e Applicant’s
- Manual

=

~ Manual for the Applicant
on the Staff Selection System
(inspira)

United Nations



Manual for the Applicant on the Staff Selection System (inspira)

Copyright © United Nations 2012. All rights reserved. Unauthorized use, duplication, or distribution
is strictly prohibited. No part of the contents of this material may be reproduced or transmitted in
any form or by any means without the expressed written consent of the United Nations.

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

Table of Contents

Chapter 1: Getting Started . . ... ... ... . . 1
Understanding the Careers Portal and inspira Careers HomePage . ...................... 1
The United Nations Careers Portal Home Page . . ... ... .. e 1
Understanding the inspira Careers Home Page .. ... ... .. i e 3
Register and Login to inspira . . .. ... .. 4
Staff Members LOgin. . . . .. oo 4
Non-Staff Members Registration and Login. . .. ... ... 5
Forgot your User ID or Password?. . .. .. ...t 10
Change initial Password and Set Forgotten PasswordHelp. .. ........ ... ... ... ... ..... 11
Staff Members. . . . 11
NoN-Staff MemMbDErS. . . .. .. 13
Logout from your ACCOUNT . . . . . ..ot e e 14
CloSE INSPIra. . . o o 14
Whereto get Help. . . ..o 14
INSPIra Online Help . . . . . .. .. o e 14
INSPira SUPPOTt CENMIE . . . . .. ottt et e et e e e e e e 15
Chapter 2: Overview of the Application Process ........................... 17
Chapter 3: Understandingthe JobOpening . . . ......... .. ... . ... 21
JOb OPeNINgS . . .o 21
Job Opening Heading Information. . ......... .. . . 22
JOD Tl . o e 22
Department/Office. . . . ... 22
DUty SHatiON. . . o .ot 22
POStiNg Period. . ... .. 22

Job Opening Number Nomenclature . . . ... . . e 23
Job Opening Description . . . ... ... 24
Org. Settings and Reporting Line . . . . ... o e 24
Responsibilities . . . . .. .o 24
COMPEIENCIES . . . . oottt et 24
EdUCAtiON . .. 24
WOIK EXPEIENCE. . . . o oottt e e e e e e e e 26
LaNgUAGES. . . . ot 28
United Nations Considerations Statement . . . .. ... ... . . 28
Assessment Methods . . . ... ... 28
Special Notice (where applicable) . ... ... . 28

NO Fee statement . . . ... o 28

Chapter 4: Understanding the Evaluation Criteria, Eligibility Rules and Pre-Screening

ProCess ... 29
Evaluation Criteria . . . ... . 29
Understanding Pre-screening and Eligibility Rules . . ... ......... ... ... ... ... ... ..... 31
PreSCrEeNiNg . . . . oo 32
Eligibility Criteria for all AppliCants . . . .. .. ..ot e 33
Eligibility Criteria for a Serving Staff Member Holding an Appointment other than a Temporary Appointment . . . . .. 36
Eligibility Criteria for a Non-Serving Staff Member or Serving Staff Member Holding a Temporary Appointment. . .. 39
Eligibility for a Female Applicant Serving in the UNS at the Professional Level .. .......... ... ... .. ... .. .... 42
Chapter 5: Search for Job Openings and CreateaJob Alert . ................ 43
Search for Job Openings . . . .. .o i 43
Using the Job Opening Link on the Careers Portal . . ... e 43
Search Job Openings Section on the Careers Portal .. ........ ... et 45
Basic Job Search . .. ... 48
Advanced Job Search. . . . ... ... 50

i of iv

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

View Cancelled Job Openings/Filled from Roster . . ... ... .. s 53

Search Using My Saved Searches. . . ... 53

Create aJob Alert. . ... 53
Chapter 6: Completing your Profile . ............ ... .. ... ... ... . ........ 57
OV IV W, . oo 57

My Profile for Serving Staff Members .. ........ ... .. . . . 57
Review Permanent and Mailing Address . . . . ... ..ot 58

Review your My Profile Page . . . . ..o 58

My Profile for Non-Staff Members . . ... ... ... . 58
Create your Profile . . ... . 59
Chapter 7: Completing the Application Form .............................. 67
INtrodUCHON. . . . . . . . . . 67
Prepare your Application . .. ... .. 68
Screening QUESHIONS. . . . .. .o o e 70
PrefErENCES . . . o o e 70
Education and WOrk EXPEIENCE . . . .. oottt e e e e e e e e e e 71

KIS ettt 81
REfEIENCES . . . o o e 85

Cover Letter and Additional Information. . . ... ... . e 86
Chapter 8: ApplyingforaJdob Opening ........ ... ... ... .. . . . ... 89
OV IV BW. . . o 89
Screening QUESHIONS . . ... o 89
Submitthe Application . . ... ... 90
Track the Application . . . ... ... . 90
ApplyiNng to @ Job . . .o 91
Apply to a Job Opening(s) without a Draft Application. . .. ... e 91

To Apply Using the Latest Saved Application . .. ......... . . e e 93
Managing your Applications . . . ... . ... 95
Managing Multiple Draft Applications . . . . . .. ... o 95
Withdrawing your Application froma Job Opening . . .. ...t e 96
Withdrawing yourself fromthe Roster .. ... ... . 96

Placing your Roster Status on Hold . . . . .. .. o 97
Chapter 9: Undergoing the Assessments . . . ........ ... ... .. ... . i, 99
OV IV W, . oot e 99
Understanding the Evaluation of Applicants . .......... ... ... ... .. . .. . . . 100
Composition of the AssessmentPanel . ... ... ... ... .. . . . . . . i 101
Assessment Methods. . .. ... .. 102
WIHHEN EXEICISE . . . ..o e e e e e e e e e e e e e 102

CaSE SHUAY . . o ettt 102
Presentation . . . .. e 102
SIMUIAtioN EXEICISE . . . . oo e e e e e e e e 102
TeChNiCal TOSt. . . ottt 103

ESSay EXErCiSe . . ..o 103

Other Assessment Methods . . . . . ... o e e e e 103
Chapter 10: Undergoing the Competency-based Interviews .. ............... 105
Competency-based INnterviews . . .. ... .. 105
Communicating with Applicants about the Assesments and Interviews . ................. 105
Chapter 11: Understanding the Role of the Central Review bodies ........... 107
Role of the Central Review Bodies . .. ........ ... .. . . . . .. 107
Function of Central Review Bodies . . ... ... . . . . . 108
Secretary of the Central Review Body. . .. ... ... 108

i of iv

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

Composition of the Central Review Body and Rules of Procedures. . ..................... 109
Chapter 12: The Status Matrix and Compliance with Staffing Imperatives ... ... 111
OV IV BW. . . o 111
Status MatriX. . . ... . 111
Selection DeCision . . ... ... 112
Chapter 13: Communication with the Applicant ........................... 115
Selection Notification . . . ... ... . 115
Selected Candidates. . . . . ... ... 115

Rostered Candidates . .. ... ..o 115
Non-Selection Notification . . . ... ... . . 116
Chapter 14: Roster Management . ............... .. .. ... 117
General. . ... 117
Inclusion inthe Roster . . ... ... . . 117
Validity of ROSters . ... ... 119
Communication with Roster Applicants. ... ... .. . . 120
Roster Search. . ... ... 120
Consideration of Roster Applicants . .. ... . . 121
Selection of Roster Candidates . . ... ... .. ... . e 122
Chapter 15: Placement Outside the Normal Process . ..................... 125
Assistant Secretary-General for OHRM. ... ... .. .. . . 125
Under-Secretary-General for Field Support. . ... ... .. . 125
Head of Department/Office . ... ... . . . 125
Under-Secretary-General for General Assembly Affairs and Conference Services. .. ....... 126
Selection for P-2 and P-3 Positions. . .. ... ... . 126
Annex A: Sample of Assessment Exercises .............. ... . ... ... ... .. 127
Annex B: Pre-Screening and Eligibility Assessment Flow Diagram ........... 139
Annex C: The United Nations System . ........... ... . ... ... ... ... ..... 157
Annex D: Licenses and Certificates ... ......... ... ... .. . ... 159
Annex E: Matrix for Pre-screeningonLevel ............................. 161
Annex F: Language Proficiency Description .. ........................... 165
Annex G: List of Links for Accreditation ... .............................. 167
Annex H: Listof Acronyms . . ... .. e 169
AnneX |: GloSSary . . ... e 179
Annex J: Index ... ... 187

iii of iv
Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

This page intentionally left blank.

iv of iv
Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

Chapter 1: Getting Started

1.1 Understanding the Careers Portal and inspira Careers
Home Page

1.1.1 The United Nations Careers Portal Home Page

The United Nations Careers Portal home page(herewith referred to as the '‘Careers Portal’) offers a
compendium of published job openings and a variety of useful information on pursuing career
opportunities with the United Nations Secretariat. The Careers Portal provides information about
what the United Nations does, where it operates and the organizational structure; career paths,
career options and the recruitment process, as well as a showcase of United Nations staff members
providing an insight to their experience working at the United Nations.

Careers Portal Menu Options

The following options are available through the Careers Portal menu:

/ Home | TR | Highbardwidih | Logn | UM.rg | Slemap | Contactis %

AR /
@) careers/’ \

/ Caranrs Forsl Menuwsd and pg \

/ \

/ \
Home | FR | High bandwidih | Login | UN.org | Site mop |Cor\iuc|us‘

Return to the Careers \
Home page Allows you to log in Allows you to contact
to inspira to apply Helpdesk for assistance

Click on FR to display the
Careers Portal in French, for Job Openings
when selected the option Redirects you to the

changes to EN - English United Nations
website

« Home - returns you to the Careers Portal home page.

» FR - Click on FR to display the contents on the Careers Portal in French, when selected the
option changes to EN - English.

« Login - this is used by Non-Staff Members only to register and create a login account.
« UN.org - redirects you to the United Nations website.

« Contact us - allows you to contact the inspira help desk for assistance

10f 189
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Sections of the Careers Portal

The Careers Portal is comprised of four (4)
sections:

Section 1: Meet our Global Workforce
Provides a showcase of United Nations staff
members providing an insight to their

experience at the United Nations.

Section 2: Why, What and How?

Provides information about what the United
Nations does, career options, search for job i
openings.
Section 3: Search Job Openings 2

Provides an area where you can enter specific
criteria about the position you are seeking. r .

Section 4: Stay connected

3
You can follow the latest news from the United —=
Nations on any one of the following Social : B
Networks: L. o
Facebook: http://www.facebook.com/ i . . N 4
UN.Careers

Twitter: http://twitter.com/un_careers

LinkedIn: http://linkedin.com/in/uncareers

20f 189
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1.1.2 Understanding the inspira Careers Home Page

Once you have logged into inspira, the inspira Careers Home page appears. The inspira Careers
Home page (herewith referred to as ‘Careers Home’) allows you to search for job openings, create
job alerts, apply to job openings and trach your applications and is comprised of six (6) sections:

Main Menu
Your Profile Status: 100% Complete
My Career Tools Carcers Home [ wyerotie |ty Sovea Searenes 8 Job s
Careers Home
My Career Tools. Basic Job Search
3 )- /C . 7,
30 draft ?nu.nrsunmmau Job Family: v‘ Search OPt’ons
Roster Membership(s Cat . o Level =
Create Draft ategory: I I
App[ication 1 NotM¥ation(s Posted: %
Create Draft Application Search Advanced Search
Display applications from: | All Applications ] \meisiatios |
~ My Applications
‘Application Level JobID Status Withdraws  View/Print PHP* S::“"” Application Date
ADUINISTRATIVE AND FINANCE e . 200912011 A
e P3 18850 |Draft ViewPrintPHP®  |3450 i) My
Under . e . 20092011 2009/2011 b . .
Public Information Officer P3 18873 |0 eraton  Wihdraw  ViewPrintPHP: | S5/58 Sl AppllCGtIOﬂS/
Mo Job Draft View/Print FHP* i?”ggfﬁ” i) M RC;)Sterh'
— embershi
: o / p
Leqal Affairs Officer P4 18854 |Draft wiPrint PHP* | 53500 i)
o . 19092011
No Job Drat ViewPrintpHP* | 1370 o
“This link requires the follewing optien to be enabled in your browser: In Internet Explorer, ge to Tools’ > Internet Optiens’. In the ‘Security’ ab, click on ‘Custom Level
Select <Enable> for the option Downlsads’ = “Automatic prompting for file downloads
~ My Attachments
Attachments
Description File Hame Uploaded
ePas ePas2011.docx 07/09/2011 12:01PH view i
cument inspira role request form.xds 14/09/2011 5:26PM View o
Add Another Atlachment
~ Notifications Notifications
From Subject Received
[ |Job Agent ELUP4INY 1411172011 4:45AM
_ Delete |

The following options are available from the Main Menu:

e Careers Home - returns you to the home page.
e Job Search - opens the Advanced Job Search page.
* My Profile - opens your profile page.

* My Saved Searches and Job Alerts- displays a list of searches and job alerts you previously
saved.

Search Options

This section allows you to search for a job opening(s) by keyword and posting or perform a more

advanced search by entering specific criteria. Refer to Section 5. 1: Search for Job Openings for more
information.
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My Career Tools

This section allows you to access your applications, attachments and profile where you can view/
update/delete those documents where allowed. Refer to Section 7.2: Prepare your Application and
Section 8.3: Submit the Application, respectively for more information.

Section 4: Create Draft Application

The Create Draft Application button allows you to create a new draft Application. Refer to Chapter
7: Completing the Application Form for more information.

My Applications

The My Applications section displays your draft and submitted applications.

Roster Membership

The Roster Membership section appears when you click on the Roster Membership link in the My

Career Tools section. It replaces the My Applications section. To return to the My Applications
section, click on the My Applications link in the Careers Tools section.

Notifications

Notifications sent by the United Nations pertaining to a job opening that you have applied to will be
posted in this section. This is in addition to receiving an email from the United Nations to your primary
email address. Notifications can be job alerts; a request for additional information, a scheduled
interview, etc.

Attachments

You can attach any documents for your reference in this section.

1.2 Register and Login to inspira

If you are just searching to see what job openings are available, you do not have to login or register
to perform a job search. However, if you want to create a job alert, complete a draft application or
submit a completed application to a position of interest then login or registration is required.

The path you take to login or register depends on whether you are a staff member or non-staff
member. Staff members have been provided with a login User ID and password while non-staff
members must first register.

1.2.1 Staff Members Login

As a staff member, you are not required to register since you should have been provided with a login
user name and temporary password.

The login user ID and temporary passwords that were originally assigned to staff members were as
follows:

e User ID: <your index number>

4 of 189
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o Password: <year of birth + first four (4) letters of your last name capitalised> (e.g. 1970SMIT)
(This is a temporary password and must be changed.)

Staff members can log into inspira through iseek or the Careers Portal (careers.un.org).

When a staff member logs in using their index number and password, inspira will
- recognize them as a staff member.

ACCHRS NSPID UBING
e or ol thioe metfods

T\ W o 1 = Login using your usar
First ima non-amploysas ez i ! Jd it and J—;gm

massl regester and creabe 8-
user aocmant 2

Click on these links 1o e F -
roirirve your password "
oF obtmin kogin holp d

Click on the Frangais link 1o
wiew the pages in French.,
By dalault, app pages are

displayed n English

1.2.2 Non-Staff Members Registration and Login

An applicant who is not a staff member needs to register and create a login account in order to apply
for a job opening online. A non- staff member can start his/her job search and/or application process
through the Internet via the United Nations Careers Portal http://careers.un.org/.

1.2.2.1 Non-Staff Members Registration

To register and create an account, perform the following steps:

1. From the Careers Portal page, there are two (2) ways to access the Registration page. You can
either:

a. Click on the Login link located on the menu. The inspira Login page appears, proceed to Step
2,

5 of 189
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Chick on the Login link

-

@ )careers
B - AT s

o et S i LISiG yOUr Lser
First tima non-stafl #) INspIra Lﬁl:::andpauy?uwom

mambers must reqister

and croate a user account HH\

.-""’

Click on thesa links 1o — =
reriave your password i
or obitain login haelp v

Click on the Francass Bnk o ’
wiaw tha pages in Franch
By dataull. app pages are
desplayed in English

OR

b. Scroll down to the middle of the Careers Portal page and click on the Job openings link. The
Job Openings page appears.

How do | apply?

Job openings \ Click on
~~ the Job

Creating your job

application apenings
~ 5
« link
~ Application process

* At your interview

c. On the Job Openings page, scroll down to the Job Alerts section and click on the register as
user/login link. The inspira Login page appears, proceed to Step 2.
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P |, -
-— el
Cﬁckon:!lamm
e ugardogin ik o register
arnd fogin to e Carsers
Partal

2. On the inspira Login page, click on the Register now link. The Registration page appears.

Notice to Onboard Personnel

United Nations Secretariat staff members with regular appointments, including field
staff members, are not required to register. Please click on "Return to Previous Page"
and log in with the User ID and password that we provided to you. If you need further
information on staff members'’ login please refer to chapter 1.2.1 of the |nstructional
Manual for the Applicant

UM Volunteers, associate experts, consultants, individual contractors, military/police
personnel and interns must register as external applicants using the form below. Please
fill out all fields and observe that the User ID cannot consist of numbers only.

Return to Previous Page

External Applicant Registration

Enter Registration Information

*User I |

*Password: |

*Confirm Password: |

“Given Name:

Middle Name:

*Family Name:

Other Name:

*Primary Email: |

Alternate Email: |

“Date of Birth: ]

| Register | Return to Previous Page

For technical support, click on Contact us

3. On the Registration page, all fields are required, complete the following information:
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S

The registration process has to be completed in a single session; otherwise data
entered for an uncompleted registration will be lost. After a successful registration,
you must use the same login information when returning to the system.

Applicants are required to state their correct name, date of birth and other personal
data and to certify that the information provided is true, complete and correct to the
best of their knowledge and belief. Accordingly, an applicant must ensure the
correctness of the information provided and cannot claim a right of rectification of
his/her recorded representation of facts that are within his/her responsibility and
competence to establish and there is no legal obligation on the part of the United
Nations to change the official record in respect of a fact originally submitted by an
applicant who may potentially become a staff member for the purpose of his/her
United Nations record.

L

The information that appears on the Careers Home page is unique to the user and
cannot be seen by other users, such as Notifications, Applications, Saved Job
Searches.

Login Help is available in case you have forgotten your User ID or Password. Refer
to Section 1.3: Forgot your User ID or Password? for more information.

a. UserlID - enter a user name that is unique but easy to remember.

There is no prescribed format, however, remember that your User Name is a unique name
that you will use to login to access inspira. You can use any combination of characters up to
70 characters. Some examples are, your full e-mail address (e.g. johnsmith@xxx.com),
variations of your name i(e.g. jsmith, johnsmith, or john smith)

b. Password - enter a unique password. The rules to create a new password are as follows:

L ¥

Must be a minimum of six (6) characters up to 32 characters in length;

May consist of letters (a-z, A-Z), numbers (0-9), or a combination of both.

Remember that passwords are case sensitive.

c. Confirm Password - re-enter the password.

L

The information entered during the registration process will be copied into your
profile and application. Make sure you enter your legal first and last names as
they appear in your passport or birth certificate, since stating an incorrect name
may have legal consequences at a later stage in the application process.

d. Given Name - enter your given name as shown on your passport or, ONLY if not available, on
your identity card or birth certificate.

e. Family Name - enter your family name (generation suffix) as shown on your passport or, ONLY
if not available, on your identity card or birth certificate.

f. Primary Email - enter your primary e-mail address. This address will be used by the United
Nations for communications regarding your application.
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g. Date of Birth - click on the Calendar icon. A Calendar pop-up window appears with the
current Month, Year and Day selected. Select your corresponding birth month and year, and
then click on the birth day in the Calendar. The field will be populated with the selected date
values when done.

4. Upon completion of the fields, click on the Register button. You will be automatically logged in
to your inspira Careers Home page once you have successfully registered and created your login
account.

1.2.2.2 Non-Staff Members Login

If you are a returning user and have already created an account, it is not necessary to go through the
registration process. To login to inspira perform the following steps:

1. From the Careers Portal page, click on the Login link located on the menu. The inspira Login
page appears.

Chek on tha Login ink

“Eicareer

LN

Login using your Esar

Firat tine non-sat a3 INspIira 1D and passwerd

marmbers
o create B wser aocouni -~

Click on thess links 1o —— o
FriE your pRsswond rd
of obitEin login heiy

Click on the Francais lnk o 7
winw 1he pages in Franch
By dataull, app agaes Gre
displayed in English

2. Ontheinspira Login page, enter the User Name and Password you created during the registration
process.

You are allowed five (5) attempts to enter the correct password, after which

inspira will automatically lock your account. In this case, you must contact the

inspira Help desk to reset your account, Refer to Section 1.7: Where to get Help
x; for more information.

Login Help is available in case you have forgotten your User ID or Password. Refer
to Section 1.3: Forgot your User ID or Password? for more information.

