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1. Introduction

Career Guidance & Counseling Portal is one of the initiatives of the Human
Resources Development Fund. The portal aims to enable Saudis, including
students, job seekers, and employees, to make career fields and choices
that suit their abilities and aptitudes through an integrated system of
career education and counseling services. This document contains a

detailed explanation for how to use the portal services.
2. Getting Started

In order to get started using the system, go to the link https://subol.sa/
through your preferred browser (we recommend using Google Chrome for
a better user experience). After accessing via the link, the Homepage will

appear to you, and you can view the content through it.
2.1 Homepage

The Homepage displays all Subul portal services for the registered user
and the visiting user, but there are some services that require logging to
benefit from them. Figure 1 shows the main interface of the portal; the
upper part of the page contains the primary links to the portal, the option
to change and format the website’s color, and the general search box in

all portal content. It also contains all Subul services (which will be
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mentioned in detail in Section 2.2) followed by an introductory video

about the portal.

The Homepage also contains the four user progresses, namely (Secondary
Student, University/Diploma Student, Job Seekers, and Employees), which
takes him on a tour of all the services of Subul portal as shown in Figure 2.
The latest portal news can also be accessed from the Homepage (Figure

3) and the CV preparation tool (Figure 4).

The bottom of the Homepage contains a link to HADAF page on social

media, the unified contact number, and the policies and conditions.
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Figure 1: Subul Portal Homepage - Upper Section.
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Figure 2: Homepage -Registered User Progresses.

LAl

Figure 3: Subul Portal Homepage - News
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Figure 4: Homepage - CV Builder Tool:

2.2 Subul Services

Subul Portal provides the following services to both the visiting user and

the registered user.
2.2.1 Aptitude Scale

A registered user can take the career aptitude test by accessing the career
aptitude page from the top bar, and then clicking on the “Go to the Test

Page” button (Figure 5).

As for a visiting user, he needs to sign-up to benefit from this service.
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Remark: Whenever a registered user takes the career aptitude test, the
test results will be saved in his profile on the portal, and he can review

these results at any time.
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Figure 5: Scale of Aptitude Page
2.2.2 Career Path

A registered user or a visiting user can view the career paths according to
the Arab classification and the Singapore classification by accessing the

career path page from the top bar on the page.
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Figure 6: Career Path Page
2.2.2.1 Arab Standard Classification of Occupations

Visiting user or a registered user can view the Arab classification
occupations according to the (educational level, years of experience,

educational field).
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A visiting user or a registered user can also search in and filter the
occupations in the Arab classification according to: the educational level,

years of experience, educational field, and specialization (see Figure 7).

He can also review the details of each occupation, and compare
occupations. A registered user only can add occupations to the list of his
preferred occupations by clicking on the asterisk (*) symbol next to the

occupation name.
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Figure 7: Results of Searching in Occupations

A registered user can also compare occupations (at least three
occupations) by clicking on the “Compare” button next to the occupation
name as in Figure 7, then clicking on the “Comparison Results” at the

bottom of the page to review the comparison results as in Figure 8.
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Figure 8: Occupations Comparison Results
2.2.2.2 Singaporean Classification

A visiting user or a registered user can search in and filter Singaporean
classification occupations according to: (occupation field, specialization),

and he can also review the details of each occupation.
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Figure 9: Search results in Singaporean Classification
2.2.3 Specializations

A registered user or a visiting user can review the career fields and
specializations in Saudi universities as in Figure 10 by clicking on the
“Specializations” button in the “Subul” services bar. Figure 11 shows the
scientific fields and specializations in each field of bachelor's and diploma

degrees in each specialization as in Figure 12.
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Figure 10: Specializations
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Figure 12: Scientific Fields - Specializations

The user can also review the list of (public and private) Saudi universities
by clicking on the “Universities and Colleges” button in Figure 10 which
will review a list of universities as in Figure 13. The user can view the list of
specializations in any university by clicking on the “University Name” as in

Figure 14.



dayy il ojlg ol
HUMAN RESOURCES
DEVELOPMENT FUND

VISIONd_Jd) N wé

djagoud! dujell dalooll
KINGDOM OF SAUDI ARABIA

Y Wdnil | deilidl dliwdl | alilaa] | Jos ge 830

(sidall ALyl algai A Ao Gy alnnatll R wathgll jluall ) Josall gulido 2

e

oxn el L LHD Layly dyjlayl pglell dlail Adsy) ;p_l)

dyorluyl &_v_oL;Jl) ploally duail &JLniJI)

a & & &

833y Aypaillg gliwll gal ddall ‘éu.ljl_iﬂ[) oblll jany dlayl aJJA“)

( - - sl pl mb)

@ (&bl s34l pi doola )

C
C
dngisall dyell dzotat ) dxigyTalyl dngewll deolall )
C
C
C

(@341l s)all pi dols )

P P ©O s Jnil  deildll diwil  alilaal  Juw ge 8340

sidall sl algai A7 Jiaiunll gao alnnaill R wathgll jLuall ()

aayl

aldlall dgeolall digyoll ) Gldliall dreolall dijaall dylall Alulallg pglell plus dgiluiyl pglell plusl
(dgiluiyl pglell pludl) alwljall g pglell pluwal

(dubll
[ il dls j Gj&ll;.!.c 1 olhlin ol a.usj 1D Gys J L Jlacl 8yl5] duls j
aijlall dyhll aloaill
JUVIg dalull a8 didyaill Alwlpall duls dpulpull pglellg Ggdall 45 wapeill dus
gaiaoll dorig

Figure 14 Universities — List of Specializations
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2.2.4 Occupations of the Future

A registered user or a visiting user can view the list of occupations of the
future by clicking on the “Occupations of the Future” button in the Subul
services list as in Figure 15. He can also search and view the details of
each occupation and add it to the list of preferred occupations.
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Figure 15: Occupations of the Future
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2.2.5 Career Counseling Tools

A registered user or a visiting user can benefit from career counseling
services by clicking on the “Career Counseling Tools” button in the Subul

services bar. The services provided to the visiting user are:

1- Encouragement Stories: a collection of videos of success stories in

different fields.
2- CV Preparation Skills: a guidance article for how to prepare a CV.
3- Educational articles.

