,

Explore available resume templates

Choose a resume template to start with

EXPLORE RESUME TEMPLATES > %

VIEW ALL MY RESUMES >

poweredby X% Kinobi ©2024 Kinobi. All rights reserved.

lllustration: Successful Log-In

1b. Accessible Feature

File Depository
Companies
Resume Builder
Job Portal
Events
University Coach

Mock Interview

©2024 Kinobi. This document is confidential.
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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”.

wERR Resume Builder
TUNG WA Coece
Choose a template or create your own A renpaTEs
° Eky User
=N
A Home

3 File Depository

B Companies
My Resumes
[ Resume Builder Drafts (1)
e
%) Job Portal
(&} Events

University Coaches

Eky Upload

1 Mock Interview

@ Tung Wah Coll

o Completed (1)

powered by X% Kinobi ©2024 Kinobi. All rights reserved|

lllustration: Resume Builder Page

Enter your resume title.

Fill in all the required information on your resume.

024 Kinobi. This document is confidential.




REBR
TUNG WAH COLLEGE

Tung Wah College Life Planning Centre Portal Guidebook - for Student

2ai. Entering Your Personal Information
1. Fill in your personal information.
Name.
Phone Number (Optional).
Email Address (Required).
LinkedIn Profile (Recommended).
Short description of yourself.
Photo (Optional with JPG, JPEG, or PNG format).
2. You can click the Tips button to view the Resume Builder Guide video and other

-~ 0o a0 T o

tips to help you achieve the maximum score on your resume.
3. Click “Save & Continue”.

Ay Arial >~ Tr Small ~ [= 14 % DOWNLOAD ~

@ HeaderandLine -
Fill In Your Personal Information ¥ s Eky User, your overall resume score s 10%
felprecruiterstogetintouch withy

Left

This score was generated a few seconds ago
Youhave unlimited resume scoring. SEE MORE DETAILS >

Eky User
EKY USER

hone Number (Mobie)

=

I

O

i3} .
o Email Address

ekyusermentee@kinobi.asia

Linkedin Profie URL

]

& 7o "

@

=

= Drag or upload your photo here.
+ Dimension: 240x240 px; Format: .jpg, .jpeg. .png; Max Size: 2MB

CANCEL SAVE & CONTINUE
o

powered by % Kinobi ©2024 Kinobi. All rights reserved.

lllustration: 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”.
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 “l 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.

Click “Save & Continue”.

° ° A1 Arial > Tr osmal v 1= 14 * DOWNLOAD ~
personal Professional _
-] Information @ Headerandline = Let -
=
@ Work Experiences /' & TIPS Eky User, your overall resume score is 10%
Startwith your most recent (newest) experiences.
s afewsecondsago N
SEE MORE DETAILS
o
Implementation Manager in Kinobi g~
B EKY USER
E pany Location Cit: Country
m) . .
Singapore, Australia, Hong Kong, and Indonesia
pton (Options
® Education Technology Software
= 4
Start Date (Month) Start Dste Vear £ndDate (Month EndDate (Vesr
Apr - 2024
1am currently working here
| @ Addexperience :
o |
poweredby X% Kinobi ©2024 Kinobi. All rights reserved.

lllustration: 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:

School (University) Name.

School Location (City, Country).

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

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

Education Level and Description.

GPA (Optional but Strongly Recommended) and Max GPA.

g. Activities and Achievements.

~ 0 o 0 T o

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”.

.
: n a A Aial o~ T Small v IS 14 + DOWNLOAD
persons rotessions coucaton

e @ Hemiine . = i -

@ Education Level / * TIPS
Startuthyour most recent ducati

=) Switch tofirst section @

il

National University of Singapore g~ EKY USER

o
5]
- StrtDate s GracuationDate (e
e 2015 - || 2019 -
=]
® ApBDDOCUM

| ® Add education i

° e ‘

powered by % Kinobi ©2024 Kinobi. All rights reserved.

lllustration: 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:
Organisation/Event name.
Your Role/Position Title.
Organisation Description (Optional).
Activity/Event/Organisation Location (City, Country).
Start Date (Month) and Start Date (Year).
End Date (Month) and End Date (Year).