3. In the Home page section, click on Careers, the Careers Management page appears, refer to
Section 1.1: Understanding the Careers Portal and inspira Careers Home Page for more
information.
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Alternatively, from the Careers Home page, you can:

* View the latest Job Openings;

« Perform specific Job Searches and save them as Job Alerts;
« Apply to a Job Opening;

» Create/Update your Application; and

* Manage your job search.

1.3 Forgot your User ID or Password?

If you have forgotten your User ID or Password, they can be retrieved by clicking on the Forgot your
password? link on the inspira Login page.

inspiro

G
N \\ )

4

Click on Forgot your
password? link to
retrieve your password
and forgotten user ID

1. On the Forgot My Password/Forgot User ID page you can retrieve your forgotten password or
your User ID. Perform one of the following steps:

Forgot My Password

If you have forgotten your password, or your password has expired,
you can have a new password emailed to you

Enter your User ID below. This will be used to find your profile, in order to
authenticate your identification.

User ID: I

Cantinue
Forgot User ID

Enter your Email Address below. This will be used to find your User ID.

Email:

Sonigue Return to previous page
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a. If you have forgotten your password, in the Forgot My Password section enter your inspira
User ID and click on Continue.

« If you are a staff member, your User ID is your index number.
« If you are a non-staff member, your User ID is the one created when you registered.
The following message appears:

"Your password has been emailed. "

A temporary password will be sent to the email address you provided for all communications with

the United Nations. The password will need to be changed when you login to inspira. Refer to
Section 1.4: Change Initial Password and Set Forgotten Password Help for more information.

b. If you have forgotten your User ID, in the Forgot User ID section enter your primary email
address and click on Continue. The primary email address is the one you provided for all
communications with the United Nations and will be used by inspira to authenticate your
identification. If you entered a different email address, then the following message appears:

"No user account found for the Email Address entered.”

After entering your valid primary email address, click on Continue. The following message
appears:

"Your user name has been mailed. "

Your User Name will be sent to your email address.
1.4 Change Initial Password and Set Forgotten Password Help

1.4.1 Staff Members

When you first log into inspira, it is necessary to change the temporary password and set-forgotten
password help security question. The security question will be used to authenticate you when you
have forgotten your password and request that it be emailed to you.

General Profile Information

UNTESTO3
Change password Set-up forgotten

/ password help

Wy preferred language for PIAweb pages Is English

Change password

Change or setup forgotten password help

My preferred language for reports and email is: English v
Currency Code: UsD @,
Default Mobile Page: Q

Email User  [] Worklist User

Miscellaneous User Links

Email Type Email Address
cccccc

Mailing UN@UN.ORG

[F save
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1.4.1.1 Set-up Forgotten Password Help

To set-up your forgotten password help, log into inspira:
1. From the inspira menu, click on My System Profile. The My System Profile page appears.

2. Click on the Change or setup forgotten password help link, and complete the following fields:

a. Question - select a question.
b. Response - enter the answer to the selected question.

Responses are not case sensitive. If you forget your password and click on the
Forgot your password? linkfound in the inspira login page, you will be asked to

‘; enter the response to the question. If your entry does not match the response set
up in your system profile, user validation will fail and you will not be e-mailed a
new password to access inspira.

3. Click on OK and then on Save to save your entries.

1.4.1.2 Change your Password

To change your password, log into inspira:
1. From the inspira menu, click on My System Profile. The My System Profile page appears.
2. Click on the Change Password link and complete the following fields:
a. Current Password - enter your current password.
b. New Password - enter the new password. The rules to create a new password are as follows:
e Must be a minimum of six (6) characters in length;
« Cannot match the previous password;

* May consist of letters (a-z, A-Z), numbers (0-9), or a combination of both.

x > Remember that passwords are case sensitive.
c. Confirm Password - re-enter the new password.
3. Click on OK and then on Save to save your entries.

x In case you need login assistance, contact the Helpdesk. Refer to the Where to get
Help section for more information.
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1.4.2 Non-Staff Members

1. From the Careers Portal page, click on the Login link located on the menu. The inspira Login page
appears.

2. Login to inspira using your User Name and the temporary password assigned to you and click on
the Login button. The Careers Home page appears.

‘J You must be logged in before you can change your password.

Your Profile Status: 100% Complete

|+ Personal Details |E%4 UN Employment |E"4 Family Details |E%4 Hationality & Residence |
My Profile = Personal Details Saveer| (peGancel

The profile pages contain your contact details including name, address, phone number and other relevant information. Changes made to your contact
details on these pages will be updated on all of the jobs you have applied to

User Name: applicant1s edit username
Password: ~ wwewsasass edit password

Name Prefix:

Given Name: MARK
Micldle Hame: editname
Family Name: SMITH

Othar Mama:

3. On the Careers Home page click on the My Profile tab. The Personal Details screen appears.

4. Click on the Edit Password link, the Change Password page appears.

My Profile
Change Password

Choose your new password. Click Save when you're done

*Enter New Password: |

*Confirm New Password: |

Save || Cancel |

a. Enter New Password - , enter your new password. The rules to create a new password are as
follows:

‘J Remember that passwords are case sensitive.

e Must be a minimum of six (6) characters up to 32 characters in length;
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« Cannot match the previous password;
* May consist of letters (a-z, A-Z), numbers (0-9), or a combination of both.
b. Confirm New Password - re-enter your new password.

5. Click on the Save button. Your password has been changed and the Edit Profile page reappears.

1.5 Logout from your Account

To logout of your account, proceed to a page that displays the menu and click on the Sign Out link
found in the menu on the page.

You are now logged out of your account are still logged into inspira where you can continue your job
search but cannot apply to a position until you log back into your account.

1.6 Close inspira

On any inspira page, click on the Close button located at the upper right corner of the page to exit
the application.

1.7 Where to get Help

1.7.1 inspira Online Help

The inspira Online Help feature provides user assistance through any aspect of the staff selection
system. Depending on whether you are an applicant or a member of the hiring team, the inspira
Online Help has been tailored to provide step-by-step procedures and guidance for the task at hand.
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) inspira
Home | Manuals | Contact us \ Sign out
Favorites = Main Menu > Careers
- -
@ Help &
Application
Add Work Experience
h save Cancel
Enter Employment Details ! Trylt Aclions
*Job Title Important
T In cases where you worked with one employer but held several positions you must indicate every job held
e separately.
*Is this a civil servant position i
“Is thi ition in the UN & Starting with your current or most recent {if unemployed) employer, list every position held in reverse chronological order.
s this & positian inTne 5 Complete all fields and list all employment from age 18 and higher. Including service in armed forces and internship.
Is this a position in another U
Why do | have to list every employer and position held?
Employer Details
— T The minimum experience requirements contained in job openings stem from the GJP's and are set to ensure the |
S, application of organizational standards across the occupational groups by capturing the following twe parameters: the
*Employer’s Phone required minimum number of years of experience and the area of relevant experience.
LI Reference: Required Work Experience
*Name of Supervisor
*Supervisor's e-mail address L Press Enter to continue. )
*Do you have any objections to contact your current employer for references? Ofes @ho
Non-UN Employer Address
*Country: | Afghanistan ~]
“Address 1: I
Address 2: ‘
Address 3: ‘
city State:
Postal:
County: ‘
Emolovment Details —~

1.7.2 inspira Support Centre

1.7.2.1 Staff Members

For policy enquiries and technical help, simply click on “Contact us” in the UN Careers portal (http:/
/careers.un.org) and complete the online request form. Your request will automatically be assigned
a case number for easy reference and tracking.

You can also click on “Contact us” anywhere in inspira (https://inspira.un.org) to complete the
online request form. Your request will automatically be assigned a case number for easy reference
and tracking.

To better assist you, make sure your request always includes:

e Your index number
¢ Your UN email address

« In the event that you are reporting a technical problem, the steps leading to this problem
and one or more screenshots of the error/warning message and of the page on which it
appeared.
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For staff members who wish to find information (FAQs, information sheets, etc.) on staffing and
research a particular topic, please visit the it's for real! website on the human resources Talent
Management framework (https://itsforreal.un.org/). This feature is only available through the
intranet.

1.7.2.2 Non-Staff Members

For policy enquiries and technical help, simply click on “Contact us” in the UN Careers portal (http:/
/careers.un.org) and complete the online request form. Your request will automatically be assigned
a case number for easy reference and tracking.

You can also click on “Contact us” anywhere in inspira to complete the online request form. Your
request will automatically be assigned a case number for easy reference and tracking.
To better assist you, make sure your request always includes:

e Your email address

« In the event that you are reporting a technical problem, the steps leading to this problem
and one or more screenshots of the error/warning message and of the page on which it
appeared.
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Chapter 2: Overview of the Application Process

Applying for a position is accomplished in several steps. The illustration below shows the high-level
steps that are performed in the application process. All applications undergo the first five steps; the
sixth step is undertaken by candidates who have been short-listed for the position.

Application Process Flow Diagram

Step 1 Step 2 Step 3
Search for Job Login 1o inspira Create and Update
Opening(s) e Profile

Step 4 Step 5 Step 6
Complate Aszassment and
Application Submk ApSlESl Interview

Step 1: Search for Job Openings

The United Nations publishes job opportunities in a compendium of job openings on a regular basis.
You may actively search for job openings and apply to those for which you feel you are qualified. You
may also save your search criteria as a Job Alert and have the results automatically sent to your e-
mail address.

Immediate and anticipated job openings (vacancies) identified through workforce planning for
positions of one year or longer are advertised through a compendium of job openings. The
compendium is published electronically and updated regularly in its electronic version at the United
Nations Careers Portal https://careers.un.org/.

Position-specific job openings are included in the compendium when:
* anew position is established or an existing position is reclassified upwards;
« the incumbent separates from service, or

« the incumbent is selected for other functions under the provisions of this instruction or as a
result of a lateral reassignment by the Head of Department/Office.

Generic job openings are included in the compendium when:
Entities with approval to use roster-based recruitment shall publish generic job openings in the

compendium for the purpose of creating and maintaining viable rosters of qualified candidates for
immediate and anticipated vacancies, including vacancies for less than one year.
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Step 2: Register and login to Inspira
Staff Members must log into the inspira Careers Home page using their index number and password.

Non-Staff Members must log into the inspira Careers Home page through the Careers Portal
gateway. A one-time registration and creation of a login account is required by completing the
registration process.

Step 3: Create and Update My Profile

The My Profile section of the application includes important personal information i.e. name, address,
phone number and primary email address. It is this information that the United Nations will use to
contact you during the application process.

Any changes you make to your profile will automatically be reflected in all of your application(s). You
can update the information in your profile at any time except for the following fields: First Name,
Last Name and Date of Birth.

Step 4: Complete the Application
Completing the application involves four parts:
Part 1 - Create Your Application

Once your profile is saved, you can create an application. It is suggested that you prepare your
application in advance even if you are not planning to apply for a job opening right away, so that once
a position of interest has been identified, the application process has already been started.

The application form consists of several sections: Preferences, Education and Work Experience,
Skills, References, and Cover Letter and Additional Information. Submitting a complete and accurate
application is integral in the application process.

A resume or CV is not accepted and is considered neither a substitute nor a complementary document
to a duly completed application. Any supplemental information or documentation that the
Organization may require will be requested in the course of the application.

Part 2 - Write the Cover Letter

Part of the application includes the writing of a cover letter. The cover letter is the personal
introduction that accompanies your application. A cover letter should be brief, three to four
paragraphs, and as targeted as possible to the position.

Part 3 - Access and Update Your Draft Application

When you apply to a job opening, the last version of your application appears. The application can
be updated as well as any draft applications that have been created and saved but not submitted to
a particular job opening. Once an application has been submitted to a job opening, it can no longer
be updated. It is recommended that you update your application for every job opening you apply to
so that it is targeted to the position.
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Part 4 - Apply to a Job Opening and Answer the Questions (as applicable)

To apply to a job opening, you have to link your application to the job opening of interest. Once you
have applied to the position a series of questions, (10 to 15) may appear. These questions are selected
from a library of questions, are objective and relate to the position. They are used to filter applicants
and a passing grade of 80% is required.

Step 5: Submit the Application

Submit your application as early as possible after a job opening has been posted and well before the
deadline date stated in the job opening. Job openings posted on the Careers Portal are taken off at
midnight (EST) on the deadline date. You will receive an e-mail acknowledgement confirming
successful submission of your application for the job opening.

Once you submit your application, it will go through a pre-screening process. The process checks the
information you entered in your application against the eligibility criteria. Passing the pre-screening
process would make you eligible for consideration.

Further communications between the Organization and you may vary depending on your suitability
and eligibility for the position.

Step 6: Assessment and Interview

Assessment

If you are found to be eligible for the position, you will be invited to undergo an assessment. The
assessment could be a written exercise, a case study, a presentation, a simulation exercise, a
technical test, an essay exercise, or another exercise to measure a particular set of skills
commensurate with the job.

Interview

Depending on your qualifications, the results of your answers to the questions and the assessment
exercise, you may be invited for a competency-based interview. Such an interview might be
conducted via telephone, video conference or in person. The competency-based interview serves
to learn more about your combination of skills, attributes and behaviours that are directly related
to the successful performance on the job.

Successful candidates are recommended for endorsement and presented for review to the
relevant Central Review body.
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Chapter 3: Understanding the Job Opening
3.1 Job Openings

Every job opening contains the following mandatory information:

Job Opening Heading Information
» Job Title
* Department/office
e Duty Station
e Posting Period
« Job opening number

e United Nations Core Values

Job Opening Description
» Org. Setting and Reporting
« Responsibilities
« Competencies
» Education
»  Work Experience
« Languages
» Assessment Methods

Every job opening contains the following statements:

« United Nations Considerations statement
* No Fee statement

The job opening may contain the following optional information:

« Special Notice (Optional Phrases), where applicable
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3.2 Job Opening Heading Information

Iz \
~ 2’
) CCI [€elS
_,-' '-._
Job Opening
Job Title: ECONOMIC AFFAIRS OFFICER, P3
Department/ Office: DEPARTMENT OF ECOMOMIC aMD SOCIAL AFFAIRS
Duty Station: NEW YORK
Posting Peanod: 29 October 2010-28 December 2010

Job Opening number: 10-ECO-DEPT OF ECOM & SOCIAL AFFAIRS-16281-R-NEW YORKIG)

3.2.1 Job Title

The posting title as reflected in the published job opening may be changed from that of the GJP or
classified job description to better capture the position's actual functions in a particular office. For
example, ‘Senior Economic Affairs Officer’ might be changed to ‘Senior Water Transport Officer’,
‘Programme Management Officer’ to ‘Human Settlements Officer’ or ‘Chief of Service’ to ‘Chief,
Budget and Performance Reporting Service’. Professional project-related positions would typically be
advertised as ‘Expert, Crime Prevention and Criminal Justice’ or ‘Expert, Terrorism Prevention’, etc.

The level of the position is clearly stated next to the job title.

3.2.2 Department/Office

The Department/Office briefly explains in one to three lines organizational unit's mission and the
reporting line for the position being advertised. Where a URL is indicated, this may prove useful for
applicants to review office structures and mandate achievements. It also provides information on the
size, location, history and work environment. The United Nations Careers Portal or an office's
individual site could provide further information.

3.2.3 Duty Station

The location of the position(s).

3.2.4 Posting Period

The date when the job opening was posted and the deadline date by which all applications must be
submitted. The job opening will be removed from the Careers Portal at midnight (EST) on the
deadline date.
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3.2.5 Job Opening Number Nomenclature

1. The job opening number is generated by inspira based on the advertised position’s attributes. It
consists of abbreviations of the calendar year, the job family, the department, a system-
generated number, the position type and the duty station or multiple duty stations in addition to
a letter indicating the post nature. An example of a job opening number and an explanation of
the elements that comprise the job opening number is provided below.

Job Family Number Duty Station

10-ECO-DESA-16281-R-NEW YORK(G)

Year Department/ Pasition Type Post Nature
Org. Unit

e Year 10 for 2010

e« Job Family ECO for Economic

e  Department/Org. DESA for Department of Economic and Social Affairs (the Department or Org. Unit can be
Unit depicited here depending on which was selected during the creation of the job opening)

e Number inspira-generated number, e.g. 16281

«  Position type this indicator could be: R for a Standard Requisition, D for a D2 level JO or P for a Continuous

Job Opening
«  Duty Station “New York” or, where multiple identical positions are advertised, “MULTIPLE D/S”
o  Post Nature Only one of the below indicators can be shown as they are mutually exclusive

G - indicates a position funded through the regular budget at the Professional and higher
levels, which has been earmarked for geographical status under the system of desirable
ranges.

L - indicates a language position at the Professional category for which a special United
Nations language examination is required (Translators, Interpreters, etc.).

R - indicates a regular budget funded position or a peacekeeping support account position for
one year or longer at the Professional and higher levels that are not geographic and not
language.

E - indicates a position at the Professional and higher levels funded by project funds
(typically used for Experts and Advisor positions) in the field.

X - indicates a position at the Professional and higher levels that is funded by voluntary
contributions or extra budgetary resources other than project funds, i.e. PSC (Peace and
Security Council), GTA (General Temporary Assistance) or TAM (Temporary Assistance for
Meeting) funds.

M - indicates a position in a peacekeeping operation or special political mission (typically
used for positions at the Field Service and at the Professional and higher levels).

0 - indicates a General Service or related category position, except National Professional
Officer, irrespective of the source of funding
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T- indicates a temporary position for normally less than one year (not yet implemented)

N - indicates a National Professional Officer position

3.3 Job Opening Description

3.3.1 Org. Settings and Reporting Line

The Organizational setting and the reporting department.

3.3.2 Responsibilities

1. The job responsibilities are a description of the main tasks and duties of the position. This section
normally begins with a brief description of the organizational setting of the position to enable the

applicant to better identify the context of the job.
2. The main substantive functions of the position reflect:

a. what the incumbent actually "does," i.e. writes, prepares, translates, etc.

b. what bodies (e.g. the General Assembly or the Commission on the Status of Women) the
incumbent writes reports for, where applicable, and

c. with whom the incumbent interacts, works with, supervises or assists.

3.3.3 Competencies

1. The job opening contains a set of applicable United Nations Secretariat competencies with their

respective standard descriptions. The three most relevant competencies are included in job
openings at the General Service and related categories. For positions at the Professional and
higher levels, the three most relevant competencies are stated, plus two managerial

competencies for managerial positions. When selected for the competency-based interview, an

applicant will be evaluated on these competencies.

2. Also a set of skills, for example certain technical skills or special substantive skills, required to

successfully perform the functions of a position may be indicated in the job opening under the
competency "Professionalism."

3.3.4 Education

1. The educational requirements indicated in job openings reflect the minimum organizational
standard requirements for a given level and job title.

2. Additional educational requirements could be listed under the Licenses or Certificates area, for

example editorial and desktop publishing assistants, procurement certifications, audit
certifications, or accounting certifications.

3. Positions in the General Service and related categories

a. For consideration for positions in the General Service and related categories, the minimum
standard education requirement is a high school diploma.

b. Applicants are is also required to have successfully passed the United Nations Administrative
Support Assessment Test (UNASAT). In New York, additional formal special examinations are
required for accounting, statistical, editorial and desktop publishing assistants, and language
reference assistants at the G-7 level. This requirement will be listed as a pre-requisite under
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Licenses and Certifications.

4. Positions in the Professional and higher categories

a.

C.

An applicant for Professional and higher level positions is normally required to have an
advanced university degree (Masters degree or equivalent). Applicants with a first level
university degree combined with additional qualifying experience (earned after receipt of
degree) are also considered to have met the educational requirements equivalent to a
Masters. A first level university degree may not be substituted by relevant experience.

For example; an applicant with a first-level university and an additional two (2) years of
relevant work experience over the minimal requirement for the level of the position

(i.e. P-3 level positions, 5 years minimal + 2 additional years = 7 years experience is
equivalent to an applicant with an advanced university degree and 5 years experience).

When evaluating academic credentials of staff members and applicants, the United Nations
is guided by the "World Higher Education Database (WHED)" compiled by the United Nations
Educational, Scientific and Cultural Organization's (UNESCO) and the International
Association of Universities (IAU). This database provides a comprehensive list of higher
education institutions sanctioned or accredited by competent national authorities in
participating countries (referred to as the "IAU/UNESCO List").

Taking fully into account that the Member States have different education systems, the
United Nations references the credential level determined by competent national authorities
conferred by an institution in the participating countries provided in the IAU/UNESCO List.
This credential level is therefore referenced and used to determine the equivalence of the
applicant’s degree.

