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I. Introduction 
placements -icai.org is a single window recruitment system for Corporates interested in 

acquiring Qualified Chartered Accountants, Freshers and Semi Qualified Accounting 

Professionals from our vast talent pool. To ease the process of recruitment and selection of 

C A’s for companies operating at multiple locations, we have set up this Resource pool and 

made the database available to the companies online. This system enables our objective to 

provide all our professionals located across India with a fair opportunity to choose and know 

their prospective employers and the career o pportunities being made available with them.  

 II.  Recruitment of Qualified Chartered Accountants 

Process Overview and Role of Company 

www.placements -icai.org, the placement portal of ICAI enables recruiting 

companies to have access to a vast talent pool of accounting professionals. 

 

Qualified CAs and Semi Qualified Accounting Professionals register on 

www.placements -icai.org. The Recruiting Company also registers in the site. 

Thereafter, the Company fills up the Proforma and specifies the time period for 

which access to the candidate database is required. The Company can now 

login and create a Job, Search for candidates and Shortlist candidates against 

each job requirement. The Company can continue this process over a period of 

time till ICAI permits. 

 



Process Details 

Preliminaries: 
1.  If you are a recruiting entity who wants to utilize ICAI's recruitment portal to source 

Qualified CAs and Semi Qualified Accounting Professionals, go to the following URL : 

http://www.placements-icai.org 

 
2.  In the Home page, click on Register Now under the head '‘Company‘ New Companies. 

  

 
 
3.  Complete all the Mandatory information sought at this point, enter a User Name and 

Password of your choice and click on Register. 

 
4.  Please make a note of this User Name and Password for Login purposes. 

 
5.  On successful registration the following screen appears: 

 

Thank you for your time. 

Please use the access details specified by you to Login to the site 

                               HOME             LOGIN 

 



6.  Click on Login to access your zone in the site. Enter the user name and password 

specified during registration. 

7. For logging in through the home page (for subsequent visits) click on login under the head 

Company Registered User  

 
8.  On successful login, the Home page of your interface appears like the one shown below: 

 

 



9.  Click on Qualified CAs or Semi Qualified Accounting Professionals in the Menu bar on the 

Top. (Depending upon your requirement). 

 

 

10.  Please note that the option ‘Campus Recruitment’ is not applicable here.  

11. Stage –1: Click on Proforma in the Menu bar in the left bar of your screen. Fill in all the 

mandatory details in the Proforma. Click on Next. 

 



12. After completion of Proforma, Following message will come. 

 

 

13.  You go to create the Job and provide all the mandatory details for Job title, Job Description, 

Contact information, and the end date for the job position to be fulfilled. After you enter the 

details, click on Create.  

 
 
 

 

 

 



A unique Job ID is generated for tracking as can be seen below. 

 

 

 

14. Please note that this screen is one of the most crucial steps involved in your filtering process. 

When you click on the Search button, the screen that appears is shown below and you can fill 

up appropriate filtering options available. For e.g. In Gender option you may either choose 

‘either’ or ‘male’ or ‘female’   

 

 
 

  
 

 



15. At the top of this screen, there are two options to search the database. First is the Simple 

search and the other is an Advanced Search. The Advanced Search, as the name 

suggests is a more detailed search method where multiple scenarios can be entered to 

search the database. You may choose either or both of these options to view the database 

and then shortlist. 

16. When you will click on the Advance Research button the following screen will come. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

17. Click on Submit. You see a database of all the people who qualified for all the parameters 

specified by you during Search. The screen that appears is shown below: 

 

18. Click on the ‘+’ sign against the name to view the details of this candidate. You can also 

use the Print option available on the top right corner on the menu. Close this page to come 

back to the main listing of candidates. Click on the Check Box to prepare your shortlist. You 

can also use the ALL Candidates option at the bottom of the page to shortlist all the candidates 

appearing in the screen before you. 

 
19.  Click on Go. You will receive the following message.  

 

20. You can get the contact details of the shortlisted candidates from their CVs and inform 

them to attend the interview or whatever may be your selection process. 

 



21.Shortlisted can be removed from the selected list as shown 

below:

 

HAPPY RECRUITMENT  

 

 

III.  Recruitment of Semi Qualified Accounting Professionals 

Process Overview and Role of Company 

The placement portal of ICAI enables recruiting companies to have access to a 

vast talent pool through the www.placements-icai.org website. 

 

Qualified CAs and Semi Qualified Accounting Professionals register on 

www.placements -icai.org. The Recruiting Company also registers in the site. 

Thereafter the Company fills up the Proforma and specifies the time period for 

which access to the candidate database is required. The Company can now 

login and create a Job, Search for candidates and Shortlist candidates against 

each job requirement. The Company can continue this process over a period of 

time till ICAI permits. 

Process Details 

22. Please Refer Section II 



21. The Process of recruitment is the same for both Qualified CAs and Semi Qualified 

Accounting Professionals. 

    

V. Process Snapshot 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Qualified CAs and Semi Qualified Acctg Professionals 

Register 

Company Registers On Placements-icai.org and makes 

Payment 

ICAI acknowledges Payment and Authorises Company to 

access Candidate Database 

 
Company Receives Payment Ack and Creates a Job 

 
          Company searches database for a match for the Job 

 
Company sends notification to candidates shortlisted 

 
Candidate sees which Co./ Co’s h e is Shortlisted for 