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

-~ 0 o o0 T o

@

organisation.
h. Role Description.
4. Click “Save & Continue”.

n a . Ay Arial ~ Tr Small ~ = 14 # DOWNLOAD ~
Professional Education
. Header and Line v -

= Left

N Organisational Experience #' ¢ ¥ TIPS Eky User, your overall resume score is 10%

SEE MORE DETAILS >

Head of Mobilty Team - Marketing and Communication g~
EKY USER

Start Date (Month) Start Date (Year) £nd Date (Monkh End Date (Year)

BACK SAVE & CONTINUE

powered by T% Kinobi ©2024 Kinobi. All rights reserved.

lllustration: 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.

e
° o o Ry Arial > Tr smal v~ = 14 3 DOWNLOAD ~
Personal Professional Education Organisational _
[ -] Informatio @ Headerandline v = Lett
=
@ Skills, Achievements & Other Experience #’ 4 TIPS Eky User, your overall resume score is 10% © UPDATE MY SCORE
Add kills and achievements relevant to the job that you're applying for
This score rated a few seconds ago
o You have unlimi ing. SEE MORE DETAILS >
Projects B A
EKY USER
Projects - Work Experiences
Year
O 2018
= -
Elaboration (3)
Singapore Coaching Lab is a program to blablabld Skills, Achievements & Other Experience
T —
=]

® ADD DOCUMENT/CERTIFICATE

i ® Addexperience

powered by X% Kinobi © 2024 Kinobi. Al rights reserved.

lllustration: Resume Builder Page (Others)
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2avi. Scoring Your Resume
1.

L)
]
g2

s

ur Personal Information
getintouch with you

Name

o

Eky User

Phone Number (Moble]

Emall Address

Linkedin Profle URL

e o[ e

Portfolio/Website URL (Optional)

lllustration: Creating a Resume Page

2. Click “See More Details” to see more explanations

ATS Resume Score.

vvvvv

"o
£
g

B

ur Personal Information
etintouch with you

Eky User

Phone Number (Moble]

Linkedin Profile URL

s o #r o

Portfolio/Website URL (Optional)

lllustration: Creating a Resume Page

Emall Address

ekyusermentee@kinobi.asia

usermentee@kinobi.asia

& TIPS

& TIPS

RESR

TUNG WAH COLLEGE

& o
2 5
4 arou o 40

When you have completed your resume, click the “Update My Score” button to
your right to have your resume scored.

Ap  Arial > Tr osmal v 1= 14 4 DOWNLOAD -~

@ HeaderandLine «

1

Left

Eky User, your overall resume score is 10%

C UPDATE MY SCORE

SEE MORE DETAILS >

This score was generated a few seconds ago
You have unlimited resume scoring.

EKY USER

Work Experiences

Education Level

ional Experience

Skills, Achievements & Other Experience

on the scoring factors under

Ay Aial > Tr osmal v 1= 14 4 DOWNLOAD -~

. Headerandline v = Left

Eky User, your overall resume score is 10%

C UPDATE MY SCORE

SEE MORE DETAILS >

This score was generated a few seconds ago
You have unlimited resume scoring.

EKY USER

i I

Skills, Achievements & Other Experience

3. Click on “See More Details” to see ATS Resume Score and Job Similarity.

2024 Kinobi. This document is confidential.
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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.

e o ° o o ° Aa Arial - Tr osmal - 1= 14 4 DOWNLOAD ~

Professional Education Organisational Others Review

personal _
Information @ Headerandline « = et~

"o

Review your Resume Eky User, your overall resume score is 10%
This score ws ted a few seconds ag
™ EkyUser, your overall resume score is 10% oo e SEE MORE DETAILS >
10% Your score is below 70% and it needs some improvement! .
See how you can improve it by clicking Improve Your Resume
EKY USER
IMPROVE YOUR RESUME Work Experiences.
Education Level
) Organisationsl Experience
Top 3 recommended jobs based on your resume s