The table below shows the IAU/UNESCO credential level and the equivalence used by the
United Nations for recruitment purposes:

Higher or Post Doctorate 7E Post Doctorate Level 9
Doctorate 7D Doctorate Level 9
Advanced/Post Graduate Degree | 7C Master’s or equivalent Level 7
Advanced/Post Graduate 7B Master’s or equivalent Level 7
Qualifaction (with research

training)

Advanced/Post Graduate 7A Master’s or equivalent Level 7
Qualifaction (without research

training)

First Terminal University Level 6C Bachelor’s or equivalent | Level 5
Qualification 4 years or more

First Terminal University Level 6B Bachelor’s or equivalent | Level 5
Qualification 3/4 years

Shorter/Intermediate University 6A Lower than Bachelor’s n/a
Level Qualification (Certificate/Diploma)

A serving staff member who is already serving at the Professional category and who does not
have a university degree may still be considered for a position at the Professional and above
levels, if he/she has been promoted to the Professional category after having passed the G
to P examination (staff members who have completed 5 years of service as of 1989).
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5.

d.

Certain positions require specialized studies for which a first-level university degree and
experience cannot be substituted for an advanced degree, such as Medical Doctors, the
appropriate degree is stated accordingly.

Functions in certain occupational groups or job families such as Security, Mine Action and
Crime Prevention, may have different standards for the minimum educational requirements.
These are reflected in their respective Generic Job Profiles (GJPs). A first-level university
degree may, in consultation with the HR office, be substituted with a diploma from a police
or military academy, which may be considered its equivalent. This would be stipulated in the
job opening.

Positions at the National Professional Officer level:

a.

An applicant for a NPO level position must have as a minimum a first level university degree.

6. Professional Category Language Positions and other Areas:

a.

Functions in other areas, mainly language posts, might require a first-level degree only and
the job opening would contain the relevant information with regard to the minimum
education requirements.

Professional certifications, where required or desired, are also indicated in the job opening.
This could for instance refer to a certified accountant or a public procurement certification.

Where the Organization requires internal certification for Professional category positions
performing significant functions in financial, human and physical resources as well as
information and communications technology, this is also specified.

3.3.5 Work Experience

1.

The minimum experience requirements contained in GJPs are set to ensure the application of
organizational standards across the job families by capturing the following two parameters: the
required minimum number of years of experience (after completion of advanced university
degree) and the area of relevant experience.

Staff members applying for positions one level higher than their personal grade shall meet the
minimum work experience requirements of the position. In determining the eligibility of staff
members and other applicants against the level of the position for which they are applying, the
baseline for calculating the number of years of work experience required shall be established
using the following tables for each respective level:

a.

For positions in the Professional and higher categories with an advanced university degree
(Masters or equivalent):

i. P-2level - a minimum of two (2) years (applicants who passed the National Competitive
Examination, now known as the Young Professionals Program(YPP), do not require the
two (2) years experience)

ii. P-3 level - a minimum of five (5) years

iii. P-4 level - a minimum of seven (7) years
iv. P-5level - a minimum of ten (10) years

v. D-1 level - a minimum of fifteen (15) years
vi. D-2 level - over fifteen (15) years

For positions in the General Service and related categories with a high school diploma or
equivalent:
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i. GS-5 level - a minimum of five (5) years

ii. GS-6 level - a minimum of seven (7) years

iii. GS-7 level - a minimum of ten (10) years

iv. TC-4 level - a minimum of four (4) years

v. TC-5 level - a minimum of five (5) years

vi. TC-6 level - over seven (7) years

vii. TC-7 level - a minimum of twelve (12) years

viii.S-3 level - a minimum of five (5) years

ix. S-4 level - a minimum of nine (9) years

X. S$-5 level - a minimum of twelve (12) years

xi. S-6 level - a minimum of fifteen (15) years

xii. S-7 level - a minimum of eighteen (18) years
c. For positions in the Field Service category with a high school diploma or equivalent:

i. FS-4 level - a minimum of six (6) years

ii. FS-5 level - a minimum of eight (8) years

iii. FS-6 level - a minimum of ten (10) years*

iv. FS-7 level - a minimum of twelve (12) years*

* The minimum years of relevant work experience is reduced for candidates who possess a first level
university degree as follows: for FS-6, a minimum of 5 years of experience from 10; for FS-7, a
minimum of 7 years of experience from 12.

For a number of positions in the Professional category such as language positions in the job family
of Conference Management, the minimum number of years may be reduced from the standard as
reflected in the respective GJP.

Where a job opening for a Professional category position stipulates that a first-level university

degree may be substituted by another degree from e.g. a police academy, or another relevant

diploma typically, in the areas of Security, Mine Action or Crime Prevention, four additional years
are added to the minimum requirement of relevant years of experience at the respective level

to acknowledge the lack of the first-level university degree1.

For positions in the General Service and related categories, the standard minimum requirement
may vary from position to position and location to location.

For positions advertised at the P-3/FS-6 level, staff at the FS-5 level who are selected for such
positions may only be appointed at the FS-6 level, regardless of their academic qualifications,

due to the restrictions placed by the General Assembly on movement of staff from the General
Service and related categories to the Professional level. Staff already at the Professional level
may, of course, be appointed at the P-3 level.

For National Professional Officer positions, the required minimum number of years of experience
are:

a. NO-A level - a minimum of one to two (1-2) years

Functions in certain occupational groups or job families such as for example Security, Mine Action and Crime
Prevention, may have different standards for the minimum educational requirements. These are reflected in the
respective GJPs for their positions. A first-level university degree may, in consultation with the Recruiter, be
substituted with a diploma from a police or military academy which may be considered its equivalent.
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b. NO-B level - a minimum of two to three (2-3) years
c. NO-C level - a minimum of five (5) years
d. NO-D level - a minimum of seven (7) years

e. NO-E level - over seven (7) years

3.3.6 Languages

It is mandatory for an applicant to meet the required language skills as stipulated in the job opening.
A serving staff member who holds an appointment other than a temporary appointment and who does
not meet the language requirement, will be reviewed by the Recruiter. All others who do not meet
the language requirements are screened out and not eligible.

3.3.7 United Nations Considerations Statement

The United Nations shall place no restrictions on the eligibility of men and women to participate in
any capacity and under conditions of equality in its principal and subsidiary organs (Charter of the
United Nations - Chapter 3, Article 8). The United Nations Secretariat is a non-smoking environment.

3.3.8 Assessment Methods

The assessment method(s) applied during the evaluation process are indicated here. Typically,
evaluation of qualified applicants may include an assessment exercise which may be followed by a
competency-based interview .

3.3.9 Special Notice (where applicable)

Some positions have special attributes attached to them, such as for example that recruitment is
subject to availability of funding, as is often the case for project positions, or that recruitment is
effected on a local basis, as is the case positions in the General Service and related categories. Where
applicable, job openings contain a disclaimer making reference to such special conditions.

3.3.10 No Fee statement

The United Nations does not charge a fee at any stage of the recruitment process (application,
interview meeting, processing, training or any other fees). The United Nations does not concern itself
with information on applicants' bank accounts.
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Chapter 4. Understanding the Evaluation Criteria,
Eligibility Rules and Pre-Screening Process

This chapter provides insight on the evaluation criteria and the pre-screening process each appli-

cant must undergo when applying for a position with the United Nations.

4.1 Evaluation Criteria

1.

The evaluation criteria against which applicants are assessed stem from the GJP or an individually
classified job description and reflect the minimum organizational standards according to the
classified level and job title. They must be in line with the requirements stated in the job
opening.

Where qualifications are marked as “required” and these are not met by an applicant, the
applicant is screened out as he/she is considered not eligible. The only exception is an internal
applicant for whom the educational requirement may be waived i.e. an internal applicant at the
Professional category who does not possess a university degree is exempt from this requirement
if he/she has passed the G to P examination (staff members who have completed 5 years of
service as of 1989).

The applicant who meets all the required qualifications but does not meet the desirable
qualifications will be considered qualified for the post and will be considered for the assessment
exercises.

The evaluation criteria consist of:

a. Required years of work experience

Applicants meeting the required number of years of experience based on the information
provided in their application are considered eligible, applicants not meeting this
requirement are not considered further. Please refer to Section 3.4.5: Work Experience
for more information.

b. Required field of work and where applicable, area of specialty

Fields of work and/or areas of speciality form part of the evaluation criteria. Where more
than one field of work and/or area of specialty are indicated, this indicates that the
applicant is expected to have experience in at least one area. The language in the
published job opening will further define required versus desirable experience.

c. Required education qualifications including Licenses & Certificates

i. The language in the published job opening will provide further details on the educational
requirements which should reflect the minimum organizational standard requirements
for a given level and job title and not be changed from the GJP/JD. However, additional
educational requirements may be listed as required and/or desirable, when justified, to
set additional criteria for selection of qualified and best qualified candidates

ii. For United Nations Headquarters New York, for positions as Accounting Assistants,
Editorial and Desktop Publishing Assistants, Language Reference Assistants at the G-7
level and Statistical Assistants, applicants are required to have successfully passed the
relevant license or certificate examination.

d. Required knowledge of languages

Applicants meeting the required level of knowledge based on the information provided
in their application are considered eligible. Please refer to paragraph Section 4.2.2.2:
Knowledge of Language for more information.
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e.

f.

Assessments (Tests)

i. Traditionally, assessments have been limited to competency-based interviews. With the
launch of inspira, ideally at least two assessment methods (sources of evidence) will be
used. The Hiring Manager should choose from a combination of interviews and one of
many other assessment methods that simulate the work environment. The simulation
exercises are designed to imitate a particular task or skill(s) needed for the target job.

ii. At the time the job opening is created, the Hiring Manager also determines these
assessment methods as part of the evaluation criteria. The Hiring Manager prepares a
knowledge-based test or other qualification exercises, which may be essay questions,
technical tests or other assessment techniques to assist in the evaluation of the
applicant's substantive knowledge against the requirements of the vacant position.
Additional tests may be applied primarily for senior positions that involve managerial
responsibilities or for technical functions. The assessment method chosen forms part of
the evaluation criteria. Assessment methodologies will be undertaken commensurate to
the knowledge and competencies of the job opening. For example, the competency
Planning and Organizing will most likely be assessed through a simulation exercise. The
assessment method chosen is clearly stated on the job opening in order for the applicant
to know what to expect.

Assessment methods are discussed in more detail in Chapter 9: Undergoing the
Assessments.

Competencies

i. For positions in the Professional and higher category, the three most relevant United
Nations Secretariat competencies are included in job openings. For managerial positions,
the three most relevant are stated, plus two more managerial competencies. When
selected for the competency-based interview, an applicant will be evaluated on these
competencies.

ii. For positions in the General Service and related categories.

Every GJP and individually classified job description includes a set of applicable United Nations
Secretariat competencies with their respective standard descriptions.

a.

For positions in the General Service and related category, the three most relevant
competencies, one of which is Professionalism, are included in the evaluation criteria for job
openings.

For positions at the Professional and higher levels, the three most relevant competencies,
are stated, plus two managerial competencies for managerial positions. The same number of
competencies shall be listed in the published job opening.

These definitions enable a common understanding of the core competencies required of all staff,
namely the combination of skills, personal attributes and behaviour assisting in building and
maintaining the capacity of staff and in promoting a new organizational culture.

Questions

a.

A series of questions (10-15) from the questions library must be answered by each applicant.
Applicants are automatically pre-screened by the system as to how they have answered the
screening questions. A threshold of 80% is the passing grade and benchmark for eligibility.
Applicants meeting the required benchmark of 80% based on their answers are considered
eligible.

The Hiring Manager may also select one or more eliminating questions, Applicants who
answer these questions incorrectly will be screened out regardless on how thy did on the
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other screening questions.

c. For positions in the General Service and related categories, the Hiring Manager must select a
question about whether you passes the ASAT, which is a eliminating question.

4. The evaluation criteria against which an applicant is pre-screened and assessed stem from the
Generic Job Profile (GJP) or an individually classified Job Description (JD) and reflect the
minimum organizational standard requirements according to the classified level and job title and
must be in line with the requirements stated in the job opening.

5. Where one or more of these criteria are not met by an applicant, the applicant is screened out
as he/she is considered not qualified. The only exception is an internal applicant at the
Professional category who was promoted to the Professional category after having passed the G
to P examination who is eligible irrespective of whether he/she holds a university degree.

6. The applicant who meets all the required qualifications but does not meet the desirable
qualifications will be considered qualified for the post and will be released to the Hiring Manager
for his/her evaluation of the applicant's profile.

4.2 Understanding Pre-screening and Eligibility Rules

1. Every applicant must meet the required eligibility criteria in order to be eligible for
consideration. Some of these criteria apply to all applicants; some are only relevant to serving
staff, others only for positions at certain levels. The inspira tool performs pre-screening on
submitted applications against the eligibility criteria based on the information provided in the
application, therefore submitting an application containing comprehensive and accurate
information is of paramount importance.

2. The United Nations categorizes applicants into two (2) categories: Internal and External. A
serving staff member may be an internal or an external applicant and non-staff members are
considered external applicants as explained in the definitions below. It does not play a role in
your eligibility for the position but may be a factor during the selection process.

Internal Applicant

An internal applicant is a serving staff member serving in the United Nations Secretariat holding an
appointment under the Staff Rules, other than a temporary appointment under the UN Staff
Regulations and Rules, who have been recruited after a competitive process under staff rule 4.15
(review by a Central Review body) or staff rule 4.16 (competitive recruitment examination) and
whose appointment is not limited to service with a specific entity. Associate experts (Junior
Professional Officers) and staff members of the separately administered United Nations funds and
programmes are not considered internal applicants except as provided for in this definition. Women
who have been in service for a continuous period of 12 months with the separately administered
United Nations funds and programmes or any specialized agency or organizations of the United
Nations common system and whose appointments have been reviewed by a review body pursuant to
staff rules 4.15, are considered internal applicants when:

a. holding an appointment at the P-3 or P-4 level and applying for P-4 positions;
b. holding an appointment at the P-4 or P-5 level and applying for P-5 positions.

c. staff members of the separately administered United Nations funds and programmes are not
considered internal applicants. However, women who are serving with the separately
administered United Nations funds and programmes or any specialized agency or organization
of the United Nations common system holding a current appointment at the P-3 or P-4 levels
and who have been in service for a continuous period of 12 months and whose appointments
have been reviewed by a review body or equivalent in their organization are considered
internal applicants for positions at the P-4 or P-5 levels, respectively. Associate experts
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(Junior Professional Officers) are not considered internal applicants.

External Applicant

An external applicant is an individual who at the time of his/her application is not employed by the
United Nations Secretariat or who has not been recruited under Staff Rules 4.15 (following the review
by a Central Review body) and 4.16 (through a competitive recruitment examination). A staff member
whose appointment is limited to service in a particular department or office is also considered an
external applicant as well as associate experts, consultants, individual contractors, interns and gratis
personnel staff from other organizations of the United Nations System.

4.2.1 Prescreening

4.2.1.1 Age

1. An applicant must be between the ages of 18 and 59 years as of the application date to a job
opening to be eligible for consideration.

2. The Recruiter will review an applicant who is 59 years of age or over and not currently employed
by the Organization and will use judgment when making a determination as to whether the
individual is suitable for a specific position.

3. Applicants who have reached or will reach the mandatory age of separation pursuant to staff
regulations 9.2 less than 12 months after the date of application to a job opening shall be
considered ineligible when applying for a position through inspira.

4.2.1.2 Criminal Record

1. An applicant is required to indicate whether he/she has ever been arrested, indicted or
summoned into court as a defendant in a criminal proceeding, or convicted, fined or imprisoned
for the violation of any law (excluding minor traffic violations). An applicant whose answer is
‘yes’ is required to provide further details on each case.

2. An application indicating a ‘yes’ to this question is reviewed by the Recruiter. Based on the
answer the Recruiter will make a determination as to whether the applicant is eligible for
consideration. When in doubt, the case is referred to the Chief of the Headquarters Staffing
Section for all levels of positions administered by UNHQ’s OHRM or to the attention of the Chief
of the Recruitment and Placement Unit/Section of the respective local human resources office
or the Director of the Field Personnel Division for positions in peacekeeping operations and
special political missions, who may elevate the case to the Administrative Law Section at OHRM.

4.2.1.3 Family Relationships

This rule refers to appointments of family members within the same organization i.e. to family
relationships within the United Nations Secretariat exclusively and not to family relationships with
any of the separately administered organs, funds and programmes of the United Nations, including
UNDP, UNFPA; UNHCR, UNICEF and UNOPS and not specialized agencies. An appointment shall not be
granted to a person who is the father, mother, son, daughter, brother, sister, step-children or step-
siblings of a staff member. The spouse/partner of a staff member may be appointed provided that:

a. he/she is fully qualified for the post for which he/she is being considered;

b. he/she is not assigned to serve in a post which is superior or subordinate in the line of
authority to the staff member to whom he/she is married; and

c. none of the two participates in the process of reaching or reviewing an administrative
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decision affecting the status or entitlements of the staff member to whom he/she is married.

4.2.1.4 Staff Member Holding a Temporary Appointment

1.

Any staff member who is holding a temporary appointment is flagged for manual HR Assessment
and review if they apply within the same department as their current function and would be
considered ineligible to apply for or be reappointed to his/her current position within six months
of the end of his/her current service.

A staff member who has been flagged for a manual Human Resources review will be reviewed
with regard to the post the staff member is placed (post number, functional title, level) against
the advertised position. The Recruiter will make a determination based information provided by
the STM and the IMIS data to determine whether or not this applicant is eligible to be considered
for the position for which he/she has applied.

4.2.1.5 Former UN Staff Members

1.

A former staff member of the United Nations System is pre-screened whether he/she had
previously been summarily dismissed or separated for misconduct or for abandonment of post. If
yes, the applicant is not reviewed further.

A former staff member of the United Nations System is flagged for a manual Human Resources
review when the reason for separation was termination, agreed termination, or termination for
health reasons. The Recruiter will make a determination based on the information available and
in liaison with the respective Human Resources department of the Organization where the
individual was previously employed, as to whether he/she is eligible for consideration for
reappointment.

4.2.2 Eligibility Criteria for all Applicants

4.2.2.1 Academic Qualifications

1.
2.

An applicant is required to have the level of education as stated in the job opening.

Job openings for positions in the General Service (GS) and related categories require a high school
diploma.

Job openings for positions at the professional and higher category normally require an advanced
university degree.

a. Applicants with a first level university degree combined with additional qualifying experience
(earned after receipt of degree) are also considered to have met the educational
requirements equivalent to a Masters. A first level university degree may not be substituted
by relevant experience.

For example; an applicants with a first-level university degree and an additional two
(2) years of relevant work experience over the minimum requirement for the level
of the position (i.e. P-3 level positions, 5 years minimal + 2 additional years = 7
years) would be considered to have met the educational requirements equivalent to
a Masters degree.

b. Certain positions require specialized studies for which a first-level university degree and
experience cannot be substituted, such as Medical Doctors. For such positions, the minimum
requirements shall be indicated as advanced in both the job opening and evaluation criteria.

When evaluating academic credentials of staff members and applicants, the United Nations is
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guided by the "World Higher Education Database (WHED)" compiled by the United Nations Edu-
cational, Scientific and Cultural Organization's (UNESCO) and the International Association of
Universities (IAU). This database provides a comprehensive list of higher education institutions
sanctioned or accredited by competent national authorities in participating countries (referred
to as the "IAU/UNESCO List").

Taking fully into account that the Member States have different education systems, the United
Nations references the credential level determined by competent national authorities con-
ferred by an institution in the participating countries provided in the IAU/UNESCO List. This
credential level is therefore referenced and used to determine the equivalence of the appli-
cant’s degree.

The table below shows the IAU/UNESCO credential level and the equivalence used by the
United Nations for recruitment purposes:

Higher or Post Doctorate 7E Post Doctorate Level 9
Doctorate 7D Doctorate Level 9
Advanced/Post Graduate Degree | 7C Master’s or equivalent Level 7
Advanced/Post Graduate 7B Master’s or equivalent Level 7
Qualifaction (with research

training)

Advanced/Post Graduate 7A Master’s or equivalent Level 7
Qualifaction (without research

training)

First Terminal University Level 6C Bachelor’s or equivalent | Level 5
Qualification 4 years or more

First Terminal University Level 6B Bachelor’s or equivalent | Level 5
Qualification 3/4 years

Shorter/Intermediate University 6A Lower than Bachelor’s n/a
Level Qualification (Certificate/Diploma)

Functions in certain occupational groups or job families such as Security, Mine Action and Crime
Prevention, may have different standards for the minimum educational requirements. These are
reflected in their respective GJPs. A first-level university degree may, in consultation with the
Recruiter, be substituted with a diploma from a police or military academy, which may be
considered its equivalent.

Functions in other areas, mainly language positions, might require a first-level degree only. The
GJPs for this specific group of positions contain the relevant information with regard to the
minimum education requirements.

An applicant is automatically pre-screened by the system for meeting the requisite level of
education based on the indication in his/her application.

When the requirement is not met, serving staff members holding an appointment other than a
temporary appointment are manually reviewed by the Recruiter. The Recruiter consults the
available information, including the UNESCO/IAU “World Guide to Higher Education”, IMIS data
and related software bridges, such as the 'EZ HR' tool in determining whether a particular
applicant is considered to potentially meet this requirement and is released to the Hiring
Manager. An applicant who is not a serving staff member and who does not meet the education
requirement is automatically screened out and not eligible.
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8. A staff member promoted to the Professional and higher categories after having passed the G to
P examination? is exempt from the minimum educational requirements when applying to a job
opening at the Professional or higher category. Likewise exempt is a serving staff member at the
Professional level who does not possess a first-level university degree (staff members who have
completed 5 years of service as of 1989) but passed the G to P examination.

