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Navigating the Search 
in Oil and Gas Job 

Search CV Database
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• To access the CV Database on Oil and Gas 
Job Search hover over Candidates and 
select Resume Database from the 
dropdown. This will take you to the Oil 
and Gas Job Search CV Database. 
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Start your search by listing 
Keywords related to the position 
you are looking to fill. The 
keyword field works with Boolean 
Search

The job title section allows you to 
search only for relevant job titles 
in candidates. 

Select a geographic location for 
your search. City or Post code will 
work

Select a country/state for you 
search. 

This allows you to search the 
candidates by nationality. 

Select to search the CVs by 
when they were last 
updated. 

Select radius 
from the 
city/postal code

Tick this box if 
the candidate 
has to have the 
right to work in 
the EU.
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It is also possible to select 
a previous search and a 
saved search
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This filter will let 
you filter the 
candidates based 
on if they’re looking 
to work full time, 
part time etc. 

The Advanced Search filters 
allow you to be even more 
specific in what you’re looking 
for from a candidate. 

Choose the lowest and 
highest qualifications 
you’re looking for.

Filter candidates by the lowest 
required experience and the 
highest required experience. 



7 | Oil and Gas Job Search

Search allows you to do a general 
search of all candidates in the system or 
the most active candidates

The bar at the bottom allows you to see how 
many actions that are available for the day and 
for the month. 
It also lets you know when the actions reset. 

View More Details will let you see a more 
detailed overview of the actions that have 
been taken in the CV Datsbase. 
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Search Results
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Once you have run the search you can amend it with fields similar 
to the original search page. 

The results will automatically be filtered by relevancy. If you want 
to change this click on the ‘CV Date’ for a drop down of options.
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Click the Job Title to access the 
Candidate profile.
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The options in the right corner will 
allow you to download the CV, 
contact the candidate or forward 
the CV. 
The three dots allows you to report 
the CV if you suspect it’s not an 
actual candidate. 

To view more of the 
Professional Experience and 
Education please click on the 
relevant tabs. 

Please note that if there is no 
Download option on the 
candidate it is because the 
candidate has provided their 
CV in the copy/paste section. 
You will be able to copy the CV 
or forward it in this scenario. 
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To go back to your search 
results click ‘Back to list’

You can easily switch between 
the candidates from your 
search on the list on the left 
side.
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You can perform bulk actions by 
selecting the candidates either 
individually or all on the page.

Will mark all 
candidates on 
the page

Will mark only 
the one 
candidate
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When you have selected the 
candidates you can either tag 
them or you can forward them 
to share with anyone in the 
company

You can also save the 
search or create a CV 
Alert from here.



15 | CONFIDENTIAL AND PRIVILEGED

You will get real-time notifications when you 
select Instant option. 

To save a search without setting up alters click 
on Save Search and do not tick Notify me by 
email/notifications
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To access your saved 
searches hover over CV 
Search and click Saved 
Searches in the drop 
down.
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You will have a list of your saved searches that 
will give you an overview of the names of the 
searches, when it was created, the 
notification settings, the frequency, who it’ll 
be sent to and you have some action buttons. 

You can delete the saved search from here by 
clicking the trashcan or edit it by clicking the 
pencil. 



If you have any questions please reach out to the Customer Support team

support@oilandgasjobsearch.com
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Thank you!
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