Skills, Achievements & Other Experience

D SAVEASDRAFT BACK COMPLETE & DOWNLOAD

0o s ocff@ e o o»

powered by X% Kinobi ©2024 Kinobi. All rights reserved.

lllustration: Resume Builder Page (Review)

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

o o o o ° Ay Arial - T osmal v 1= 14 4 DOWNLOAD ~

Personal Professional Education Organisational Others Review

nformation @ Headerandline v = Let -

"o

@& Review your Resume Eky User, your overall resume score is 10% C UPDATE MY SCORE
. This scor rated afew second:
™ Eky User, your overall resume score is 10% \s core ias eenerateda o seconds ago SEE MORE DETAILS >

You have unlimited resume scoring.
10% | Yourscoreis below 70% and it needs some improvement!

See how you can improve it by clicking Improve Your Resume

IMPROVE YOUR RESUME Work Experience:

Education Level

EKY USER

Top 3 recommended jobs based on your resume v - - e

Skils, Achievements & Other Experience
D SAVE AS DRAFT BACK COMPLETE & DOWNLOAD

e s ocf@er oo

poweredby X% Kinobi ©2024 Kinobi. Allrights reserved.

lllustration: 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.

@ wEER Resume Builder
TUNG WAk Goiece

Choose a template or create your own
e Eky User [

| =N2

@ Home

3 File Depository

B companies

My Resumes
[ Job Portal
[E} Events

University Coaches

Eky User
Resume

Eky Upload
) Mock Interview

° Completed (1)

powered by % Kinobi ©2024Kinobi. All rights reserved.

lllustration: 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.

024 Kinobi. This document is confidential.
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3. Job Portal

3a. Using the “Search” Feature
1. Click on “Job Portal’ on the left tab.

EEE e Job Portal

e Eky U:
Showing 6 ob openings.
=N
o n
‘ @ Home
[ File Depository VFILTERS 0 Reset
R Saved Jobs ~ 9 Hong Kong
B3 Companies o @ WorkFrom Office - Full Time
Yes @ HKD30000- 31.000
QO o
(] Resume Builder . n
9 Countries @t Kinobi Pte. Ltd @t Kinobi
[2) JobPortal @ Employment Types ~ Accounts Receivable (Credit)
[} Event:
© University Coache @ SGD 1000-1.200 ® HKD 12.000- 15,000

B3 Mock Intervie: % Work Term/Season v

o Work
Arrangements

& Industries

F CompanyList

m Programmes

> << <

@ Application Type
O easyApply

O euermartine

-

poweredby X% Kinobi ©2024 Kinobi. All rights reserved.

lllustration: 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.

2024 Kinobi. This document is confidential.
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3b. Using the “Filters” Feature
Bum

em‘)w Q search by titl pany, or industr

‘Showing 6 job openings

n n n n
. Cathay Pacific
@ Home & MANAGE ALERTS
Consultant
T3 File Depository VFILTERS 0 Reset
9 singapore 9 Cathay City, Hong Kong
N m Saved Jobs ~ & Hybrid - Ful @ HongKong Worl Office - Student Helper
B Companies O ® SGD700-1. @ Work From Office - Full Time L aid)
Yes Post 357 ® HKD30000-31000 © HKD123-125
O no
() Resume Builder o Countrics . 0
2] JobPortal @ Employment Types
O Fuimime
B Events O partTime :
@ Remote - Full Time @ Work From Office - Part Time
[ student Helper (Paid)
@ 56010001200 @ HKD 12000- 15000

B MockInte % Work Term/Season v

m Programmes v
@ ApplicationType A

O Easy Apply
O extemalLink

poweredby ¥% Kinobi ©2024 Kinobi. All rights reserved.

lllustration: Job Portal Page

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.

2024 Kinobi. This document is confidential.
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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.