9. A staff member in the Professional and higher categories who does not possess a university
degree and who was recruited for job families such as for example, Security, Mine Action and
Crime Prevention, where the job opening (based on the GJP) for which he/she had initially been
recruited had a different standard for the minimum educational requirements, is only eligible for
other Professional and higher category positions where no university degree is required, most
likely in the same job family.

10. While only academic qualifications from accredited and officially recognized universities or
institutions are considered eligible, it should be noted that the accreditation status of an
educational institution is not part of the initial pre-screening, but will be verified when
background verifications? are conducted for the selected candidate.

4.2.2.2 Knowledge of Language

1. An applicant must meet the language skills as stated in the job opening. The level of knowledge
is recorded as basic, confident or fluent. Job openings require either ‘fluency in’ or ‘knowledge
of’ a language. ‘Fluency’ equals ‘Fluent’ in all four areas (speak, read, write, understand) and
‘knowledge of’ equals a rating of ‘confident’ in any of the two out of four areas.

2. An applicant is automatically pre-screened by the system for meeting the required knowledge of
languages based on the indication in his/her application. When this requirement is met, an
applicant is considered eligible. When the requirement is not met, serving staff holding an
appointment other than a temporary appointment are manually reviewed by the Recruiter who
uses judgement based on the available information, including IMIS data and related software
bridges, such as the 'EZ HR' tool in determining whether the applicant is released to the Hiring
Manager for evaluation. An applicant who is not a serving staff member and who does not meet
the language requirement is automatically screened out and not eligible.

4.2.2.3 Level of Job-Specific Expertise

For job openings that require the applicant to perform a self-assessment on a set of skills, the
applicant must possess the required level of expertise as stated in the job opening. Each higher-level
implies control of the previous level's functions and accuracy. The level of expertise is recorded as:

a. Not Applicable

b. Unsatisfactory
Partially Satisfactory

d. Satisfactory

e. Outstanding

2 ST/AI2003/7 (abolished and replaced by ST/Al/2010/7 dated T June 2070)

3 Background verifications refer to checking the applicant's Academic Qualifications, Work Experience and Personal Referenc-
es
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4.2.3 Eligibility Criteria for a Serving Staff Member Holding an
Appointment other than a Temporary Appointment

4.2.3.1 Level

1.

A serving staff member holding an appointment other than a temporary appointment is only
eligible to be considered for promotion to positions one level higher than his/her personal grade
in line with the Matrix for Pre-screening on Level in the annex. An exception is for a staff member
in the General Service and related categories who may apply for a position in the Field Service
category at any level irrespective of the grade held in the GS and related categories. This GS
applicant is considered an external applicant and must meet the length of work experience
requirement, in addition to meeting the other requirements such as academic qualifications,
knowledge of languages and skills.

A staff member in the General Service and related categories who was selected for a position in
the Field Service category at the FS-6 or FS-7 level and gives up the lien on his/her General
Service position by way of resignation to take up the FS level position is eligible to apply for
positions in the Professional category at the P-3 or P-4 levels as an FS-6 and P-4 or P-5 levels as
an FS-7 respectively, provided he/she meets the minimum education requirements of the
professional category position and has served at his/her FS-6 or FS-7 level for a period of one
year. This does not apply to General Service and related categories staff who take up an FS level
position on assignment with a temporary grade or otherwise retain a lien on their General Service
position.

In order to foster mobility, a staff member on appointment other than a temporary appointment
(with no appointment limitations) from a Headquarters location, including the Secretariat of the
regional commissions, selected for assighment to a position at one level higher than his/her
current grade mission or field office of a Secretariat entity with field activities* for one year or
longer, where a lien is maintained against a position at the parent duty station, may be
temporarily promoted to the level of the position in the mission or a field office of a Secretariat
entity with field activities for the duration of the assignment. A staff member temporarily
promoted may apply during the mission assignment to job openings at one level higher than his/
her temporary grade level, provided that the staff member has spent more than 12 continuous
months in the mission assignment or a field office of a Secretariat entity with field activities. At
the end of this assighment, the staff member will revert to his/her original grade level at the
parent duty station and henceforth only applies to job openings at one (1) level above his/her
original level.

A staff member from a peacekeeping operation, special political mission and field-based
initiative who is selected for a position at one level higher than his/her current grade level from
a roster, endorsed by the Central Review bodies, for a job opening of a finite nature at an
established duty station or Regional Commission, may also temporarily be promoted to the level
of the position for the duration of the assignment. During this assignment, the staff member may
apply to job openings at one level higher than his/her temporary grade level, provided the
individual has spent more than 12 continuous months on the assignment. At the end of his/her
assignment in the peacekeeping operation or special political mission, the staff member will
revert to his/her original level at the former duty station and may henceforth only apply to job
openings one level above his/her original level.

A staff member in the Professional and higher categories who is an internal applicant and who is
appointed to serve with the United Nations System at a higher level on an inter-agency
secondment basis is granted a lien against a specific post for up to two years. For purposes of
consideration for job openings during the secondment period, the staff member is recognised as

an internal applicant and his/her higher level and step recognised by the Secretariat. After two
OCHA, OCHR,0I08,UNICRI,DESA (projects), UN Habitat, UNEP or UNODC
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years, should the staff member wish to remain on secondment, and subject to the agreement of
the releasing department and the receiving entity or transfer to the receiving organization shall
be initiated unless the staff member indicates that he/she would like to return to the Secretariat.

The personal grade of a serving staff member holding an appointment other than a temporary
appointment is either his/her current level upon initial appointment, upon promotion, or upon
temporary promotion in a field office. A staff member may also be granted a Special Post
Allowance (SPA) to a higher level. A staff member in receipt of SPA is eligible to apply for
promotions one level above his/her original level. In most cases, this equals the SPA level, except
for staff members in the General Service and related categories who may exceptionally receive
SPA at the P-1 or P-2 levels, but who are otherwise not eligible to apply for positions in the
Professional categories.

An applicant is automatically pre-screened by the system for meeting the above requirements as
per the date of the application. When a serving staff member holding an appointment other than
a temporary appointment does not meet the requirement, he/she is manually reviewed by the
Recruiter who uses judgement based on the available information, including IMIS data and
related software bridges, such as the 'EZ HR' tool as to whether this particular applicant is
considered eligible or not eligible.

Although associate experts are considered external applicants, they are not eligible to apply to
positions higher than one (1) level above their personal grade.

4.2.3.2 Promotion to P-5 Positions

1.

Staff members in the professional category shall have at least two prior lateral moves, which may
take place at any level in that category, before being eligible to be considered for promotion to
the P-5 level, subject to the following provisions:

a. In order to meet the General Assembly’s concern about high job opening rates in some
Regional Commissions and duty stations, particularly those in developing countries, the
requirement shall be reduced to one lateral move when a staff member has served in the
professional category in Nairobi or a Regional Economic Commission other than the Economic
Commission for Europe or any duty station with a hardship classification of A, B, C, D or =
for one year or longer, or when a staff member is applying for a P-5 position at those duty
stations from another duty station;

b. Staff recruited at the P-4 level shall become eligible for promotion to the P-5 level after one
lateral move at the P-4 level;

c. Therequirement for lateral moves is waived when a staff member has served for one (1) year
or longer in the Professional and higher categories or at the FS-6 and FS-7 levels in the Field
Service category in a non-family mission or non-family duty station; and

d. The requirement for lateral moves is waived for staff serving against language posts that are
subject to the provisions of the administrative instruction setting out special conditions for
recruitment and placement of candidates successful in a competitive examination for posts
requiring specific language skills® when applying for another such language position.

The International Civil Service Commission has placed all duty stations in one of six categories, Hand A to E. H duty
stations are headquarters and similarly designated locations where the United Nations Secretariat has no develop-
ment or humanitarian assistance programmes, or locations in countries which are members of the European Union.
A to E duty stations are field duty stations. Hardship categorization assesses the overall quality of life at a duty
station. In determining the degree of hardship, consideration is given to local conditions of safety and security,
health care, education, housing, climate, isolation and the availability of the basic amenities of life. Duty stations
are categorized on a scale of difficulty from A to E with A being the least difficult.

ST/AI/1998/7 dated 23 March 1998 entitled “Competitive Examination for Recruitment and Placement in Posts Re-
quiring Specific Language Skills in the Professional Category.
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2. This requirement applies to a serving staff member holding an appointment other than a
temporary appointment except for paragraph above. It does not apply to a serving staff member
holding a temporary appointment; a female applicant at the P-4 level serving in an Organization
of the United Nations System, who is otherwise considered an internal applicant; or an applicant
who is not a serving staff member of the United Nations Secretariat.

3. Alateral move is defined as a move to a different position at the same level for a duration of at
least one year. The new position may be in the same or a different department/ office/mission,
in the same or a different duty station and in the same or a different job family. Inter-agency
loans or other movements to and from other organizations of the United Nations System are
recognized as “lateral moves”. Within the same department or office, a lateral move will
normally involve a change in functions with or without a change of supervisor. When the
supervisor remains the same, there will be a lateral move if the responsibilities are substantially
different, for example, if there is a different area of responsibilities or a change in the
departments/offices/missions serviced by the staff member. A change in supervisor without a
change in functions does not represent a lateral move. Temporary assignments of at least three
months but less than one year, with or without special post allowance, shall also qualify as a
lateral move when the cumulative duration of such assignments reaches one year.

4. For a serving staff member holding an appointment other than a temporary appointment and for
the purpose of meeting the lateral move requirement, in instances where the lateral move was
with a non-Secretariat entity within the United Nations System or affiliated international
Organization, the move shall count if there was no break in service prior to joining the United
Nations Secretariat.

5. The Recruiter shall contact the applicant who is a serving staff member holding an appointment
other than a temporary appointment whose application does not clearly indicate whether he/she
meets the lateral move requirement and request him/her to provide the information necessary
to determine whether he/she meets the lateral move requirement, as explained above. For
example, this could be a copy of an e-PAS reflecting new functions or an attestation from the
supervisor. The Recruiter shall expect to receive all requested information within three working
days of receipt of the message in order to expedite the review process. The Recruiter, in
consultation with the executive office, where such an office exists, determines based on the
available information, including IMIS data and related software bridges, such as the ‘EZ HR’ tool
in determining whether or not a particular applicant meets the lateral move requirement.

6. A staff member applying for P-5 positions is encouraged to review his/her application to ensure
that it properly reflects all qualifying lateral moves for consideration, i.e. in cases where the
applicant has worked with one employer but held several positions, he/she must indicate every
job and level held separately.

4.2.3.3 Language Staff Member Applying to Non-Language Positions

1. A language staff member in the professional category is expected to serve for at least five years
in a language post before he/she may be selected for a non-language position.7

2. An applicant is automatically pre-screened by the system as meeting or not meeting this
requirement. When this requirement is met, an applicant is considered eligible. When the
requirement is not met, the Recruiter manually reviews a serving staff member holding an
appointment other than a temporary appointment. The Recruiter uses his/her judgement based
on the information available, including IMIS data and related software bridges, such as the 'EZ HR'
tool to determine whether an individual meets this requirement and whether or not an applicant
is released to the Hiring Manager for evaluation.

7 As stated in Section 2.2 of ST/AI/2000/1 dated 12 January 2000 and amended by ST/Al/2003/1 dated 27 January 2003 entitled
“Special conditions for recruitment or placement of candidates successful in a competitive examination for posts requiring spe-
cial language skills’.
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4.2.3.4 Eligibility Criteria for FS Levels Applying for P Positions

Staff members in the Field Service category at the FS-6 level may apply to positions at the P-3 and
P-4 levels, provided that they have served for one year at their current level and meet the academic
qualifications required for an appointment to the professional category. Staff in the Field Service
category at the FS-7 level may apply to positions at the P-4 and P-5 levels, provided that they have
served for one year at their current level, meet the academic qualifications required for an
appointment to the professional category and for P-5 positions, if he/she satisfies the lateral move
requirements (as outlined in the Promotion to P-5 Positions section) for promotion to the P-5 level.

4.2.3.5 Eligibility Criteria for a Local GS Staff Member Applying to NPO
Positions

A local GS staff member, at any level, who has the nationality of the country of his/her duty station
is eligible to apply for any National Professional Officer (NPO) level position at the same duty station.

4.2.4 Eligibility Criteria for a Non-Serving Staff Member or Serving
Staff Member Holding a Temporary Appointment

4.2.4.1 Length of Work Experience

1. Al applicants must meet the minimum years of experience stated in the job opening.

2. The minimum experience requirements contained in GJPs are set to ensure organizational
standards across job families by capturing the following two parameters: the area of relevant
experience and the required minimum number of years of experience.

3. Staff members applying for positions one level higher than their personal grade shall meet the
minimum work experience requirements of the position. In determining the eligibility of staff
members and other applicants against the level of the position for which they are applying, the
baseline for calculating the number of years of work experience required shall be established
using the following tables for each respective level:

a. For positions in the Professional and higher categories with advanced university degree
(Masters or equivalent):

i P-2 - a minimum of two (2) years (applicants who passed the National Competitive
Examination - now known as the Young Professionals Programme (YPP) - do not require
the two (2) years of experience)

ii. P-3 - a minimum of five (5) years

iii. P-4 - a minimum of seven (7) years
iv. P-5 - a minimum of ten (10) years

v. D-1-a minimum of fifteen (15) years
vi. D-2 over 15 years

g. For positions in the General Service and related categories with high school diploma or
equivalent:

i.  GS-5- a minimum of five (5) years
ii. GS-6 - a minimum of seven (7) years

iii. GS-7 - a minimum of ten (10) years
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iv. TC-4 - a minimum of four (4) years

v. TC-5 - a minimum of five (5) years

vi. TC-6 - a minimum of seven (7) years

vii. TC-7 - a minimum of ten (10) years

viii. TC-8 - a minimum of twelve (12) years

ix. $-3 - a minimum of five (5) years

X. S-4 - a minimum of nine (9) years

xi. S-5 - a minimum of twelve (12) years

xii. $-6 - a minimum of fifteen (15) years

xiii.S-7 - a minimum of eighteen (18) years
n. For positions in the Field Service category with high school diploma or equivalent:

i. FS-4 - a minimum of six (6) years

ii. FS-5-a minimum of eight (8) years

iii. FS-6 - a minimum of ten (10) years*

iv. FS-7 - a minimum of twelve (12) years*

* The minimum years of relevant work experience is reduced for candidates who possess a first
level university degree as follows: for FS-6, a minimum of 5 years of experience; for FS-7, a
minimum of 7 years of experience.

For a number of professional category language positions in the job family Conference
Management, the minimum number of years may be reduced from the standard as reflected in
the respective GJP is indicated in the job opening accordingly.

For positions in the General Service and related categories, the standard minimum requirement
may vary from position to position and location to location. Please consult with your Executive
Office or local human resources office.

For positions advertised at the P-3/FS-6 level, staff at the FS-5 level who are selected for such
positions may only be appointed at the FS-6 level, regardless of their academic qualifications,

due to the restrictions placed by the General Assembly on movement of staff from the General
Service and related categories to the Professional level. Staff already at the Professional level
may, of course, be appointed at the P-3 level.

An applicant is automatically pre-screened by the system as meeting or not meeting the required
length of work experience based on the indication in his/her application.

When this requirement is met, an applicant is considered eligible. The applicant who does not
meet the requirement for length of work experience is not eligible and automatically screened
out.
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4.2.4.2 Eligibility Criteria for a Serving Staff Member Holding a Temporary
Appointment or Serving as an NPO

1.

Except for a staff member holding a temporary appointment who serves in missions, a staff
member holding a temporary appointment who is recruited in the Professional and higher
categories, normally for less than one year, and placed in a position authorized for one year or
longer may not apply for or be reappointed to his/her current position within six months of the
end of his/her current service.

National Professional Officers may apply for positions at levels outlined in the Matrix for Pre-
screening on Level section in the Annex and are considered external applicants.

4.2.4.3 Eligibility Criteria of non-Staff Members and Serving Staff Members
Holding a Temporary Appointment

1.

Internal staff members occupying a position that is later posted as a temporary vacancy are
eligible to apply to the temporary position.

Pending the outcome of the selection process for a regular job opening, an external applicant
who has been screened in for consideration for the specific position (regular job opening) cannot
be considered for the same position if it is subsequently advertised as a temporary job opening.

4.2.4.4 United Nations Volunteer

1.

United Nations Volunteers (UNVs) are eligible to apply for positions in a mission other than the
mission they are serving in after completing a minimum of twelve (12) consecutive months of
service as a United Nations Volunteer at their current duty station. A UNV who has served for less
than one year is not eligible for a mission appointment unless a period of six months has elapsed
following completion of the UNV service.

A UNV is pre-screened by the system against the above criteria based on the information stated
in his/her application. An applicant who does not meet the above requirements is screened out
and is not eligible.

Notwithstanding the eligibility rules for positions in missions, United Nations Volunteers may
apply for any other position in the United Nations Secretariat provided they meet the required
qualifications. United Nations Volunteers are considered external applicants.

4.2.4.5 Eligibility for Current or Former Consultants, Individual Contractors
and Interns

1.

Interns, consultants, individual contractors and gratis personnel are not eligible to apply for or
be appointed to any position in the Professional or higher categories and for positions at the
FS-6 and FS-7 levels within six months of the end of his/her last/current service and are
considered external applicants after the six-month period. The only exception is an individual
who has successfully passed the Young Professionals Programme Examination (YPP) (previously
the NCRE) or a United Nations Language Competitive Examination.

This restriction does not apply to associate experts; however, an associate expert is also
considered an external applicant.

Every application is automatically pre-screened against the above indicator based on the
information stated by the applicant in his/her application. An individual who is currently or has
previously served as consultant, individual contractor and/or intern and who does not meet the
above requirements is not eligible.
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4.2.5 Eligibility for a Female Applicant Serving in the UNS at the
Professional Level

In order to increase the pool of eligible female candidates, women serving with the United Nations
System at the professional category, who have served for at least one year are considered internal
applicants if their appointment has been reviewed by the Central Review body or equivalent at the
parent office as follows: female applicants serving at the P-3 and P-4 levels when applying for P-4
positions and female applicants serving at the P-4 and P-5 levels when applying to P-5 positions.
Therefore, the same eligibility rules that apply to serving staff other than those holding a temporary
appointment apply to them as well, the only exception being the requirement of two lateral moves
for consideration to positions at the P-5 level.
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Chapter 5: Search for Job
Openings and Create a Job Alert

1.

Job openings are published on the Careers Portal. You can search
for a job opening from the Careers Portal or from the inspira
Careers Home page. Registration or login to inspira is not required
when performing searches from the Careers Portal. However,
login is required to perform job searches from the Careers Home
page, create a job alert or to submit an application to a job
opening.

The following functions are available in inspira when browsing
through the job openings:

a. track your applications;

b. track your roster membership;

c. actively search for job openings according to certain criteria;
d

save the search criteria as a Job Alert and have the results
matching the criteria sent to your e-mail address specified in
your My Profile; and

e. complete an application in advance without immediately
applying for a job opening;

f. select and modify a previously created application or create a
new application when applying to a job opening.

The applicant is encouraged to review and understand the

requirements of the position prior to applying for the job opening.

Typically, in doing an analysis of a job opening, an applicant should
ask himself/herself:
a. Are they looking for competencies, skills and experience that |
have?
Am | able to do the job with minimal training?
c. What is an acceptable knowledge gap?

Job Opening = Transferable Skills + Knowledge Gap

5.

Searches can be performed using any one of the following
methods:

« Job openings link on the Careers Portal

» Search Job Openings section on the Careers Portal

« Basic Job Search from the inspira Careers Home page

* Advanced Search link on the inspira Careers Home page

» Search using the Run Search function under the My Saved
Search and Job Alerts tab.

The Basic Job Search, Advanced Search and applying
through an Application require Staff Members to login
‘L to inspira and non-Staff Members to register and login
- ¢ inspira. Non-Staff Members, who have not yet
registered, refer to Getting Started, Section 1.2.2:
Non-Staff Members Registration and Login.

5.1 Search for Job Openings

5.1.1 Using the Job Opening Link on the Careers
Portal

Registration and Login to inspira to perform a search using the Job
Opening link on the Careers Portal is not required.

Staff Members, may search for job openings through the
Careers Portal, using their index number and password.

To search, view and apply to a Job Opening using the Job openings
link, perform the following steps:

1.

From the Careers Portal, scroll down the middle of the page and
under the column How do I apply? click on the Job openings link.

The Job Openings page appears. Job openings are organized by
the category they belong to and there is a tab for each category
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(i.e. Professional and higher categories, Field services, General
services and related categories, Internships). Select your preferred
job category to display the list of job openings with details
described below:

To view jobs that span more than one page, use the
‘LLJ' navigation page buttonsi.e. 1, 2, etc. or the scrollbar
or sort by clicking on the header columns.

