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Register an account

1. Visit NETjobs. 
https://web2.cedars.hku.hk/jobs/main.
php

2. Choose “Employer to post a full-
time/part-time/internship/temporary 
position”, then a new page will pop up.

a) If you do not have an account, please 
click “Sign Up Here”. 

b) If you have an account, please enter 
the log in details. 

https://web2.cedars.hku.hk/jobs/main.php


Register an account

1. Fill in your company details

2. Submit required documents
a) Private companies: Business 

Registration Certificate

b) NGOs or other charities: 
Section 88

3. CEDARS verifies applications, 
accounts shall be activated once 
approved. 



Post a job

1. Click “Post a Job”  and 
read the guidelines 
carefully.

2. Tick the box of declaration 
if appropriate. 



Post a job

4. Fill in job information.

Special note:

a. Employment Type

• “Internship” : For non-graduate students; 
non-summer period.

• “Summer” : For job period during summer 
break.

b. Employment Mode

• “Full-time” : STEM internship must be full-
time position

c. No. of working hours
The minimum requirement is 35 hours / 
week



Post a job

5. Select your preference of joining 
STEM Internship Scheme.

6. Check the box to confirm the 
statement.

7. Click “Preview” to preview and 
submit your job posting.



Report Intended Offer on NETjobs



Report Intended Offer

1. Click “STEM Internship Scheme”.

2. Choose the job you wish to report, click the pink colour button.



Report Intended Offer

3. Read the details and click the 
box if appropriate.



Report Intended Offer

4. Fill in the job details and candidate’s details 

5. Following documents are required:
a) HKU student card copy

b) Annex A form completed by student
(downloadable by employer at NETjobs)

c) Copy of NOL (for non-local students only)

d) Other supporting documents (if applicable) 
e.g.

i. Exam Timetable (for internships start within HKU 
official assessment period)

ii. Leave of Absence (for internships during term time)

iii. Class Schedule (for internships during term time)



Report Intended Offer

6. Submission completed

7. CEDARS will check and confirm with the 
employers whether the student is 
eligible under the Scheme based on the 
student status and programme/major in 
which he/she is enrolled. 

8. If any clarification on documents or
internship information is required,
CEDARS will notify employers and
students via email.



Check reported offer status

1. Employers can check status at 
“Offer Management”

2. Choose the job and click “View 
reported offer”.

3. The status of specific job will be 
shown. 



Submit Claim Allowance



Submit Claim Allowance

1. Employers click “Offer 
Management” on the left-side 
menu bar.

2. Click “Claim Allowance” to start 
submission. 

Please prepare these documents for submission:

1. Signed employment contract
2. Payment proofs 

(e.g. transaction advice, monthly payslips)
3. Work Hours & Leave Record (downloadable on NETjobs)

4. Online HKU assessment form
- filled by both employers and students separately
- links can also be found in allowance claim email sent

to employer after reported offer is approved
5. Other Supporting Documents (if applicable)

- e.g. resignation letter



Useful Information

• Download required forms on NETjobs



Thank you