¥ .
wuciﬁ ccccc € BACK

Eky U A . "
© o Accounts Receivable (Credit) Related Jobs
spires on 10May 202
T Kinobi
=N @1 Kinobi Pte. Ltd 9 Singapore, Singapore Cathay Pacific A
 FullTime « Internship 2 Remote

Ce Itant

@ Home ® SGD 1,000- 1,200 onsuitan

‘ SAVE ‘ Easy ApPLY [

of the company ensuring timely
ies may include evaluating credit risk, setting credit limits, monitoring

[ Resume Builder
() s including resolving any disputes on invoices.

eceipt to customer invoices and maintaining an up-to-date customers’
[} Events

« Perform credit risk review on all credit application.

@ University Coaches
REQUIREMENTS

B MockInterview « To assist manager in improving the financial business

month end closingir

ey

« Preparation and reconciliation of schedules on balance sheet accounts on monthly basis.

'8 of monthly, quarterly, and ad-hoc management debt reports.

APPLY FOR ACCOUNTS RECEIVABLE (CREDIT)

FirstName * Last Name *

° Eky User

powered by X% Kinobi ©2024 Kinobi. Allrights reserved.

lllustration: 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.

EROR

Eky User
©~ Consultant Related Jobs
Expres on 11 May 202
=N - > CATHAY 5 Cathay Pacific 9 Cathay City, Hong Kong X
3 Student Helper (Paid) « Entry Level 2 Work From Office
cc ivable (Credif
R Home © HKD123-125
£ FileDepository ‘ save ‘ cer | aapore
& Remote-Full Time
@ 56D 1.000-1200
B Companies

ROLES & RESPONSIBILITIES
« Responsible in managing the collection of customers’ outstanding debts, including resolving any disputes on invoices.
« Administration of credit control tasks including applying receipt to customer invoices and maintaining an up-to-date customers’

o R sl outstanding balances.
esume Builder

« Perform credit risk review on all credit application.
23 JobPortal

I

[E} Events

& University Coaches

P MockInterview

=

poweredby T% Kinobi ©2024 Kinobi. Al rights reserved.

lllustration: Apply Now: Redirect to the external job link
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3d. Viewing Your Job Progress (Via Profile Page)

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

T Kinobi

o [

= -

R Home

3 File Depository
B3 Companies
42:, Student Clubs
B Communities

i Universities

(1] Resume Builder
) JobPortal

[@ Career Assessment
© Courses

Cover Letter Builder
[ Events

£ scholarships

Mentors
Intoring Programme

>

®

m @

Jobs

EkyFas / YourProfile / Jobs

Your Jobs

0 saved(0)
2 Applied (0)
E2 withdrawn (0)

| (3 Interviewing (1)
|E Declined/Ignored (0)

IS Accepted (0)

Active Jobs

& oOffered (0)

Y% Currently Working (0)
Work History (0)

Rejected (0)

Self-Sourced Job

@© Request History

REQUEST JOB CREATION

poweredby X% Kinobi

Q Searchyourjobs

- Kinobi

Job testing mega software engineer
@ Jakarta, Indonesia

@ Work From Office - Full Time

@ IDR 4,000,000 6,000,000
Posted May 21,2024 11:13AM

lllustration: Your Jobs Progress

2. Click on “Your Jobs”.

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

©2024 Kinobi. All rights reserved.

®

o []

=N -

X Home

3 File Depository
[ Companies
22, StudentClubs
A Communities

o Universities

[ Resume Builder
23 JobPortal

[T Career Assessment
© Courses

3 Cover Letter Builder
[ Events

£ Scholarships

Mentors
htoring Programme

3

@ o

EkyFas / YourProfile / Jobs

Your Jobs

[ saved(0)
2 Applied (0)
E2 withdrawn (0)
‘ 3 Interviewing (1)
Declined/Ignored (0)

&5 Accepted (0)

Active Jobs

& Offered (0)

Y3 Currently Working (0)
Work History (0)

Rejected (0)

Self-Sourced Job

(© Request History

REQUEST JOB CREATION

powered by X% Kinobi

Q search your jobs

s Kinobi

Job testing mega software engineer
@ Jakarta, Indonesia

@ WorkFrom Office - Full Time

© DR 4,000,000~ 6,000,000
Posted May 21,2024 11:13AM

lllustration: Your Jobs Progress

024 Kinobi. This document is confidential.
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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.