) . / | Howdolapply?

14 Job openings \ Click on

/
Creating your job ks fhEJ.U_b
\ application openings
) link
Application process
\
\

At your interview

a. Job Title contains the posting title of the position which links
to the job description details;

Level refers to the grade level of the position;
Job ID is a unique number assigned by inspira to every job
opening;
Job Network refers to groupings of job families;
Job Family refers to the occupational group or sub-group to
which the position belongs;

f. Department/Office indicates the department/office of the
position

g. Duty station specifies the location of the position;

h. Deadline refers to the date when job openings posted on the
Careers Portal are taken off (by midnight of deadline date).

Click on the job title to review requirements of the position. For a
description of the typical contents found in a job opening, refer to
Chapter 3: Understanding the Job Opening.

Take the time to review and understand the requirements of the
position before applying for the job.

Once you have reviewed the requirements of the job opening, from
the Job Opening page you can:

a. Click on the Email to Friend button to send the job opening to
a friend;
Click on the Print button to print the job opening; or

Click on the Apply Now button to apply to the job. Refer to
Chapter 8: Applying for a Job Opening, for more information on
how to apply to an interested job opening.

In order to save or apply to a job opening, you must
o pe logged into inspira.

44 of 189

Release 2.2 18 April 2012
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

There i o tabr for each calegory:
Profeisional gl highes

Fleld Servioes

- Generid Serviee aad relobed cotegorien

Ity
Jody Tiile codman

Deadfine column dhplog

|
displays o list of job {:‘u::“-‘l;?;ﬂ:w the closing date for the
openings aoconding (o | poaition. This by the date by
theelr functional fietes. | ':;f::lf;:?':::f withoh ail applcation ta
l‘.l’liuﬂﬂfnﬂ 4] jl‘lﬁ Entle I| posith the position must be
apers ihe pasitlond job f vq\\ fecehved by midnight of
dwscription | ., the date postied)
I| \-\\. III
= e — ) ]
v LY
|3 l\ \ Sart by wllows
‘_ . yaur (o sort the
} = \ \ . it by cofumn
| ".“ { i gacending ar
| “Il \ descending
f 1 \. order
| = __,{___.,_.'__'\ =i
! \ \
If the list of ovaliable I'. '-.\

Jobis spany more than

o wirdow, i@ fhe | Job Mebwork codumn

| dtiploy the group the g s

buttors Le. 1,2, 1, | department or office "\,\ SrpartinToH
b1

navigationod poge

I belongs fa

Level column disploys Ehe prode
tevel af the poslthan, The grooke

levwl displmyed [5 depended on the
cotegoey fob sedeched, .9 for
Profeislons ard higher the P eng D
levels ane disployed

DepartmentiOffice
edurmn dbiplays the

of the pasition

,MDF..‘}MJP}' cofiifmin
cllsplenys he occupoblonod
Jrou or Sul-§roup the
pasition befangs fa

5.1.2 Search Job Openings Section on the
Careers Portal

Login to inspira is not required when searching for a job opening
through the Search Job Opening section on the Careers portal.

Staff Members, may search for job openings through the
Careers Portal, using their index number and password.

S

The Job Openings section on the Careers Portal allows you to enter
specific criteria such as job Category, Level, Job Network, Job Family,
Department/Office, and Duty Station and By date posted to narrow
your search.

1. From the Careers Portal, scroll down to the Search Job Openings
section.

2. Complete one or more of the following fields with your criteria:
a. Category refers to one of the following categories:

& Use the Reset button if you want to reset the fields
to their default values.

i.  Professional and Higher Categories - generally demand a high
degree of analytical skill, communication skills, substantive
expertise and/or managerial leadership ability. Staff
members in the Professional and higher categories are
normally required to have as a minimum a first level
university degree from an accredited university or institution.
An advanced degree may be required for some functions, as
specified in the job opening. A combination of relevant
academic qualifications and extensive experience may be
accepted in lieu of the advanced university degree. Staff
members in the Professional category are normally recruited
with international benefits and entitlements, except for
National Professional Officers.
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Level refers to the grade level of the
position and is dependent on the Category
selected:

- P or I - Professional and higher

- F5 - Field Service

- G5, TC or 5 - General Service and related

Category refers to the following:

= Professional and higher

- Field Service

- General Service and Related Categories
- Internship

Job Metwork is - Interm b Family is a group of
the grouping of accupations based upon
job families '\' the work perfarmed,

skills, educ?}iun, ete,

1
l‘u
\ /

by dals poiket

- S
| Suysi
~
Bearch Jub Opesings Becilonvad and
Ira

ii.

ifi.

iv.

B s | e

Duty ;&nom is the

geographical location where the
Organization maintains an
office

DepartmentfOffice is a list of
Departments and Offices in
the United Nations
Secretariat

By date posted refers to
a time perfod when the
Job Openings were posted

Field Service - support peacekeeping, relief and
humanitarian operations by undertaking functions related
to the provision of land transport or vehicles, secretarial
services, security services, financial services and
administrative services; operations and maintenance of
communication facilities and equipment; custody of
supplies, records and properties.

General Service and Related Categories - are recruited on
a local basis in the country of the office, irrespective of
their nationality and the length of time they may have
been in the country. The allowances and benefits are

adapted to local conditions at the applicable duty station.

National Professional Officers - normally locally recruited
and performed functions at the professional level. Jobs for
NPO can only be found in non-HQ duty stations.

Internship - the United Nations provides opportunities for
students enrolled in a graduate programme to undertake
an internship. This Internship Programme is for the United
Nations Headquarters in New York only. Other United

Nations Offices, agencies, funds and programmes have
separate internship arrangements.

Interns at the United Nations Headquarters Secretariat are
not paid. The intern or any relevant sponsoring institution
must cover all costs of travel and accommodation,
including living expenses. Eligible candidates interested in
doing an internship at the United Nations Headquarters in
New York can apply by visiting the United Nations Human
Resources website http://www.un.org/Depts/OHRM/sds/
internsh/index.htm.

b. Level refers to the grade level of the position. Depending on
the category selected, the position levels are as follows:

i

L

iii.

For Professional (P) and Higher Categories i.e. Director (D)
level

The level within a category increases with the
amount of work experience required for a certain
position.

For Field Service (FS) Category - the FS category ranges
from levels FS-4 to FS-7, with FS-6 and FS-7 being
comparable to the P-3 and P-4 levels.

For General Service and Related Categories - employees in
General Service (G-1 to G-7) and related categories i.e.
Trade & Crafts (TC), Security Service (S), and Public
Information Assistant (PIA) perform support functions.

For NPO - position levels include NO-A through NO-E.
For Internship - position level include Intern 1 (11).

For more information about the various grade levels, click
on the Staff Categories link

Job Network - are groupings of job families. Select the job

network you are interested. For more information about the
various Job Networks, click on the Job Networks link located in
the What can | do at the UN? column.
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d. Job Family - depending on the job network indicated, select 5. Click on the job title to review the requirements of the job
the job family or families you are interested in. You can select opening. For a description of the typical contents found in a job
multiple job families by specifying All. opening, refer to Chapter 3: Understanding the Job Opening.
e. Department/Office - select the department/office where you
wish to WOI’k, if known. OtherWise, select All. Take the time to review and understand the
f. Duty Station - select the location(s) where you wish to work; 1[; requirements of the position before applying for the
this field contains locations of main offices, regional and sub- job.
regional offices and field mission locations. You can select
multiple locations by specifying All. 6. Once you have reviewed the requirements of the job opening, from
g. By date posted - select the time period during which the job the Job Opening page you can:
opening was posted. a. Click on the Email to Friend button to send the job opening to
3. When done specifying criteria in the job search fields, click on a friend;
Search button.
4. The Job Openings page appears. Job openings are organized by the ) )
category they belong to and there is a tab for each category (i.e. s In order to save or apply to a job opening, you must
Professional and higher categories, Field services, General services \ be logged into inspira.
and related categories, Internships). Select your preferred job
category to display the list of job openings with details described
below:
To view jobs that span more than one page, use the
‘LL; navigation page buttons i.e. 1, 2, etc. or the scrollbar
or sort by clicking on the header columns.
a. Job Title contains the posting title of the position which links
to the job description details;
Level refers to the grade level of the position;
Job Network refers to groupings of job families;
d. Job Family refers to the occupational group or sub-group to
which the position belongs;
e. Department/Office indicates the department/office of the
position;
Duty station specifies the location of the position;
g. Deadline refers to the date when job openings posted on the
Careers Portal are taken off (by midnight of deadline date).
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5.1.3 Basic Job Search

T fa a0 Dol o et Gt epory:
Professiomal and higher
Fhelef Srio

Gengral fervice and relaled catepories . . . o . .
nereahin Registration and Login to inspira to perform a Basic Job Search on the
Job Title column { Buty Seation Deadtine codumn disploys : :
aplays o (it of job | -:oﬁ.rr{n dhigilins he claing defe fior the Careers Home page 1S requl I’ed.
AR oo 1o II e goesgrapivat mrifitery, Thiti b phe dare by
thetr functional Hiies. | focation of the wivich il appiications o
Clicking o che job Eiele | - i il Phoww ST b
g the poditiont jish || o ﬂﬂ,\ FPrEhad [y midright of
decription | the date posted) . .
M / { \ @ Staff Members, may search for job openings through the
e Careers Portal, using their index number and password
s . — » .
4 .
| \ \,‘ Sort by allows
II". \"x\ \‘ J omendng Basic searches for job openings can be performed by using keyword
£l | A \ A descriptions and/or the time when the job opening was posted.
I the tist of vilasle l". Y % Keywords are words, phrases and acronyms used to describe the target
= e oo, e th | 00 Webwork olunn | SepOTmentOfice job. Keywords can be anything from job titles to required skills.
ot o 1,73, | deparmentovaffcs '\ MESTimeaLioffce o . . .
A g T betongs to L 1. Logintoinspira; refer to Getting Started, Section 1.2: Register and
Mﬁ:‘:ﬁl}lullulrl Login to inspira.
ﬁﬂrll-;,rw ﬂlls‘rull;:‘!.rr: :irx dfaplioy the oocupational . . .
Mg lttndosr i e S o tobon i i 2. On the Careers Home page, in the Basic Job Search section
Prafevsioned d highar the 5 and D complete the following fields:
hewrli are digglaprd
Click on the Apply Now button to apply to the job opening. _
. : Job Family: | o |
Refer to Chapter 8: Applying for a Job Opening, for more
information on how to apply to an interested job opening. LILETZTE | v|  Lever
Posted: | V|
Search Advanced Search

a. Job Family - select the occupational group you are interest is
seeking.

b. Category - select the category of the position you are
interested in seeking, e.g. P - Professional.

c. Level - select the level of the category of the position you are
interested in seeling, e.g. P-4.

d. Keywords - this field is optional but by entering a keyword, you
will narrow your search. Keywords are words, phrases and
acronyms used to describe the target job and can be anything
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from job titles to required skills. You can use the wildcard * in 5. In the Search Results section you can:

combination with the keyword, e.g. Program®, all job openings a. Select and apply to the job opening of interest. You can only
that contain a word starting with 'Program..." will be retrieved. submit an application to one job opening at a time.

e. Posted - select the timeframe in which the job openings were b. Click on the Job Title to view information about the Job
posted, e.g. Last Month will retrieve job openings posted on Opening.

the Careers Portal in the last 30 days.

3. Click on the Search button. The Search Results section displays

job openings that contain the keyword specified and that were i.  Level refers to the category and grade level of the
posted in the specified timeframe. position, e.g. P-2 refers to a professional position that

requires a minimum of 2 years of work experience.

c. View additional information about the job opening, such as:

Job Title displays a list of job openings

according to their functional titles. View Cancelled Job ii. JoblD refers to a unique system-generated number used to
Clicking on the job title opens the Openings/Filled identify the iob .
positions job description from Roster identify the job opening.

iii. Job Network refers to groupings of job families.

iv. Job Family refers to the occupational group or sub-group
to which the position belongs.

v. Department/Office indicates the department/office of
the position.

vi. Duty station specifies the location of the position.

vii. Deadline refers to the date when job openings posted on
the Careers Portal are taken off (at midnight (EST) of
deadline date).

Duty Staﬁionlc;isplays the Deadline displays the closing date U _7 S
geographical location of for the position. This is the date by e b e Sl e
the position which all applications to the ¥ 54 Resats Foand

position must be received (at
midnight (EST) of the date posted)

4. Click on the expand icon to view Quick Search criteria which allows
you to:

o view the search criteria used;

e enter a new search criteria and perform a new Search; or

e click on the Save Search button and create a Job Alert.
Refer to Chapter 8: Applying for a Job Opening.
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6. Click on the job title to view the job opening. 2. Logintoinspira; refer to Getting Started, Section 1.2: Register and
. . Login to inspira. On the Careers Home page, in the Basic Job Search
Take the time to review and understand the box click on the Advanced Search link. The Advanced Job Search
‘Ll requirements of the position before applying for

page appears. On the Advanced Job Search page, you can fine-tune

the job opening. your search by completing one or more of the following fields:

7. Once you have reviewed the requirements of the job opening you

are interested, from the Job Opening page you can: ‘L U;e Clear to reset the fields to the default values
a. Click on the Email to Friend button to send the job opening to when necessary.
a friend;

a. Job Opening ID - click on the Look up icon, locate and select
a job opening you may be interested in, if known.

b. Find Jobs Posted Within - select the timeframe in which the
job opening were posted, e.g. Last Month will retrieve job
opening posted on the Careers Portal in the last 30 days.

b. Click on the Save Job button to save the job opening in your c. Job Title - enter the posting title of the position, if known.
My Saved Jobs folder for retrieval later; or

c. Click on the Apply Now button to apply to the job opening.
Refer to Chapter 8: Applying for a Job Opening, for more 5 s T

—

information on how to apply to an interested job opening. Jab Search

In order to save or apply to a job opening, you must
o pe logged into inspira.

Jub Opaning I
Fired Bobs Posted Within: | Aime ¥
Job Tita:

5.1.4 Advanced Job Search r:',:r’“ :
Registration and Login to inspira to perform an Advanced Job Search .
on the Careers Home page is required. . I
Staff Members, may search for job openings through the S ) B i et 1T
Careers Portal, using their index number and password.
Search will retrieve I
job openings that Save Search Criteria
match the criteria allows you to save the
1. Advanced job search allows you to run a more targeted search by you entered criteria Jygl;’ j’l”gﬁr edasa
indicating additional criteria such as, Job Locations or Job
Families.
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Category - select a category. Category refers to:
o ASG - Assistant Secretary-General

« P - Professional and Higher Categories

« D - Director

« FS - Field Service

e G - General Service and Related Categories
« TC - Trade & Crafts

e S - Security Service and Public Information Assistant
perform support functions

e |- Interpreter

« Intern - Intern

e LT - Language Teacher

« NO - National Officer

e USG - Under-Secretary General

e T - Translator

Level - select a level, Level refers to the grade level of the
position.

Duty Station - select the location(s) where you wish to work;
this field contains locations of main offices, regional and sub-
regional offices and field mission locations; you can select
multiple locations by using the Ctrl key (for individual
selections) or the Shift key (for consecutive group selections)
keys.

Department/Office - select the department/office for the
position.

Job Networks - select a job network from the list. Job
networks are groupings of job families.

Job Family - depending on the job network indicated, select

the job family or families you are interested in; you can select
multiple entries by using the Ctrl (for individual selection) or
Shift (for consecutive group selections) keys.

j. Enter Keywords - Keywords are words, phrases and acronyms
used to describe the target job and can be anything from job
titles to required skills. You can use the wildcard * in
combination with the keyword, e.g. Program®, all job openings
that contain a word starting with 'Program..." will be retrieved.

k. Display Results Sorted by - select how you want the search
results displayed.

Once you have entered your criteria, you can perform one of the
following steps:

a. Search for job openings that match the specified criteria; or
b. Save the specified criteria as a Job Alert by clicking on the

Save Search button. Refer to Section 5.2: Create a Job Alert
for more information on Job Alerts.

Click on the Search button. The Search Results section displays job
openings that match the specified criteria.
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Job Title displays a list of job openings
according to their functional titles.
Clicking on the job title opens the
positions job description

Vlew Cancelled Job
Openings/Filled
from Roster

Job Search
T

sl tow

Duty Station displays the
geographical location of
the position

Deadline displays the closing date
for the position. This is the date by
which all applications to the
position must be received (at
midnight (EST) of the date posted)

Click on the expand icon to view Quick Search criteria which allows
you to:

o view the search criteria used;
e enter a new search criteria and perform a new Search; or

» click on the Save Search button and create a Job Alert.
Refer to Chapter 8: Applying for a Job Opening.
In the Search Results section you can:

a. Select and apply to the job opening of interest. You can only
submit an application to one job opening at a time.

b. Click on the Job Title to view information about the Job
Opening.
c. View additional information about the job opening, such as:

i. Level refers to the category and grade level of the

position, e.g. P-2 refers to a professional position that
requires a minimum of 2 years of work experience.

ii. JoblID refers to a unique system-generated number used to
identify the job opening.

iii. Job Network refers to groupings of job families.

iv. Job Family refers to the occupational group or sub-group
to which the position belongs.

v. Department/Office indicates the department/office of
the position.

vi. Duty station specifies the location of the position.

vii. Deadline refers to the date when job openings posted on
the Careers Portal are taken off (at midnight (EST) of
deadline date).

Take the time to review and understand the
‘LLJ' requirements of the position before applying for
the job opening.

7. Once you have reviewed the requirements of the job opening you
are interested, from the Job Opening page you can:

a. Click on the Email to Friend button to send the job opening to
a friend;

In order to save or apply to a job opening, you must
o pe logged into inspira.

b. Click on the Apply Now button to apply to the job opening.
Refer to Chapter 8: Applying for a Job Opening, for more
information on how to apply to an interested job opening.
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5.1.5 View Cancelled Job Openings/Filled from
Roster

Job openings that have been cancelled or filled from a roster do not

appear in your search results. To view these job openings, perform the
following steps:

1. On the Job Search Results page, click on the View Jobs Cancelled/

Filled from Roster link to view a list of these jobs.

200 Opanings: INat Nave Dese Bled WIS FOS1ar CaNMidates of CANcHlad are NoKnger Swailatie 10 ADPIY AN Wil NOL APOST IN N SErch rasilts. It
h 10 s st it these Job Openings. chick e Filled fom R

' %4 Results Found

2. Click on the job title to view the job opening.

5.1.6 Search Using My Saved Searches

1. On the Careers Home page, click on the My Saved Searches & Job
Alerts tab.

Your Profile Status: 100% Complete
My Saved Searches & Job Alerts

My Saved Searches & Job Alerts

In order to create a new Job Alert, please click on the Job Search tab, enter the desired search criteria and click “Save Search Criteria

Saved Search

PRIP4INY

Created On

2011-08-16

Used as Job Alert

Job alert Email Address Run Search

writer2@UN.org Edit ﬁ Run Search

Locate the saved search you wish to run and click on the Run
Search button. Job openings matching your saved search criteria
appear in the Search Results page.

5.2 Create a Job Alert

You can save the job search criteria as a Job Alert and have the results
matching the search criteria sent to your specified e-mail address. The
Job Alert feature sends out newly posted job openings once per hour.
The job search criteria can be edited and the Job Alert notification
turned on/off at any time. The saved search criteria can also be
deleted as desired.

Registration and Login to inspira to create a job alert is required.

Staff Members, may search for job openings through the
Careers Portal, using their index number and password.

53 of 189

Release 2.2 18 April 2012
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

1.

2.

You can create a maximum of five (5) saved
searches and Job Alerts and they are valid for 365

‘J days.

Login is required in order to save your job search
criteria and to receive job alert notifications

Log in to inspira; refer to Getting Started, Section 1.2: Register
and Login to inspira.

On the Careers Home page, click on the Job Search tab.

Your Profile Status: 100% Complete
Job Search

In order to search for Job Openings, please enter the desired search criteria and click "Search”™.
In order to create 3 Job Alert, please enter the desired search criteria and click "Save Search Criteria
Advanced Job Search

Job Opening 1D:
Find Jobs Posted Within: Anytime v
Job Title: [
Category: v
Level: v
Duty Station: All Duty Stations V]
(MARSHALL ISLANDS) =]
ABA
ABAMCAY
ABBOTABAD -]
Department/Office: v
Job Network: -
Job Family: All Job Families ~
Administration 8
Audit
Civil Affairs
Conference Senvices L |
Enter Keywords: ‘
Display Results Sorted By:
[ search Clear || Save Search Criteria Basic Search Use Saved Search: Search
Enter your search criteria and click on the Save Search Criteria C.
button.

L2

iii.

Cli

Save Search Criteria & Create Job Alert

In the first line, please enter a name under which your requested job search will be saved.

If you wish to save your search criteria and receive e-mails with Job Openings matching your search
criteria, please enter your e-mail address and click "Save Search

I you wish to save your search criteria without receiving e-mail notifications, please uncheck the box
Use as Job Alert” and click "Save Search”.

