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Using your web browser, enter the URL https://pesojobs.ph/

Back to Process 
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You will be redirected to the login / 
registration page of the system

Select REGISTER NOW to create an 
account

• Account Recovery for existing account
If there is a problem encountered in 
logging in, and there is a need to recover 
an existing account using the same email 
address, select RECOVER ACCOUNT, and 
check your registered email account for 
further instructions.
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Select EMPLOYER

Enter all the information required in the 
registration form

Select ACCEPT OUR TERMS AND 
CONDITIONS

Select CREATE ACCOUNT to proceed

Note: Verification link will be sent to your 
email address. Follow the link for account 
verification before logging in to the 
system.
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You will be redirected to the home page of the system, after successful login 
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After successfully registering to the system, you are required to provide or update your 
company details subject for approval of the PESO to be able to post job vacancies.
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Select your PROFILE PICTURE / ICON and select COMPANY DETAILS
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Enter all the required information to update your company details & information
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Select if a Licensed Overseas Recruitment Agency (LRA) or Private Employment Agency 
(PEA), then enter your business address / location, contact information and upload your 
company logo. Select SUBMIT button to finalize.
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Select LEGAL DOCUMENTS to attach your company’s legal documents subject for review and 
approval of PESO

Back to Process 
Map



Select CHOOSE FILE to upload a document and enter the DATE ISSUED and DATE EXPIRY then 
select UPLOAD once completed.

Note: Uploading of the type of your proof of ownership depends on the selection of your 
establishment type. Back to Process 

Map



Once the PESO has already approved your registration, you will be able to post your job vacancies

You will be notified in the system dashboard that your company is fully registered and will be able to 
post job vacancies. JOB POSTS function will be enabled
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Select JOB POSTS and select ADD 
VACANCY / JOB POST and enter all the 
required information
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Select JOB POSTS and select ADD 
VACANCY / JOB POST and enter all the 
required information then select SAVE 
when done
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You can VIEW, UPDATE          and MONITOR your job vacancy. REMOVE       if necessary
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Select APPLICATION to view applicants who applied for the posted job vacancy
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Select an action to VIEW APPLICANT, SCHEDULE AN INTERVIEW, HIRE or REJECT an 
application
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Select VIEW APPLICANT icon           to view the 
applicant’s system generated CV or you may 
download the uploaded / attached CV of the 
applicant
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Select SCHEDULE AN INTERVIEW icon           to 
send a message to the applicant regarding the 
details of the interview.

Include in the notes the interview platform (face 
to face / phone call / online interview)

Applicants may send a reply to the employer.

Select SUBMIT when done
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Select ACCEPT / HIRE APPLICANT icon           to hire the applicant

Enter the hiring date. Once hired profile of the hired applicant shall be reflected in the HIRED module.

The application status and number of job vacancies per Job Title / Position will be updated.
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