[

Showing 5 events

& Category A - |
D A ,
[ Leadership development 8

O =

Empower Youth: Mentoring Day Fest [Paid) Voluntee:

@ Statu y 3 19 September 2024

3 30 May

17:30 - 20:40 Asia/Hong_Kong 09:31 - 11:31 Asia/Jakarta 12:15-22
s Event Type

2 Event Audience
® EventMode

m Academic Programme

—E

.

lllustration: Events Page

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

Events Empower Youth: Mentoring Day Fest

Empower Youth: Mentoring Day Fest ®
£y Student Development 4 Seminar
@ campusaA {3 19 September 2024
(©  17:30-20:40 Asia/Hong_Kong S Free
INVITE LINK
https:/twclpc-staging.app.kinobi.asia/events/65e04329a51e11001¢c63b321 [n]
ABOUT

Join us for an inspiring day at the Empower Youth: Mentoring Day Fest! This exciting event brings together young individuals and experienced mentors for a day of
engaging activities, insightful workshops, and meaningful connections. Discover opportunities, gain valuable skills, and be inspired by motivational speakers. Whether
you're looking for guidance, networking, or personal growth, this fest is designed to empower the next generation. Don't miss out on this chance to make a difference and
be part of a community dedicated to youth empowerment!

lllustration: Events Page

2024 Kinobi. This document is confidential.
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4. Click “Register Now”, and you will be registered for the event.

Empower Youth: Mentoring Day Fest ®

nAo Student Development Kﬁ Seminar
@ Campus A EI 19 September 2024
® 17:30 - 20:40 Asia/Hong_Kong $ Free
INVITE LINK
https:/ftwelpe-staging.app.kinobi.asia/events/65e04329a51e11001¢63b321 0
ABOUT

Join us for an inspiring day at the Empower Youth: Mentoring Day Fest! This exciting event brings together young individuals and experienced mentors for a day of
engaging activities, insightful workshops, and meaningful connections. Discover opportunities, gain valuable skills, and be inspired by motivational speakers. Whether
you're looking for guidance, networking, or personal growth, this fest is designed to empower the next generation. Don't miss out on this chance to make a difference and
be part of a community dedicated to youth empowerment!

lllustration: 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.

Events Empower Youth: Mentoring Day Fest

Empower Youth: Mentoring Day Fest ®

cle Student Development K/: Seminar
© cCampusa [3) 19 September 2024
@ 17:30- 20:40 Asia/Hong_Kong $ Free
INVITE LINK
https://twclpc-staging.app.kinobi.asia/events/65e04329a51e11001c63b321
ABOUT

Join us for an inspiring day at the Empower Youth: Mentoring Day Fest! This exciting event brings together young individuals and experienced mentors for a day of
engaging activities, insightful workshops, and meaningful connections. Discover opportunities, gain valuable skills, and be inspired by motivational speakers. Whether
you're looking for guidance, networking, or personal growth, this fest is designed to empower the next generation. Don't miss out on this chance to make a difference and
be part of a community dedicated to youth empowerment!

lllustration: Events Page

024 Kinobi. This document is confidential.
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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:

® Please note that there are prerequisites that need to be completed before attending this event.
Empower Youth: Mentoring Day Fest
PN £ Campus Project A% Workshop/Training
" 1 2= AllStudents (2 Facetoface
’ Q Jakarta 9 05March2024
‘k ‘ © 1300- 16:30 Asiaf)akarta
-
INVITE LINK SPEAKERS
https://demo.app kinobi.asia/events/655eedddb744fb001c2b11b5 (] @ RainaLim
© Singapore
Xue Er
@ Indonesia

£ Adrian Wong
Cto At Mixpanel
@ Indonesia

ABOUT

Empower Youth: Mentoring Day Fest is a dynamic event aimed at connecting experienced mentors with eager young minds. Through a series of engaging webinars and interactive workshops, participants will gain valuable insights, guidance
and skills to navigate their personal and professional journeys.