*Hame your search: [PrarPamey
Use As Job alert:
Send Job Alert notification to: |wrller2@UN org

Save Search Cancel

Name your search - enter a name for the search criteria
(up to 20 characters, it is suggested that you use the
position title, level and location, e.g. ProgrMgr/P3/NY).

Use as Job Alert - place a checkmark in this box to indicate
that you want to use these criteria as a Job Alert. If you do
not want to set up a Job Alert for these criteria, leave this
field blank.

You can disable the job alert notification at
anytime by removing the checkmark.

Send Job Alert notification to - if you indicated that you
want to use these search criteria as a Job Alert, enter the
e-mail address where you wish to receive the job alert
notifications. If not, skip this field.

ck on the Save Search button to save the search criteria and

job alert. The My Saved Searches page appears with the

fol

lowing information:
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Your Profile Status: 100% Complete
0 My Saved Searches & Job Alerts

My Saved Searches & Job Alerts

In orderto create a new Job Alert, please click on the Job Search tab, enter the desired search criteria and click “3ave Search Criteria’

Saved Search Created On Usedas JobAlert  Jobalert Email Address Run Search
PHP4INY 2011-09-16 writer2@UN.org Edit m Run Search

i. Saved Search - displays the name of your search;
ii. Created On - displays the date the search was created;

iii. Used as Job Alert - indicates that the saved search criteria
will be used as a job alert.

iv. Job Alert E-mail Address - if you selected this search
criteria to be a Job Alert as well, then this column displays
the e-mail address you specified to which job notifications
will be sent;

v. Edit - allows you to edit the job search criteria and turn the
Job Alert notification on or off;

vi. Delete - allows you to delete the saved search criteria as
desired;

vii. Run Search - allows you to perform a search on the saved
search criteria.
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Chapter 6: Completing your Profile

6.1 Overview

The profile includes important personal information i.e. name,
address, phone number and e-mail. This information will be used
by the United Nations to contact the applicant during the
application process. As such, it is important that the applicant
keep their profile up-to-date. Changes made at any time in the
profile section (e.g. e-mail, home address, additional
nationalities, etc.) will be updated automatically in all
applications.

Applicants are required to state their correct name, date of birth
and other personal data and to certify that the information
provided is true, complete and correct to the best of their
knowledge and belief. Accordingly, an applicant must ensure the
correctness of the information provided and cannot claim a right
of rectification of his/her recorded representation of facts that are
within his/her responsibility and competence. There is no legal
obligation on the part of the United Nations to change the official
record in respect of a fact originally submitted by an applicant who
may potentially become a staff member for the purpose of his/her
official record.

The Profile consists of several sections, each described below. All
required fields must be populated on the two pages of the profile
before the profile information can be saved. Applicants are
strongly encouraged not to disregard the warning about completing
the required fields since this may result in the loss of all data
entered in the profile pages.

If you are a Staff Member, you must follow the guidelines
outlined in Section 6.1: My Profile for Serving Staff
Members.

All fields marked with an asterisk (*) are required.

1 The My Profile page is comprised of multiple sections.
" When completing your profile, you should save your
entries after completion of each section to ensure no
data will be lost.

Login is required in order to complete the application.

The average time to complete the My Profile section is
between 10 to 15 minutes.

6.2 My Profile for Serving Staff Members

A serving staff member who has active data on file with OHRM or a
local human resources (HR) office will have a pre-existing user
profile.

A serving staff member is strongly encouraged to first review the
accuracy of his/her postal address as pre-recorded in inspira
before making any updates to My Profile.

The home address represents the permanent address in the staff
member's home country. It is therefore important to state the
permanent address, normally in the country of nationality, as the
Home address. The Mailing address may be the same or may be
different.

Ensure that all fields in the home address are complete, such as the
ZIP code etc. Otherwise, problems may arise in saving information
in My Profile.

An applicant who is a United Nations Secretariat staff member may
update his/her profile information as necessary, except for the
Last Name, First Name and Date of Birth fields which are not
editable and are pre-populated with information from the system.
In the event that a staff member's last name has changed by legal
means, he/she should inform the OHRM or the human resources
office and present the appropriate supporting documentation.
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OHRM or the human resources office will update this information
in the system on the applicant's behalf.

6.2.1 Review Permanent and Mailing Address

To review your home and mailing address to ensure they are current
and accurate, perform the following steps:

1. Login to inspira using your Index Number and password.

2. From the menu, select Self Service> Personal Information>
Permanent and Mailing Address. The Permanent and Mailing
Address page appears.

Permanent and Mailing Address

Janie Marie Borden

Address Type Status As Of Country Address

321 Elm Street

Fermanent Current 01/12/2009 USA Edit

Edit Permanent Address

Country: United States Change Countr

[YTermE 321 Elm Street

Address 2:

Address 3:

Address 4:

City: Y state: NV R New vork Postal[10012
County:

Date Change Will Take Effect:

On this date: 15112011 (example: 31/01/2000)

Save Cancel

6.2.2 Review your My Profile page

Eaasssiveey * = Staff members will have their profile information pre-populated.
Review the information to ensure it is current and accurate. You can
* Requires Field follow the procedures in the My Profile for Non-Staff Members section.

3. If any of the information is incorrect, click on the Edit button and
make the necessary corrections. Remember to click on the Save

button after making your correction. 6.3 My Profile for Non-Staff Members

A non-serving staff who is a first-time user is required to create a
profile. A former staff member who has separated from the
Organization and who wishes to apply to new job openings is also
considered an external applicant. He/she will not have access to
any previously completed profile or application and will therefore
also be required to create a new login account, fill out a new user
profile, and complete a new application.

For an applicant who is not a United Nations Secretariat staff
member, the First Name and Last Name fields will not be editable
once he/she has successfully completed the registration process.
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This information will be copied into the applicant's profile and

application. Hence it is important to enter the correct first and last Checske mar ”; ;{;‘Z’g‘;tee; the Percentage of profile
names, since stating an incorrect name may have legal completed completed
consequences at a later stage in the application process. \ /

My Brofte = Personal Detalls

6.3.1 Create your Profile

To prepare your profile perform the following steps:

1. Login toinspira, refer to Section 1.2: Register and Login to inspira.
The Home page appears. Select “Main Menu” > “Careers”. The
Career Home page appears.

2. Onthe Careers Home page, click on the My Profile tab. Your profile i
is comprised of four (4) sections: o

« Personal Details E——rmm I ——
e UN Employment -
» Family Details

« Nationality and Residence

In order for your application to be considered complete, all

sections of your profile must be completed. A gauge is provided

above the tabs indicating the percentage of completion and each
tab within your profile will display a check mark when you have

completed the section.

6.3.1.1 Personal Details

Biographical Information

This section displays your login information that you entered during
registration. Non-staff members will be able to edit the information
that appears in this section with the exception of Name. Staff members
cannot edit their Biographical Information, Telephone Numbers or
Permanent Address. The screen below depicts the page for non-staff
members.
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R e s
My Profile * Personal Detaity = e
o ——
Staff Members
. cannot edit their
i Biographical
information,

Telephone Numbers
or Permanent
Address

.........

..............

The following fields can not be changed and they appear as
entered when your account was created; Name Prefix, Given
Name, Middle Name, Family Name, and Other Name.

The following fields can be changed by non-staff members.

a. User Name - displays your user name created during the
registration process.

b. Password - displays the encrypted version of your password
created during the registration process.

C. Primary and Alternate E-mail - displays

d. Primary and Alternate E-mail - displays the E-mail address you
entered upon registration.

The primary e-mail address is the one that will be used
by the United Nations for all correspondence about
your application and will be used by inspira to
authenticate your identification if you should forget
your User ID or Password.

L

e. Date of Birth - displays the date of birth you entered upon
registration.

f. Gender - displays the gender you entered upon registration.
Telephone Numbers

This section allows you to enter the phone numbers where you can be
reached by the United Nations. You can provide more than one phone
number.

When entering the phone number, include the country
&; code, area code, number and, where, extension
number.

Address Details

Permanent address refers to your permanent residence, typically in
your home country or country of nationality, irrespective of where you
may currently reside. In the Permanent Address section, complete the
following information:

1. Country - select the appropriate country.

& The address fields may change depending on the
country selected.

2. Address 1 through Address 3 - indicate the street name and/or
number. Include a comma after the street name for easier
readability on the print version.

3. C(ity - indicate the name of the city, town or village. Include a
comma after the city name for easier readability on the print
version.
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4. State - indicate the name of state, if any.

5. Postal - indicate the postal code. Marital Status

6. County - indicate the name of county, if any. 1. Marital Status - select your marital status. If you indicated Single
7.

Current Address - indicate your current address if different from
your permanent address. If your current address is the same as
your permanent address, select the Same as Permanent field.

8. Click on the Save button to save your entries.

6.3.1.2 Family Details

The applicant must provide information with regard to his/her marital
status and dependency status of his/her spouse or partner. Only one
spouse or partner is recognized by the Organization.
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or Widowed, then the following fields are not required. For all
other selections, complete the following fields:

a. Family Name - enter the family name of your spouse or
partner.

b. Given Name - enter the given name of your spouse or partner

The Calendar defaults to the present date. Make sure
‘; to update the default values by selecting the
appropriate month, year and date.

c. Date of Birth - click on the Calendar ! icon and select the
month, year and day when your spouse or partner was born.

d. Nationality - select from the list the nationality of your spouse
or partner

e. Gender - select the gender of your spouse or partner.

f. Employment Status - select the employment status of your
spouse or partner.

g. Proceed to the next question.

Do you have dependent children? - indicate whether you have any
dependent children, including stepchildren and legally adopted
children, where applicable. If Yes, complete the following fields.
If No, proceed to the Relatives employed by the UN section.

*Do you have dependent children? @Yes Ono
Please list your dependents
Family Name  Given Name Date of Birth Nationality Gender Relationship

4 Never [cie [p2042011 [ [Benin v/ [Femalw| i

Add Another Dependent

a. Family Name - enter your child's family name.
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b. Given Name - enter your child's given name.

The Calendar defaults to the present date. Make sure
1:; to update the default values by selecting the
appropriate month, year and date.

c. Date of Birth: - click on the Calendar B icon and select the
month, year and date when your child was born.

d. Nationality - select from the list the nationality of your child.
e. Gender - select the gender of your child.
f. Relationship - select your relationship to the child specified.

3. Repeat the above steps for each dependent child, click on the Add
Another Child button.

4. Proceed to complete the Relatives employed by the UN section.
Relatives employed by the United Nations

Applicants should provide information regarding family members i.e.
siblings, parents, children, and spouse or partner, who are currently
employed with the United Nations Secretariat, another United Nations
entity or another public international organization.

The Staff Rules requires that appointments of family members within
the same organization i.e. to family relationships within the United
Nations Secretariat exclusively and not to family relationships with any
of the separately administered agencies, funds and programmes of the
United Nations, including UNDP, UNFPA, UNHCR, UNICEF and UNOPS
and not specialized agencies.

An appointment shall not be granted to a person who is the father,
mother, son daughter, brother, sister, step-child or step-sibling of a
staff member. The spouse/partner of a staff member may be
appointed provided that:

« he/she is fully qualified for the post for which he/she is
being considered;

» he/she is not assigned to serve in a post which is superior
or subordinate in the line of authority to the staff member
to whom he/she is married; and

« none of the two participate in the process of reaching or
reviewing an administrative decision affecting the status
or entitlements of the staff member to whom he/she is
married.

5. Are any of your relatives employed by the United Nations
Secretariat, another UN entity or by another public international
organization? -indicate whether you have any relatives employed
by the United Nations. If Yes, complete the following fields. If No,
proceed to the next step.

*Are any of your relatives employed by the United Nations Secretariat, another UN entity or by anather public international
0rganization?

®Yes Oto

Index Humber (if

Given Name known)

Family Name Relationship Organisation
1 Never Hanne Sister v | v il

Add Another Relative

a. Family Name - enter your relative's family name.
Given Name - enter your relative's given name.
Relationship - select your relationship to the relative
specified.
Index Number - enter your relative’s index number, if known.

Organization - select the United Nations organization where
your relative works.

6. Repeat the above steps for each relative employed by the United
Nations, click on the Add Another Relative button.

7. Proceed to complete the Emergency Contact section.

Emergency Contact

8. Emergency Contact indicates the person to contact in case of an
emergency. In the Emergency Contact section, complete the
following information:

Emergency contact:

Hame: Phone Number Relation

1 v

Save Cancel

a. Name - enter the name of your contact.
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b. Phone Number - enter the phone number of your contact
including the country code, area code, number and, where
applicable, extension number.

Cc. Relation - indicate your relation to the contact person.

Click on the Save button to save your entries before proceeding to the
Nationality and Residence section.

6.3.1.3 Nationality and Residence

Nationality indicates your country or, in case of multiple nationalities,
countries of nationality and residence. Where legal steps have been
taken or are about to be taken to change your country of nationality,
these are also indicated here. In the Nationality section, complete the
following information:

An applicant may attach a scanned copy of the first page of his/her
passport. If a passport is not available, an ID card, or a birth certificate
may be used.
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Country of nationality - select your country of nationality.

Country of Nationality at Birth - select your country of citizenship
at birth.

If you have more than one nationality at birth, click on the Add
Another Nationality at birth button, if applicable.

Have you taken any legal steps toward changing your present
nationality? - indicate any legal initiatives you have taken to
become a citizen or national of another country, where applicable.
If you answered No, these fields are disabled, proceed to the next
question.

*Have you taken any legal steps toward changing your present nationality? @Yes OMNo

Effective or expected
date

1 250712012 Applied for Argentinian citizenship @

Add Another Step Taken

*Country Please describe briefly

i. Country - select the country where you aspire to receive
citizenship or are already a citizen.

The Calendar defaults to the present date. Make sure
1 & o update the default values by selecting the
appropriate month, year and date.

ii. Effective or expected date - click on the Calendar B
icon and select the month, year and date when the
citizenship in another country took effect or is expected to
take effect.

iii. Please describe briefly - enter explanatory notes related
to your change of nationality.

Do you have multiple nationalities? - indicate whether you possess
multiple nationalities. If Yes, complete the fields in Nationalities.
If No, these fields will be disabled, proceed to the next question.

Do you have multiple nationalities? @vYes OMNo

*Nationality Explanation

Cra— i

Add Another Nationality

a. Nationality - select your country (or countries) of nationality.
Explanation - enter a brief description of your nationality.

If you are a citizen or national of more than one country, click
on the Add Another Nationality button, if applicable.

Have you taken legal permanent resident status in any country
other than your current nationality? - indicate whether your
permanent address is in a country other that the country of your
current nationality. If Yes, complete the fields in Legal permanent
residence in other countries. If No, these fields will be disabled,
proceed to the Attachment section.

*Have you taken legal permanent resident status in any country other than your current nationality? @Yes OMo

“Country Date

1 L B ]

Add Another Legal Permanent Residence

a. Country - select the country (or countries) where you have
lawfully applied for permanent residence or where you are
already a legal permanent resident.

The Calendar defaults to the present date. Make sure
‘LL; to update the default values by selecting the
appropriate month, year and date.

b. Date - click on the Calendar & icon and select the actual
or expected month, year and date when the legal permanent
resident status took or is expected to take effect.
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c. If you are a permanent resident of more than one country,
click on the Add Another Legal Permanent Residence button,
if applicable.

To remove an entry, click on the Delete icon, if
X necessary.

7. Attachments - you may attach a scanned copy of the first page of
your passport. If a passport is not available, preferably an ID card
or a birth certificate may be used.

My Attachments and Cover Letters

Add Attachments

*Attachment Type: Additianal Infarmation b

*Attachment Purpose: |E‘P35|

Add Attachment

Save & Return Save & Add More Cancel

Click on the Add Attachment link to add attachments to your
application.

a. Click on the Browse button, locate and select the file to
attach. The file path will appear in the Browse field.

b. Click on the Upload button to attach the document. The
attachment will appear in the Attachment section.

Repeat the above steps for each attachment. The total size of all
attachments cannot exceed 1Mb.

8. Other Information

The Organization is committed to promote the
employment and social integration of persons with
disabilities, accommodation must be made for

‘L individuals with disabilities to ensure the full

o en joyment or exercise on an equal basis at the work

place, if and when required. It is in this context that
the Organization inquires about the need for physical
assistance.

Complete the following fields:

a. Do you need any assistance to perform the work related to the
position for which you are applying? - indicate whether you
require any special accommodations due to a disability. If Yes,
complete the fields that follow. If No, proceed to the next
question.

i. If Yes, physical assistance - select the type of physical
assistance needed to perform your work.

ii. If Yes, please explain briefly - enter a brief description of
the physical assistance required to perform your work.

b. Working for the United Nations might require assignment to
any area of the world in which the United Nations might have
responsibilities. Do you need any assistance to travel? -
indicate whether you require any special accommodations due
to a disability when travelling for United Nations business. If
Yes, complete the fields that follow. If No, proceed to the next
question.

i. If Yes, physical assistance - select the type of physical
assistance needed to travel.

If Yes, please explain briefly - enter a brief description of the physical
assistance required to travel.
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corresponds to the date when the application was first created and

Chapter 7: Completing the corres
App/ication Form 6. It is recommended that the applicant update every application

7.1 Introduction

Once the profile information is saved, an applicant can create an
application.

To create, update or submit an application, the applicant must
login to the system. Since the application will be used to evaluate
an applicant's eligibility and suitability for the job opening, it is
recommended that the applicant prepare the application in
advance even when there is no immediate intention to apply for a
job opening to ensure a precise and effective application. In
addition, once a position of interest has been identified, the
application process has already been started.

A draft application is an application that has been created and
saved but not yet submitted to a particular job opening. The draft
application can be updated and used later at the applicant's own
convenience, to apply to different job openings or a new version
of the application can be created.

The latest update is the version that is automatically saved by the
system and to which returning users are directed by the system. It
is recommended that the applicant regularly Save the application
as he/she is filling out the form so as not to lose data already
entered. The applicant may use one of the prepared applications
to apply to one or several vacancies simultaneously. Once an
application is submitted to a particular job opening, it cannot be
altered any longer for this specific application process.

Fully or partially completed draft application(s) can be accessed
through the inspira Careers Home page. The status of a submitted
application changes accordingly as it goes through the recruitment
and selection process. The Application Date/Time display helps an
applicant keep track of the different versions of applications that
he/she has previously saved (draft) or submitted. The date stamp

and highlight the salient points in his/her background in relation to
the job opening of interest. The more time and thought allotted in
putting the application together, the more precise and effective
the application will be. It is recommended to perform a spell check
on the text entries made wherever the Spell Check icon is
provided. Once an application is submitted to a particular job
opening, it can no longer be altered for this specific application
process.

A resume or CV is not accepted and is considered
neither a substitute nor a complementary document to
a duly completed application. A resume or CVY may
serve as a supporting document but will not be
considered in the evaluation process as the main
source of information. Any supplemental information
or documentation that the Organization may require
will be requested in the course of the application.

All fields marked with an asterisk (*) are required
fields that need to be completed. When completing the
application, remember to save regularly to avoid
losing information as the system times out every sixty
(60) minutes. Click on Save after completion of each
application section in order to save all entries made,
otherwise all data entered will be lost after the
applicant logs out.
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7.2 Prepare your Application

inspira allows you to:

« prepare your application either when you apply to a job
opening, or

» draft and save one or more fully or partially completed draft
applications without applying immediately to a job opening.

Since the application will be used to evaluate your
eligibility and suitability for the job opening, it is
recommended that you prepare your application in

‘ advance even when there is no immediate intention to

d apply for a job opening to ensure a precise and

effective application. You will have the opportunity to
adjust your application to the requirements of the job
opening when you apply to the position.

To prepare your application perform the following steps:

1.

Login to inspira, refer to Section 1.2: Register and Login to inspira.
In order to access the Careers Home page, complete the following
steps:

For External applicants

e Main Menu
o Careers

For Staff Members

¢ Main Menu

o Self-Service

o Recruiting Activities
o Careers

Login is required in order to complete the application.

‘J The average time to complete the application with 1
current and 4 previous work experiences is between 90
to 120 minutes.

To complete your application
regardless whether you are
applying to a position, click on
the Create Draft Application

Your Bpflile Status: 100% Coenglote

Careers Home
Ay Careat Tockn

Display sppicabons from; | All Aeplicaicas v Robosh

L L b T T

1308011
419FM

Dealt ewErit e PATA2011

B o 5B B =

Alt applications, whether
submitted to a position or not
will appear in your ‘My
Applications’ section

Click on the Create Draft Application button in the My Career
Tools section. The Apply Now page appears.
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You must complete your profile before you can complete
your application. Otherwise, a message appears
indicating that your profile is incomplete and must be
completed before you can apply to a position.

from an existing application and modify it, regardless whether
it has been already submitted to a position. By default the last
created application appears in the Source Application
Information section.

i. Click on the Lookup % icon and select the application
you wish to use and modify.