4- Personal Interview Skills: A guide article for personal interviews.5-

Joining the Subul portal’s career counseling network.
6- A list of career education and counseling standards.

7- Occupation Week: an interactive fund to raise high school students’
awareness about different career paths, the skills needed to succeed in

them, and entrepreneurship and counseling skills.

8- Links to career counselor development certificates.
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Figure 16: Career Counseling Tools - Visiting User

There are also additional services provided only to the registered user
seeking a job, namely communication with the career counselor,

including:

1- Booking a career counseling session with a career counselor at one of

HADAF'S branches.

2- Booking a career counseling session over the phone with a career

counselor.

3- Opening a career counseling ticket.
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Figure 18: Communication with Career Counselor
1- Booking a session with a career counselor:

When you click on “Book a Session with a Career Counselor”, you will go
to the booking page to specify the purpose, place, and date of
consultation (the date of consultation shall be two working days after the
date of booking) as in Figure 19, then you will select the appropriate time
of your session from the list as in Figure 20, then it will be reviewed and

approved as in Figure 22.
2- Booking a call with the career counselor.

3- When you click on “Booking a Call with the Career Counselor, “you will

go to the booking page to specify the purpose and the date of
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consultation (the date of consultation shall be two working days after the
date of booking as in Figure 23), then select the appropriate time for your
session from the list as shown in Figure 24, then it will be reviewed and

approved as in Figure 25.
4- Opening a ticket with the career counselor:

When clicking on “Open a Ticket with the Career Counselor”, you will go to
the ticket page as in Figure 26. When you fill in all the mandatory fields
and send the ticket, it will be replied to by the career counselor (the reply

will be available in the user’s profile.
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Figure 19: Booking a Career Counseling Session — Part One
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Figure 20: Booking a Career Counseling Session — Part Two
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Figure 21: Booking a Career Counseling Session - Part Three
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Figure 22: Booking a Career Counseling Session — Part Four
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Figure 23: Booking a Call with a Career Counselor - Part One.
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Figure 24: Booking a Call with a Career Counselor - Part Two
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Figure 25: Booking a Call with a Career Counselor - Part Three
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Figure 26: Opening a Career Counseling Ticket

2.3 Registration process

To register in Subul portal, click on “Login” from the top bar, then “Sign
Up” as in Figure 27, then enter your ID number and date of birth as in
Figure 28, then complete the rest of the required registration data as in
Figure 29. (Remark: you shall use a valid mobile number and email, and
shall use the same email used in “Doroob” platform to link the training
courses in Doroob with Subul platform), then confirm the mobile number
by entering the verification code and activate the email by opening the

link sent to the registered email.
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Figure 29: Second Stage of Signing up in the Portal
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2.4 CV Preparation Tool

The Subul portal provides a CV preparation tool, which can be accessed
through the Homepage, and then click on the “CV Preparation Tool”
button as in Figure 4. The CV can be prepared in Arabic or in English as in

Figure 31. CV preparation takes place in five stages:
1- Personal Information (Figure 32).

2- Scientific Qualifications (Figure 33).

3- Certificates (Figure 34).

4- Work Experiences (Figure 35).

5- Export the CV in PDF or Word format (Figure 36).
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Figure 31: CV Preparation - First Stage
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Figure 32: CV Preparation - Second Stage
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Figure 33: CV Preparation - Third Stage
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Figure 34: CV Preparation - Fourth Stage
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Figure 35: CV Preparation - Fifth Stage
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2.5 Registered User’s Profile

The registered user can log into his profile by clicking on the “Profile”
button in the top bar of the page. The profile shows all registered user’s

data, such as:

1- Preferred occupations and specializations.

2- Training courses enrolled on Doroob platform.
3- Enrolled workshops (located at HADAF).

4- Results of the career aptitude test.

5- CV (in both Arabic and English).

6- Open and closed tickets.

7- Career counseling services (career counseling tickets, dates for booking

a session or a call with a career counselor).

8- Personal data of the registered user.



VISION d__J4)

djagoud! dujell dalooll
KINGDOM OF SAUDI ARABIA

simall aliyyl algsl A7

L st |

Jrdiwall gmo ¥

!

asilidl aliuin alubas)

| Juw ge 83

kgl jluind

du_nii B9 .
aypadl ojlg_olJl
HUMAN RESOURCES
DEVELOPMENT FUND

dlayll dbys @

amo aMall ailuaas

<

JiaLiuntl atananlg

doalill apclgall

2aclge aneu Y
calgaaill Josl g dpyad Cilygs
o el dlpunall Glygll o dlawaall 3ygall
o ST jlize ing o dloiso )93

ol Mmung usl
pasall @Gl
Jasil 5o getalal - Al ggl

et ala

Figure 37: Profile
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