REGISTER NOW

Registration closes in 0 days 21 hours
13 minutes

lllustration: Events Page

4. Click “Register Now”.
5. You will be redirected to Your Events page under the Pending Info tab.

DinaraSafina / YourProfile / Events

Registered (1) ~ WaitingList ~ Pending Info (1)

Q_ Search by event name =

— FILTER

EventName © Event Progress 0

Company © Prerequisite Status ©
Empower Youth: Mentoring Day Fest 1 PrereqL es Completec
Expired on 5th March 2024 16:30 (+07)

Pending

lllustration: Your Events Page
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Click the Event Name.

Go to the Prerequisite tab.

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.

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.
2.
3.

Click “Events” on the left sidebar.
Find a certain event using Filter or Search Box.

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

@  Plcase note that there are prerequisites that need to be completed before attendingthis event.
[Paid] Volunteer Training Practices 6)
£ Leadership development F4 Youth Camp
25 AllStudents (s) Facetoface
Q FoF 3 30May2024
(©  09:31-11:31 Asia/Jakarta $ HKDS50
INVITE LINK
https://twelpe-staging.app.kinobi.asia/events/65f8f943a51e11001c696c48 [n}
ABOUT

Elevate your volunteer experience by attending Volunteer Training Practices. This comprehensive training session is designed to equip volunteers with essential skills
and best practices. Participants will gain valuable insights from expert trainers, engage in hands-on activities, and network with like-minded individuals. Enhance your
impact and prepare for meaningful volunteer work. Reserve your spot today and take the first step towards making a difference!

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

Event Registration Successful!
Get ready to register by completing all required prerequisites

in advance. Check your email for important details and
payment links.

SEE PREREQUISITES

l OPEN EMAIL }

lllustration: Events Page

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

complete payment prerequisites.

AngelaMentee3 / YourProfile / Events

Registered ‘Waiting List Pending Info (1)

| Q, Search by event name = FILTER
EventName (O Event Progress (O Company (O Prerequisite Status (O C
[Paid] Volunteer Training Practices 0/2 Prerequisites Completed : . Pending z
P N
4 »

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

external link page.

€ BACK

Event Registration

Pending Prerequisite
[Paid] Volunteer Training Practices

£ Leadership development
3 30May 2024
© 09:31-11:31 Asia/)akarta

$ W50 - [Emen ]

@ Please complete all registration prerequisite before 30 May 2024, 09:31 AM

Prerequisite

Payment Receipt Submission » Form Task
Available now Available now

Payment Receipt Submission

Please upload your payment receipt below
Required Resources

Guide on Payment Proccess.pdf
Upload the completed document here

Please upload before the deadline at 30 May 2024, 09:31 AM & UPLOAD DOCUMENT
5 days remaining

lllustration: Event Registration Page

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

Upload Document

Dragor upload your file here
Upload in maximum size 2MB.

‘CANCEL UPLOAD

lllustration: Event Registration Page

124 Kinobi. This document is confidential.




=B

Tung Wah College Life Planning Centre Portal Guidebook - for Student TUNG WAH COLLEGE

8. Wait for the administrator to validate your payment receipt. Once validated, you will

see the status change to ‘Registered’.

AngelaMentee3 / YourProfile / Events

Registered (1) Waiting List Pending Info

Q_ Search by event name = FILTER

EventName () Status (D Attendance Status () Company (O Date & Time (O C
[Paid] Volunteer Training Practices : R B 30th May 2024 09:31 -

Expired on 30th May 2024 11:31 (+07) : egistere 11:31 (GMT+07)

lllustration: Your Events Page

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

@ SEEE Events
TUNG WAaH COLLEGE

Angela Alfada E | Q_ Search by name of event, organizer
Christy

Angela Alfada Christy

Joined on 27 May 2024

=N - <

ﬁT Home ,% Profile

G Your Jobs

lllustration: Home Page
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Click “Events” under Campus.
Click the event name.
Go to the “During Event” tab.