5. Click on the Continue button. The Complete Application page
appears.
Read the information Determine whether you want to import in
: rom at ion from an existing application, i
and select Conflrm f applicablefor prepare a ngW‘:]’[)JpliCGtiOnf Complete Application > Screening Questions
Apply Now Save Close
Before applying you are encouraged to carefully read the Instructiophl llanual fgr the Applicant and the general application pessbmiine arspsisien
information (How do | apply) on the United Nations Careers portal = =
Please provide all required information. Incomplete applicatigfs will not be c¢hsidered. If your exact choice is not listed in the
drop-down menus, select the closest relevant option
All application information is treated as confidential ang/will neither be useg for commercial purposes nor be shared with . . . . .
other organisations vithout your writan permissior, 6. The Complete Application page is comprised of seven (7) sections:
Inlprma(lon entered |n|ms_apph:a|\\)n|sun_\(|ue ‘this job opening and vl not be applied to previous or future applications.
This information can be edited for submission gf future applications. ° Screening QUEStionS
By selecting "Confirm” and then clicking "géntinue” below you accept fnat you are aware of the available information and
uidelines on how to complete an applicpfion.
o Preferences
® confirm
e Education and Work Experience
(® Choose Existing App\émon © Build NewAppI\:;ﬂDn ° Skills
Application Level  JobOpeningID Created Date Application Date
o m— * References
o Cover Letter and Additional Information
Continue Gancel
N e Preview and Submit
The last application created appears
here, but you can search and select any
other ex is it i ng application, if ) . A .
applicable. It is not necessary to complete the entire application
at once. However, before exiting the application you
3. On the Apply Now page, select Confirm ‘; must click on the Save button to save your entries. If
4. In the Select how to start your application section, select one of you _do not, when you exit the application all your
the following methods: entries will be lost.
a. Build New Application - allows you to create an application
from scratch. It opens a blank application form.
b. Choose Existing Application - allows you to import information
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7.2.1 Screening Questions 4. Areyou interested in working on a part-time basis? - indicate
whether you would be interested in working part-time for the

United Nations by selecting the appropriate answer.
This section is blank, but will be populated with questions that are

relevant to the position when you apply to a position.

Complete Application = Preferences

7.2.2 Preferences T

- : Comar Lemer & pre
s Palornesne e Bedserat

e Chase

Indicate your preferred field of work and preferred work location(s) in
this section. You can also sign up for the Job Alert which will send you
e-mail notifications on newly posted job openings based on the criteria
specified in your preferences. Complete the following information in —
this section.

All fields marked with an asterisk are required fields.
‘J Make sure you click on Save after completion of each
section.

1. How did you come to apply for employment with the UN? - select
from the list which media you used to find the position in the
Organization. If the media is not in the list, then select Other. . s
Media can be a job board, job fair, newspaper, recommendation
from a colleague, etc.

a. If Other - if Other was selected in the previous field, then
enter a brief explanation about how you heard about the

position in the Organization. Up to 256 characters may be The Search Results section of the look-up table
entered. displays the first 300 results that match the entered

criteria in one or several pages. To view all 300
results, click on View All link. To narrow your search in
‘ order to find the desired value within the first 300

o results perform a more targeted search to reduce the
number of results displayed. To sort your results
alphabetically or numerically in ascending or
descending order, click on the underlined title of the
respective column in the top blue bar.

2. Would you accept short-term assignments of less than 12 months?
- indicate whether you would be interested in a short-term
assignment by selecting the appropriate answer.

3. Areyou interested in working as a consultant? - indicate whether
you would be interested in working as a consultant in the United
Nations by selecting the appropriate answer. Consultants are not
employees of the United Nations.
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5.

6.

8.

Preferred Main Offices - if you are interested in working in one of
the United Nations main offices, select the office from the list.
Other Preferred Offices - if you are interested in working in one of
the United Nations regional or sub-regional offices, click on the
Look up 2, jcon and select the desired offices).

The Office for the Coordination of Humanitarian Affairs, the Office
of the United Nations High Commissioner for Human Rights, the
United Nations Office on Drugs and Crime and the United Nations
Environment Programme, have opened regional and country
offices all over the world to enable them to respond more rapidly
to emerging issues that require their expertise and assistance. In
addition, the United Nations Conference on Trade and
Development is located in Geneva with an office in New York while
the Office of Internal Oversight Services, based in New York, offers
services wherever its services are required around the globe.

a. Click on the Add Other Preferred Office button to specify
more than one regional or sub-regional office. You can specify
up to five (5) offices. To remove the office, click on the Delete
icon, if necessary.

Field Missions - if you are interested in working in one of the United
Nations field missions, select the desired Field Mission(s).

a. Click on the Add Field Mission button to specify more than one
field mission. You can specify up to five (5) field missions. To
remove the field mission, click on the Delete icon, if
necessary.

A field mission supports peacekeeping operations or
special political missions and may be designated as a
family-mission or a non-family mission.

L

Job Family - select from the list the job family(s) of interest. Job
family refers to a group of occupations based upon work
performed, skills, education, training and credentials.

a. Click on the Add Job Family button to specify more than one
job family. You can specify up to five (5) job families. To
remove the job family, click on the Delete icon, if necessary.

9.

10.

Click on Save to save all entries made; otherwise all data entered
will be lost after you log out. Upon saving, a message may appear
stating that some mandatory fields are empty or missing, if any,
and must be completed. The required fields that need to be
completed appear in red. Make sure you have completed all the
mandatory fields correctly and then click Save.

After you have completed all the required fields in the Preference
section, you are now ready to complete the Education and Work
Experience section.

7.2.3 Education and Work Experience

Provide details on your work history, educational institutions
attended, and diplomas/degrees or equivalent academic qualifications
obtained.

It is important to complete all information about your education and
work experience accurately. This information will be used for system-
automated pre-screening and it serves as the basis for evaluating your
eligibility and suitability for a job opening.

Appointment at the United Nations is subject to satisfactory and
complete verification of academic qualifications and employment
verification, reference checks on the information stated in these
sections are undertaken for candidates under closer consideration. A
candidate for whom reference checks are conducted is notified
accordingly.

1.

Click on the Education and Work Experience button, the
Education and Work Experience page appears.
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Compieie Application > Education and Work Experience

7.2.3.1 UN Employment

L L This section allows you to indicate whether you are currently employed

-_

by the United Nations. In the Employment with the UN section,
complete the following information:

Complete Application > Education and Work Experience

You are applying for: ACCOUNTANT -TEST FOR CRE37
Screening Education & Cover Letter & Preview &
Q/ Questions V Azl Q/ WViork Experience Q/ R V el Q/ Additional Information Submit

Save Close

*UN Employment Status

I have never worked for a United Nations Comman System entity
(¢ Im currently working for a United Nations Comman System entity.

*hich UN entty are you working for? UNS | United Nations Secretariat
*For which office of the United Hations Secretariat are you working? |Omce of Central Support Senvices j
*UN Index number: 1231569

*Type of appointment or relationship with the organization: Temporary v

Hhen did you first commence employment with the United Nations? 2012011 [

“Expiration date of current contract: 17122013 |

. United Nations Employment Status - select one of the following

options:

I have never worked for a United Nations Common System
entity.

I’m currently working for a United Nations Common System
entity. If selected, complete the additional fields.

« Which UN entity are your working for? - select the UN
entity where you work.

e UN Index number - enter your index number.

« Type of appointment or relationship with the organization
- select the type of appointment you hold

«  When did you first commence employment with the
United Nations? - click on the Calendar [¢ icon and
select the date you started your appointment.
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« Expiration date of current contract? - click on the
Calendar [5) icon and select the date when your ::::-.-;:h e
contract is expected to end. It cannot be a date prior to
the current date.

S p=r

» | have previously worked for a United Nations Common System - R = vy
entity? If selected, complete the additional fields: SIS = S, 7 e
1 8 DINESn Y LR RO ™ rex ™
« For which UN entity are you working for? - select from the R —————— Fves  Cmn
list the UN entity where you work(ed). ! 2
“MakeTen OF oty
» Type of appointment or relationship with the organization T i
- select the type of appointment you held from the list. If besep
your appointment is not on the list, select Other. Saperasors amas sorve
. From - click on the Calendar 1 icon and select the T T ———————————
month, year and date when you first started employment T [eews =
with the United Nations. e
e To - click on the Calendar B icon and select the month, o | =l

Prenlmt

year and date when you completed your contract with the
United Nations.

i

e Reason for separation - indicate the reason for your separation ey ey !

from the United Nations. -ZLT:"”'M i

Tl ol W

Eopd £F Soesials,

k

% 4 Q.;| R LH| LA (LS

7.2.3.2 Work Experience

3T W P TIPS AR e T

Tostopmeriyee [ H
1. Click on the Add Work Experience button. The Add Work e A TR T e
Experience page appears

[l 8 o,

‘ If you held more than one position with the same
employer, enter each position separately.

" i e s e Pasbreer——t
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*Doyou have any objections to contact your current employer for references?

Complete the following sections about your current and past
employers.

Starting with your present employer, list every position held in
reverse chronological order. Duly complete all fields and
indicate every employment held from age 18 and higher -
including service in the armed forces and internships. Note any
period during which you were not gainfully employed. In cases
where you worked with one employer but held several
positions, you must indicate every job title held separately.

This is important in determining your eligibility and suitability.

All fields marked with an asterisk are required

‘L fields. Reference to the position in the following

o text refers to the position held and not the position
to which you are applying.

Enter Employment Details:

*Name of Employer Google

*Employer's Phone 2221222-2222 Fax
Website of Employer google.com

*Name of Supervisor Eric Schmidt

*Supenvisor's e-mail address sir@amail.com

OYes  @®Ho

i. Job Title - enter your functional title at this employer.

v. To - this field is enabled if this is not your current position.
If enabled, click on the Calendar icon and select the date
you left this particular job.

vi. Indicate Notice Period - this field is enabled only if this is
your current employer. Enter the number of weeks
required to submit a notice of separation/resignation from
this position.

vii. Is this a civil servant position in your government? -
indicate whether the position you held was a civil servant
position with your government of nationality.

viii.ls this a position in the UN Secretariat? - indicate whether
this position was with the UN Secretariat. If “Yes”,
proceed to “Type of contract, appointment or relationship
to the Organization”. Please indicate the category and
level of the position. If “No”, proceed to the next
question.

ix. Is this a position in another UN entity? if you answered
“No” in the preceding step (viii), then indicate whether
this position was with another UN entity. If “Yes”, proceed
to “Type of contract, appointment or relationship to the
Organization” - please indicate the category and level of
the position. If “No”, proceed to “Job Title”.

3. Proceed to the Employer Details section and complete the
following information.

ii. Present Job - by default, a check mark appears in the box;
if this is not your current employer, remove the check
mark.

*Name of Employer

Google

*Employer's Phone 222/222-2222 Fax
Website of Employer google.com
*Name of Supervisor Eric Schmidt

iii. From - click on Calendar E icon and select the date you
started working with this employer.

iv. To - this field is enabled if this is not your current position.
If enabled, click on Calendar icon and select the date you
started working with this employer.

*Supervisor's e-mail address |sir@gmail.com

*Do you have any ohjections to contact your current employer for references? Ores @no

a. Name of Employer - enter the name of your employer. If the
name is longer than the field, use the abbreviated name.
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Provide the full name of the employer in one of the address
fields (Address 2 or Address 3) under the Employer Address
section.

Employer’s Phone/Fax - enter the telephone and fax number
of the employer, including country code, area code, number
and, if applicable, extension number.

Website of Employer - enter the employer’s website URL
address.

Duty Station - this field appears only if the position is/was with
the United Natic=+ Secretariat or a United Nations entity. Click
on the Lookup ™ icon and select the duty station (location)
where you served (worked) or are currently serving (working).

Name of Supervisor - enter the name of your supervisor at this
employer.

Supervisor's e-mail address - enter the active e-mail address of
your supervisor or the appropriate HR contact available to
confirm your employment at the specified employer.

Do you have any objections to contact your current employer
for reference? - this field is enabled only if this is your current
employer. Indicate whether the United Nations can contact

your current employer for a reference. If you do not want the
United Nations to contact your current employer, select Yes.

If yes, please explain - this field is enabled only if you
selected Yes in the previous field. Explain briefly why you
object to contacting your current employer.

If this is a non-United Nations position, the Non-UN Employer
Address section will be displayed, proceed to complete this
section.

a.

*Country: United States w
*Address 1: 1000 Google Dr

Address 2:

Address 3:

City: Seatle State: Washington i
Postal: 00000

County:

In the Non-UN Employer Address section, complete the
following information. If the name of employer is longer than
the Name of Employer field will accept, provide the full name
of the employer in one of the address fields (Address 2 or
Address 3).

Employer address refers to the employer's headquarter
location, not where the applicant has worked which may be
different. Indicating the employer's address is necessary as for
candidates under closer consideration, the employment
history is verified.

i. Country - select the appropriate answer from the drop-
down. This is your employer's headquarter location, not
where you worked which may be different. The location
where you worked is indicated in a separate field.

‘L The address fields may change depending on the

- country selected.

ii. Address 1 through Address 3 - indicate the street name
and/or number. Include a comma after the street name for
easier readability on the print version.

You can use the non-required Address fields (Address 2

‘L or Address 3) to provide the full name of your

r employer including the Department/Organizational
Unit, as applicable.
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iii. City - indicate the name of the city, town or village.

Include a comma after the city name for easier readability
on the print version.

iv. State - indicate the name of state, if any.

If you do not see the an exact match, please select the
closest relevant option.

v. Postal - indicate the postal code.

vi. County - indicate the name of country, if any.

2. Proceed to the Employment Details section and complete the
following information.

“Type of Business Consulting
*Job Family Administration

*Field of Work Administrative specialists

S IESEN R

Area of Speciality
If your exact choice is not listed in the drop-down menus, please selectthe closest relevant option.
*Employment type Full Time v

HNo. of employees supervised Kind of employees directly supervised Consultants v

Work \3

*Description of duties

Please enter a maximum of
2500 characters

®

*Summarize your achievements  |V0rk

Please enter a maximum of
3700 characters.

*Reason for leaving Work @

Please enter a madmum of
1500 characters.

Save Cancel

Type of Business - indicate the business sector this employer
belongs to, such as, Consulting, Government, International
Organization, Non-Government Organization (NGO), Private
Sector, Self-Employed and Services. If the applicable business
sector is not in the list select ‘Other'.

« If Other, please explain - if Other was selected, explain
the nature of business in this field.

Job Family- select from the list the job family that best
describes the field of work or similarity of functions. A job
family is a group of occupations based upon work performed,
skills, education, training and credentials.

Field of Work - select from the list of work that best describes
your experience.

Area of Specialty - click on the Lookup icon and select from the
list. Area of specialty refers to the specific skills or knowledge
performed on the job. Only areas of specialty associated with
the selected Field of Work will appear in the list.

Employment type - select the type of employment held at this
employer, e.g. full time, part time, intern or other.

Please note that any experience listed as “other” will not be
counted as qualifying experience.

Please provide information - describe the position you hold/
held if not a full time position, i.e: “Part time employee
because | was attending school for my degree.”.

Currency - click on the Look-up icon and select the currency
code in which you were/are paid. You can also type in the
currency code, if known.

Number of Employees Supervised - if you held a supervisory
role, enter the number of employees you directly supervised.
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Kind of Employees directly Supervised - select the type of
employees you directly supervised.

Description of duties - describe the tasks performed on the job
on a daily basis.

Duties describe the specific responsibilities of the job. They
accurately reflect what the applicant is doing or has done in
each job he/she has held. The character limit for this field is
2,500 characters.

It is recommended to review each application and update it as
necessary, or target it to reflect appropriately the suitability
for the job opening to which an applicant is applying. Updates
will not affect the content of applications previously
submitted for other vacancies.

Summarize your achievements - describe what you have
accomplished and achieved during the stated period of
employment, as opposed to the tasks performed on a daily
basis.

The applicant should describe what he/she has accomplished
and achieved during the stated period of employment as
opposed to the tasks performed. The character limit for this
field is 3,700 characters.

Achievements describe in specific terms “how well” an
individual did in his/her job. Were the expectations exceeded?
Did an applicant solve a particular problem or introduce an
innovative solution? If so, how was this done? When writing
achievements, it may help to think of job responsibilities from
a cumulative perspective, i.e. the applicant's adherence to
standards with respect to rules, regulations, procedures,
meeting deadlines, etc. In addition, the following questions
may help: Has the applicant been involved in any projects?
What feedback and recognition has he/she received from his/
her supervisor or colleagues? An additional source of
information could be performance appraisals (e-PAS(es) for
United Nations staff) which reflect the results that an
applicant has achieved.

k.

(]

m.

L ¥

Reason for leaving - briefly explain why you separated from
this position/employer.

Once you have entered all the required information, click on
the Save button to save all entries made. Upon saving, a
message may appear stating that some mandatory fields are
empty or missing, if any, and must be completed. The required
fields that need to be completed appear in red. Make sure you
have completed all the mandatory fields correctly and then
click on the Save button. The Education and Work Experience
page appears.

If you choose to Cancel, your data will not be saved. Or
if you decide to complete the remainder of your
application at a later date, be sure to save all your
entries before you sign out of inspira, otherwise your
entries will be lost.

On the Education and Work Experience page, click on the
Save button to save all entries.

Repeat the above steps for each employer and position held by clicking
on the Add Work Experience button. Otherwise, proceed to complete
the Education Details section.

L

Remember, if you held more than one position with the
same employer, enter each position separately.

If you choose Cancel your data will not be saved. Or, if
you decide to complete the remainder of your
application at a later date, be sure to save all your
entries before you sign out of inspira, otherwise your
entries will be lost.
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7.2.3.3 Education Details

Starting with the highest education level obtained, list the schools and
universities you have attended from age 14 and higher in reverse
chronological order, and duly complete all fields. UN Trainings, if any,
are indicated under Skills described in the next section.

When evaluating academic credentials of staff members and
applicants, the United Nations is guided by the “World Higher
Education Database (WHED)” compiled by the United Nations
Educational, Scientific and Cultural Organization's (UNESCO) and the
International Association of Universities (IAU). This database provides
a comprehensive list of higher education institutions sanctioned or
accredited by competent national authorities in participating countries
(referred to as the “IAU/UNESCO List”).

Taking fully into account that the Member States have different
education systems, the United Nations references the credential level
determined by competent national authorities conferred by an
institution in the participating countries provided in the IAU/UNESCO
List. This credential level is therefore referenced and used to
determine the equivalence of the applicant’s degree.

Scenario 1 - Institutions listed in IAU/UNESCO
Step 1 - Adding Education Details

Click on the Education & Work experience tab. Click on the “Add
Education” button. The Add Education Details page will be opened.

e Click on the Add Education Details button. The Add Education
Details page appears.

Complete Application » Education and Work Experience

/ Education & ¥ . /
4 Preference Work Experience A Skills 4/ References

‘You have not added any certificates/diplomas information to your application.

Add Education Details

Step 2 - Navigating “Add Education Details Page”

w Screening
f
Questions

For the Add Education Details page, please ensure that the following
required fields, indicated with an asterisk (*), are completed:

e Click on the dropdown “Type of Institution” and select
“University/Tertiary”.
« Select country where attended.

« For the question “Attended in the same country?” select
“Yes”. If you did not study in the same country, please select
“No” and proceed to complete “Country where attended”.

* Typein the “City” where attended.

e Click on the “Name of Institution” look-up to search and select
your institution from the IAU/UNESCO list. If you cannot find
your institution, please refer to “Scenario 2”.

» Select “Degree/Diploma”.
o Select “Main Course of Study”.
« Select “Field of Study”.

Complete the remaining required fields, marked with an asterisk (*).

Make certain to click “Save” after the completion of each section.
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Applieatien
Add Education Datails
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Scenario 2 - Institutions not listed in IAU/UNESCO

If you do not find the name of your institution when clicking on “Name
of Institution”, please complete the following steps:

* Type “Other Institution” in the “Name of Institution” field and
hit Enter. The “Please enter name of institution” field will
appear below.

* Manually complete the fields: “Please enter name of
institution” and “City where attended”. The field “Institution
Web Site” is optional.

e Proceed with the remaining steps as with Scenario 1.
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Scenario 3 - Application is in Draft and you wish to submit this
application

When clicking the “Submit” button for your application, a message
indicating incomplete information will appear.

4 Screening
¥ Questions

Education & / ¢  CoverLetler & Preview &

i/ x r i 4
AREtises Work Experience * Shiie i Retcrences * Additional Information Submit

0 There is incomplete information in the following tab(s):
Education & Work Experience

Please click on the corresponding tab(s) above and enter the missing information before submitting again.

Submit Close

Go to the “Education & Work Experience” tab. A message with the
details of the education entries to be reviewed will be displayed.