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

Event Registration
[Paid] Volunteer Training Practices

do Leadership development
3 26 May 2024

© 0%9:31-11:31 Asia/)akarta
$ HKD50

:

7]\

G) Please complete all registration workflow before 26 May 2024, 09:32 AM

Prerequisite During Event Post Event

Upload Resume
Overdue A

Q S
3 S
4 arou o 40

Registered

Upload Resume
Upload your resume so we can review your experience before you begin this volunteer training.
Required Resources

[Z] Resume.pdt
Upload the completed document here /\

Please upload before the deadline at 26 May 2024, 09:32 AM
4minutes overdue

lllustration: Event Registration Page
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4e. Submitting the Assignment Post-event
1. Click the “three dots” next to your profile name.
Click “Profile”.
Click “Events” under Campus.
Click the event name.
Go to the Post Event tab.

2R

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

T BACK

Event Registration Registered

[Paid] Volunteer Training Practices

do Leadership development
3 25May 2024

© 09:31-11:31 Asia/lakarta
$ HKD50

@ Please complete all registration post stage before 01 June 2024, 11:31 AM

Prerequisite During Event Post Event

Upload Reflection Journal
Available now

Upload Reflection Journal

Thank you for joining the volunteer training, please upload your reflection journal
Required Resources

|7 Reflection Journal.pdf
Upload the completed document here

Please upload before the deadline at 01 June 2024, 11:31 AM &, UPLOAD DOCUMENT
6 days remaining

lllustration: 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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€ BACK
Ll
&

Fvents / Alumni Fellowship Evening 2024

enterwaminG isT | [©)

»BEY%

O 12:15-2208 Hongiong

INVITE LINK

0f87¢103897d001ce86385

poweredby X% Kinobi

©2024 Kinobi. All rights reserved.

Illlustration: 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.

Registered Waiting List (1) Pending Info

Q, Search by event name =

— FILTER
Event Name (O Status (O Company (O Date & Time Contacts (D
[Paid] Volunteer Training Practices - 27th May 2024 09:31 -
: 0P Ahead -
Expired on 27th May 2024 11:31 (+07) : @ ersonanea 11:31 (GMT+07) 8

lllustration: Your Events Page

49g. Withdrawing from an Event
1. Click the “three dots” next to your profile name.
Click “Profile”.
Click “Events”.
Go to the Registered/Waiting List/Pending Info tab.

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

o bk w D
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Event Name () Status @ Attendance Status () Company ) Date & Time () C
[Paid] Volunteer Training Practices . R - 27th May 2024 09:31 -
Expired on 27th May 2024 11:31 (+07) : cgistere 11:31 (GMT+07)

X Withdraw

lllustration: Your Events Page

Fill in the reason for withdrawal.

Once filled, click “Submit”.

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.

You cannot withdraw this
event

You have passed the cancellation deadline for this event.
Please contact admin to withdraw.

£ CONTACT ADMIN

lllustration: 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.

@ wERR University Coaches
TG WAt coltEGt

Highlighted Mentors

Angela Alfada
< Christy
o o e
E N o “‘ m m
Eky Staff Admin May Fung Teja Pradipta
{ar Home

[ File Depository

[ Companies

Q_ Search by name, industry, company

[1f] Resume Builder 2. YOUR CONNECTION

(2] Job Portal T FILTERS B Reset .l Nursing &8 More .l .
Industries ~ " . .
[E} Events B Eky Staff Admin May Fung Ismi TWC Normal Admin
[J Accounting &Auditing

1 Mock Interview [ Atlied Heath

lllustration: University Coaches Page

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

Book Your Coaching Session X

Personal & Group Coaching Vousreab
What do you want to do during the coaching session?

O Sharing session

O Resumere
O Mock intervie
O Ind ustry overview
May Fung
Personal Coaching Group Coaching
Available Session Date and Time CANCEL

When do you want to do the coaching session?*

Additional Details *

lllustration: 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

Click “University Coaches” on the left tab under My Tools.
Click on the coach you want to book.
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”.

©2024 Kinobi. This document is confidential.
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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:

Book Your Coaching Session

Personal &GFOLID Coaching You are about to book a personal coaching se
What do you want to do during the coaching session? *
O Sharing session
[0 Resume review
O Mock intervi
O Industry o

May Fung

Personal Coaching Group Coaching

Available Session Date and Time CANCEL

31May 2024
@ 16:00 Hongkong 1Requested
2 10- 30 Students 29 Slot Lefts

Additional Details *
lllustration: 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.

©2024 Kinobi. This document is confidential.
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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.
Click “Book Now”.
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.

Mock Interview

Mock Interview Template ALLSAMPLES >
Business & Marketing Communication Communication Business & Marketing
Tax & Accounting Specialist Community Engagement Officer Public Relations Talent Acquisition
) Finance 1 PublicRelations 3 PublicRelations 3 Human Resource
B 4Questions | 4 Questions B 4Questions ®| 6 Questions
@ 12 Minutes @ 11 Minutes @ 8Minutes @ 13Minutes
START SIMULATION START SIMULATION START SIMULATION START SIMULATION

Completed (0)

Avg Completion: 0%

Sorry, currently there are no related mock interview participant templates

lllustration: 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.

Tax & Accounting Specialist

< BACK TO MOCK INTERVIEW g;izt)j)nComp\emn

Time Left 03:50 Questions 2/ 4

Can you discuss a complex tax issue you've encountered in your previous role? How did you analyze and resolve it?

Your Response

START RECORDING

SKIP QUESTION

lllustration: 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".

Tax & Accounting Specialist

Question Completion

4 BACK TO MOCK INTERVIEW 0% (0/4)

Time Left 00:38 Questions 1/4

Tell me about yourself

Your Response

Hi.I'm Angela...\

SKIP QUESTION NEXT QUESTION

lllustration: 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”.

Public Relations

€ BACK TO MOCK INTERVIEW DQg/uetth:)nCnmu\emn

Time Left 00:50 Questions 1/4

Tell me about yourself

Your Response

SKIP QUESTION

lllustration: Mock Interview Simulation

7e. View Mock Interview Submission and Feedback

1. Upon completion of a mock interview session, you can click “Review Your

”
Responses”.
Tax & Accounting Specialist
— ) Question Completion
< BACK TO MOCK INTERVIEW 100% (4/4)

o
a

Congratulations!

You're now 100% done with the mock interview - great job!

Your responses have been recorded and are accessible.

GO TO INTERVIEW TRAINING REVIEW YOUR RESPONSES

lllustration: 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.

©2024 Kinobi. This document is confidential.
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< BACK TO MOCK INTERVIEW
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Tax & Accounting Specialist

Question Completion
100% (4/4)

@ Completion Time: 13 minutes 41 seconds

List of Question Question 1

Tell me about yourself
Question 1

Tell me about yourself

Your Response

3 0 Feedback Available Hi, I'm Angela...

@ Completion Time : 13:24 (Time Exc

Question 2

Can you discuss a complex tax issue you've encountered in your
previous role? How did you analyze and resolve it? Feedback

Completed
(C===)) Theresnofeeaback

[3 0 Feedback Available

Question 3

How do you stay updated with changes in tax laws and

Arraninting ramdatinne?

lllustration: Mock Interview Review

8. Logging Out

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

B _

Welcome Back, Eky User

° Eky User

- ° Eky User
s olned on 24 May 202 e Your Work and Career R
m 5 e poOffers
) Your Jobs wr job offers

[ File Depository

B vou Comections

B2 Companies

Lr3

(¥ Resume Builder

2 JobPortal
VIEW ALL YOUR JOB OFFERS >
[} Events
University Coaches
Your Resume

B Mockinterview Let's see how you can improve your resume scores Create your brand new resume
Start your resume from the beginning X

7 + NEW BLANK RESUME @

1o EkyUpload

~ ]
1o Testing User Guides - Eky
Explore available resume templates

Choose a resume template to start with

EXPLORE RESUME TEMPLATES >

VIEW ALL MY RESUMES >

poweredby X% Kinobi ©2024 Kinobi. Al rights reserved.

lllustration: 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.

©2024 Kinobi. This document is confidential.
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