Lorearin mEstinn & Cover Leitar B Freview &
—_— i Preferonces Fouent Lhiiby Eelwrwncas L = .F :
s uticing ViniH R iance AdrEliand nEsrmating Wt
a Meiia ravied (ha folliving seamplebs larm]aj

flur (o pnhamstarents rusde b fe appbicaion there se ane of weie ealoes B Pdueadion Belais bt meed (0 be compleind, Meaae

rasnyy il yesir aniries for foisasion Details and camplate soocrmingly adore sutsm g o sppliestian,

Lehuitation Befaila: §

Bave Gloss

On the same page, in the “Education Details” section, click on the
education entry you wish to review and re-enter your education details
using the dropdowns and lookups for the highlighted fields, e.g.
“Country”, “Name of Institution” “Degree/Diploma”.>

st |

R
Listschoals, universities or otner farmal training ar education from age 4 (2.0, high schools, technical schoals or apprenticeships
universifies el

Schoal Degree/Diploma Level of Deqree From To

Achana Magariuna Vishwavidhvalayamu - Bachelors Degree Bachelors orEquivalent 03012012 24002012 Delete
Lugemhbaurg Palechnic Doctorat Doctorate or Equialent — 02/01/2012 1012 Delete
3 Bachalors or Equivalent 02012010 260112012 [eletz

Information on additional fields
« Degree Obtained - specify whether or not you obtained the
degree. If No, select the reason why you did not or have not
yet obtained the degree.

i. If No, please briefly explain - if you selected Other, please
explain, and enter why you did not obtain the degree from
the institution (as applicable).

‘L The default indicator is “No”. Be certain to indicate
o ayes” if the degree has been obtained

The Calendar defaults to the present date. Make sure
‘LLJ' to update the default values by selecting the
appropriate month, year and day.

« Attended (From) - click on the Calendar Bl icon and select
the date when you started attending the education institution.

e Attended (To) - click on the Calendar 5 jcon and select the
date when you finished attending the education institution, if
applicable. If you are still pursuing your degree, you can leave
this field blank.

n. Additional Comments - enter any comments that support or
clarify course and field of studies indicated. If Other was
selected in the previous two fields or the Teaching Method
field, then provide a brief explanation. Up to 256 characters
can be entered in this field

0. Teaching Method - select the method used to present this
course. If Other is selected, provide a brief explanation in the
Additional Comments field.

p. TitleinEnglish or French - enter the title, in English or French,
of the degree earned.

gq. Enrollment Status - select whether you were attending the
educational institution on a full-time or part-time basis.
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3. Click on the Save button to save all entries made. Upon saving, a
message may appear stating that some mandatory fields are empty
or missing and must be completed. The required fields that need
to be completed appear in red. Make sure you have completed all
the mandatory fields correctly and then click on the Save button.

If you choose Cancel your data will not be saved. Or, if
you decide to complete the remainder of your

‘LLJ' application at a later date, be sure to save all your
entries before you sign out of inspira, otherwise your
entries will be lost.

4. On the Education and Work Experience page, click on the Save
button to save all entries.

5. Repeat the above steps for each degree obtained by clicking on the
Add Education Details button. When completed, proceed to
complete the Skills section.

7.2.4 Skills

Provide details on skills you possess that are relevant to the position
you are seeking.

1. Click on the Skills tab, the Skills page appears. The Skills section
consists of the following sub-sections:
« UN Training and Learning
« Licenses and Certificates
e Languages
o Publications

Complete Application > Skills

LR i g Bl L

R4 Licniini ik Cobieabis

[ — ——

L

w31 Fuiabits

Cise

Click on the Add United Nations Training and Learning button and
complete the following fields.

This section applies only to current and former United Nations staff
members. Indicate UN Training courses attended, if any, including
any UN Training certificates. Where this is not the case, this section
is left blank.
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a.

Applicaticn
Add United Nations Training and Learning

Listtraining and learning activities you completed as part of the United Nations development initiatives

Training and learning activities completed outside the United Nations should be listed separately
under the “Education and Work Experience” tab

*UN Training ‘Cmﬂpetenc;- Based Interview
“Date: 09/09/2011 [

Save Cancel

* Required Field

UN Training - enter the name of the UN training course
attended. The character limit for this field is 100 characters
(e.g. inspira).

Date - click on the Calendar El icon and select the date
when you completed the training.

to update the default values by selecting the

‘ The Calendar defaults to the present date. Make sure
~ 2

appropriate month, year and date.

Click on the Save button to save all entries made. Upon saving,
a message may appear stating that some mandatory fields are
empty or missing, if any, and must be completed. The required
fields that need to be completed appear in red. Make sure you
have completed all the mandatory fields correctly and then
click on the Save button.

If you choose Cancel your data will not be saved. Or, if

application at a later date, be sure to save all your

‘ you decide to complete the remainder of your
~ 2

entries before you sign out of inspira, otherwise your
entries will be lost.

d. Repeat the above steps for each UN Training course you
completed. Otherwise, proceed to the Licenses and
Certificates section, if applicable.

3. Click on the Add Licenses and Certificates button and complete
the following fields.

Indicate any licenses or certificates obtained from recognized
authorities, other than UN training certificates, but including the
successful passing on any of the United Nations Examinations.

Application

Add a License/ Certificate

List licenses, professional certificates or United Mations exams.

University degrees or degrees obtained through formal education should be listed separately under
the “Education and Work Experience” tab.

*Certificate | certified Public Accountant ~

Field of study or brief description: |'<|:|:-:ur|l|r|g

Date Obtained: 09/09/2011 |[E]

Save Cancel
= Required Field

a. Certificate - select the license or certificate received.

b. Field of Study or brief description - briefly describe the
training received to obtain the license or certificate.

c. Date Obtained - click on the Calendar i icon and select the
date when you obtained or plan to obtain the license or
certification.

The Calendar defaults to the present date. Make sure
&; to update the default values by selecting the
appropriate month, year and date.

d. Click on the Save button to save all entries made. Upon saving,
a message may appear stating that some mandatory fields are
empty or missing, if any, and must be completed. The required
fields that need to be completed appear in red. Make sure you
have completed all the mandatory fields correctly and then
click on the Save button.
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If you choose Cancel your data will not be saved. Or, if
you decide to complete the remainder of your

1; application at a later date, be sure to save all your
entries before you sign out of inspira, otherwise your
entries will be lost.

ii. Repeat the above steps for each license and certificate
obtained by clicking on the Add Licenses and Certificates
button. Otherwise, proceed to the Languages section.

4. Click on the Add Languages button and complete the following
fields.

State your mother tongue (primary language) and indicate your

The language proficiency levels are defined as follows:

* Fluent - The capacity to achieve most communicative goals
and express oneself on a familiar range of topics.

« Confident - The ability to communicate in a limited way in
familiar situations and to deal in a general way with non-
routine information.

« Basic - The ability to deal with simple, straightforward
information and begin to express oneself in limited
contexts.

Language - select the language you possess knowledge of,
including your mother tongue.

knowledge of the United Nations two (2) working languages
(English and French), along with other languages that you may
possess. In addition, if you are a UN staff member, indicate if you
successfully passed the official United Nations Language

Remember to record your proficiency in the two (2) UN
working languages, English and French and any other
language required for the position.

Proficiency Examination, where applicable.

The Organization uses the descriptive levels Basic, Confident and
Proficient to characterize a person's ability to read/speak/
understand/write a specified language. Each higher level implies
control over the previous levels' functions and accuracy.

Applieatian
Audel Language

Sprabar) ool ooy
Unacke 1 samlineg P oficsmency | F bt

WYY ) Y R YT Thaerd

£ £ 8 £ =% %

How Ao e
Elemeel P g g

e s o i i il ke d Her Wil Heseii v Lo (BB LE L
En AUPENT

v CanH

Reading Proficiency - select your level of proficiency to read
the selected language.

Speaking Proficiency - select your level of proficiency to speak
the selected language.

Understanding Proficiency - select your level of proficiency to
understand the selected language.

Writing Proficiency - select your level of proficiency to write
the selected language.

How Acquired? - indicate the manner in which the language
skill was acquired.

Mother/Principal Tongue - indicate if the language specified is
your mother/principal tongue.

Successfully Passed UN Language Proficiency Exam? - this field
applies to UN staff, indicate if you passed the official UN
Language Proficiency Examination in any of the six official
United Nations languages (Arabic, Chinese, English, French,
Russian, Spanish), where applicable.

Click on the Save button to save all entries made. Upon saving,
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a message may appear stating that some mandatory fields are
empty or missing, if any, and must be completed. The required
fields that need to be completed appear in red. Make sure you
have completed all the mandatory fields correctly and then
click on the Save button.

If you choose Cancel your data will not be saved. Or, if
you decide to complete the remainder of your

‘LLJ application at a later date, be sure to save all your
entries before you sign out of inspira, otherwise your
entries will be lost.

j. Repeat the above steps for each language you possess
knowledge of, including the two (2) UN working languages,
English and French and any other language required for the
position. Click on the Add Languages button. Otherwise,
proceed to the Publications section, if applicable.

5. Click on the Add Publication button and complete the following
fields.

The applicant can list any recognized publications. While this is not
necessary, as the Organization will request additional information
as and when required, the applicant may attach a copy of the
publication through the Add Attachment link under the Cover
Letter and Additional Information section, if the published
document is not larger than the maximum combined attached file
sizes of 1 Mb. The pdf version of a document is preferred.

Application

Add Publications

Please list all significant and relevant published books, articles, journals and reports that you have
written

*Title of Publication:| Training for the 21st Century

Journal/Publisher; [Welly and Sons

Date published:  (02/09/1299 [

Save Cancel

* Required Field

Title of Publication - enter the title of the publication which
you authored or co-authored.

Journal/Publisher - enter the name of journal or publisher that
published your work.

Date Published - click on the Calendar icon and specify the
date when the work was published.

to update the default values by selecting the
appropriate month, year and date.

1 The Calendar defaults to the present date. Make sure
2

Click on the Save button to save all entries made. Upon saving,
a message may appear stating that some mandatory fields are
empty or missing, if any, and must be completed. The required
fields that need to be completed appear in red. Make sure you
have completed all the mandatory fields correctly and then
click on the Save button.
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If you choose Cancel your data will not be saved. Or, if d.
you decide to complete the remainder of your
x; application at a later date, be sure to save all your e

entries before you sign out of inspira, otherwise your

entries will be lost.

c. Position - enter the position/title held by your reference.

Organization - enter the name of the organization with which
the reference is associated.

Telephone - enter the reference's current telephone number
including the country code, area code, and extension, if any.

f. E-mail - enter the reference’s current e-mail address.

e. Repeat the above steps for each publication you have written
by clicking on the Add Publication button. Otherwise, proceed

to the References section.

7.2.5 References

You are required to list three (3) persons as contact references who can
attest to your work history and qualifications. You can include present
or past supervisors, colleagues, mentors and/or thesis advisors, but do

not list any family members.

1. Click on the References tab, the References page appears.

Complete Application > References

? e ¢ Preferen -
Guewtiney SIRMENCES  Work Experianes

4 Eownr Letwr
Adsunanat itarmansn

S

Add Reference

Save Cancel

“Reference Type:
*Reference Name: |Eric Schmidt

*Position
*Organization:

“Telephone:

[ceo

[coogte, Inc

[T *Email: [schmidt@google.com

Country:
Address 1:
Address 2:
Address 3:
City:
Postal:
County:

1 Prowses &
Sulmar

Al FaRtnce

e

* Required Field

United States v

[111 Google Dr

[Geatte | state:
11111

usA

*How do you know this person? | Supenisor v

Save Cancel

g. Country - select the reference’s country of residence.

Close

L ¥

2. Click on the Add References button and complete the following

fields.

a. Reference Type - indicate the nature of acquaintance between

you and your reference.

The address fields may change depending on the
country selected.

h. Address 1 through Address 3 - enter the address where the
reference can be reached by postal mail. Depending on where

the reference wants to be reached, this may be the reference’s

b. Reference Name - enter the name of your reference.
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0.

home address or employment address. Include a comma after
the street name for easier readability on the print version.

City - indicate the name of the city, town or village. Include a
comma after the city name for easier readability on the print
version.

State - indicate the name of state, where applicable.
Postal - indicate the postal zip code.
County - indicate the name of country, where applicable.

. How do you know this person? - indicate how you came to know

your reference. If none of the selections apply, choose Other.

« If Other, specify - if you selected Other in the previous
field, and then briefly describe the nature of your
relationship with your reference.

Click on the Save button to save all entries made. Upon saving,
a message may appear stating that some mandatory fields are
empty or missing, if any, and must be completed. The required
fields that need to be completed appear in red. Make sure you
have completed all the mandatory fields correctly and then
click on the Save button.

If you choose Cancel your data will not be saved. Or, if
you decide to complete the remainder of your

& application at a later date, be sure to save all your

entries before you sign out of inspira, otherwise your
entries will be lost.

Repeat the above steps for each reference you need to add by
clicking on the Add Reference button. Remember, you must
provide three (3) references. Otherwise, proceed to the Cover
Letter and Additional Information section.

7.2.6 Cover Letter and Additional Information

This section should be completed once you have identified a position.
It allows you to create a cover letter that is specific to the position you
are applying for, relating your skills and experience to those noted in
the job opening. In addition, you can attach additional information
that is required by the job opening.

Resumes or CVs are not accepted. Any other supplemental information
or documentation that the Organization may require will be requested
in the course of the application.

1. Click on the Cover Letter and Additional Information tab. The
Cover Letter and Additional Information page appears.

Complete Application > Cover Letter & Additional Info

¥l e appéyng for
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Cover Letter

A cover letter should be brief, three to four paragraphs, and should be
as targeted as possible to the position for which you are applying.
Contents for the cover letter should focus on the most relevant parts
of your background that relate to the job opening.

Remember, a resume is not accepted and is considered 1.
neither a substitute nor a complementary document to
‘ a duly completed application. Any supplemental
. d information or documentation that the Organization
may require will be requested in the course of the
application.

2. In the Cover Letter section, describe how your experience,
qualifications and competencies match the position for which you
are applying.

3. Click on the Save button to save all entries made. Upon saving, a
message may appear stating that some mandatory fields are empty
or missing, if any, and must be completed. The required fields that 2.
need to be completed appear in red. Make sure you have
completed all the mandatory fields correctly and then click on the
Save button.

If you choose Cancel your data will not be saved. Or, if 4.
you decide to complete the remainder of your

‘J application at a later date, be sure to save all your
entries before you sign out of inspira, otherwise your
entries will be lost.

Attachments

The United Nations may require that you attach relevant files to your
application. These files may be your last two (2) ePASes if you are a
United Nations staff member, your passport, academic credentials or
any other documents required by the job opening.

When attaching files, the total size of all attachments

x can not exceed 1 MB. Therefore, if necessary compress

o the file when possible, i.e. convert to a PDF format or
use WinZip.

Click on the Attachment button to add attachments to your
application.

Please attach any relevant file(s) up to 1 1B total (e.q bwo latest a-PASes for UN staff Academic Credentials, Wark Certficates). CVs and
fesmes are not accepted in this application process.

File Hame Description

gPasdoc Vigw Delete

Al et

Click on the Browse button, locate and select the file to attach.
The file path will appear in the Browse field.

Click on the Upload button to attach the document. The
attachment will appear in the Attachment section.

Click on the Save button to save all entries made. Upon saving, a
message may appear stating that some mandatory fields are empty
or missing, if any, and must be completed. The required fields that
need to be completed appear in red. Make sure you have
completed all the mandatory fields correctly and then click on the
Save button.

If you choose Cancel your data will not be saved. Or, if
you decide to complete the remainder of your

x; application at a later date, be sure to save all your
entries before you sign out of inspira, otherwise your
entries will be lost.

87 of 189

Release 2.2 18 April 2012
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

Repeat the above steps for each attachment by clicking on the
Attachment button. Otherwise, proceed to the next step

Have you ever been indicted, fined or imprisoned for the violation of
any law (excluding minor traffic violations)?

If No, the next three fields will be disabled. If Yes, proceed to answer
the remaining fields.

Have you ever been indicted fined or imprisoned for the violation of any law (excluding minor traffic violations)? @ Yes Cio

Reason: 3 Resolution: >

Please explain briefly
(254 Characters)

a. If Yes, Reason - select the reason for the violation. If you
selected Other, then provide a brief explanation.

b. Resolution - select how the violation was resolved. If you
selected Other, then provide a brief explanation.

c. Please explain briefly - enter other pertinent information that
may shed light on the violation committed.

*Are you a successful candidate of the National Competitive
Recruitment Examination?

This section collects information on the Young Professionals
Programme (previously the National Competitive Recruitment
Examination (NCRE)), where applicable. The National Competitive
Recruitment Examination is an objective and competitive process that
targets highly qualified junior professional staff from member states
inadequately represented in the Secretariat. The YPP (previously the
NCRE) is held on a yearly basis.

Such exams are open to nationals of Member States participating in the
yearly national competitive recruitment examination (the list of
participating countries is published every year) who hold at least a
first-level university degree and are not more than 32 years old. More
information is available at the United Nations Careers Portal ATP://
careers.un.org/ under the link “National competitive recruitment
examination”.

Similarly, information on having successfully passed the competitive
examinations for language positions should also be stated here.

* Are you a successful candidate of the National Competitive
Recruitment Examination? - indicate whether you have passed
a National Competitive Recruitment Examination (now known
as the Young Professionals Programme). If Yes, complete the
fields that follow. If No, proceed to the next step.

S0 BNSIES BUST &Ny

e Year - select the year you took the YPP (previously the NCRE).

e Job Family - select the job family in which you passed the YPP
(previously the NCRE).

Repeat the above steps if you had passed more than one YPP
(previously the NCRE).

Click on the Save button to save your entries before proceeding to the
Family Details section.

7.2.6.1 Additional Information

You can confirm the following information for the specific application:

» Nationality at Birth
« Multiple Nationalities
» Relatives employed by the United Nations

The information entered in this section will only be
‘L updated for the current application. In order to update
o the information in your profile, the information must
be entered in the “My Profile” tab.
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Chapter 8: Applying for a Job
Opening

8.1 Overview

1.

An applicant has the ability to apply to as many positions for which
he/she feels qualified. Once positions of interest are identified,
those job openings can be displayed for review and then selected
and linked to your application in inspira. In order to apply for a job,
the application must be linked to the particular job opening during
the posting dates. Submission of the completed profile and
application form along with the cover letter is required.

There are two ways to apply for a job opening, depending on the
application form version that the applicant wants to use for the job
opening.

To use the latest version of the application saved, go to the job
opening and click on Apply Now. The job opening will automatically
be linked to the latest application that the applicant had saved. The
applicant will have to click on the job opening in inspira i.e. in the
list of job openings on the Careers Home page inside inspira, not
on the Careers Portal.

To use a particular application from several draft applications that
the applicant has previously created and saved, the applicant must
link this application to the job opening he/she wishes to apply to.
Access the draft application through the inspira Careers Home
page > My Career Tools > Applications. The My Applications page
appears proceed to select All Applications in the drop-down field
and click on the 'Refresh’ button. Select the application to use by
clicking on the particular draft application name. Note that all draft
applications not linked to a particular job opening are named 'No

the right job) and click on Apply Now. The draft application is now
linked to the corresponding job opening.

Once a draft application is linked to the job opening, the applicant
should make sure that all sections of the profile and application are
complete, including the Cover Letter and Additional Information.
Note that the job opening may have questions that appear in the
Skills section which must be answered in order to successfully
submit an application (a warning message appears if the applicant
has not answered the Skills questions before submitting).

When submitting an application for a particular job opening, any
information previously entered must be reviewed and updated as
necessary. It is recommended to review and update each section
highlighting the facts that best match the requirements of the
position.

The applicant is encouraged to submit a duly completed application
at the earliest time possible after a job opening has been posted
and well before the deadline stated in the job opening. Job
openings posted on the Careers Portal are taken off at midnight
Eastern Standard Time (UTC -5 hours) on the deadline date or when
a rostered applicant has been selected.

8.2 Screening Questions

1.

Once a job opening has been selected and linked to the application,
the applicant may be prompted with a list of questions and, where
these appear, the applicant must answer these questions related to
the job opening. A series of questions (between 10 and 15) is
associated with most job openings. These are yes/no or true/false
questions, are objective, relate to the specific job opening, and will
assist in filtering applicants. A threshold of 80% is required in order
to be eligible for consideration.

Job', those linked to a job opening display the posting title of the 2. An applicant who is not a serving staff member and who does not
relevant job opening. Once the draft application is open, click on meet the requirement is automatically screened out and not
the Add Job to Application link located at the top of the page. eligible.
Perform a Job Search to bring up the job that the applicant wishes
to apply to. Select the job (read the description to make sure it is
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8.3 Submit the Application

1.

Once the profile and application is complete, the cover letter
included and all pre-screening questions are answered, the
application can be submitted.

The applicant will be required to agree to the terms and
agreements stipulated by the United Nations, in order to
successfully submit the application.

Every time an applicant submits an application, the Applications
page appears. This page displays a message that the application has
been successfully submitted. Each successful application is also
acknowledged by e-mail. Depending on the applicant’s suitability
and eligibility for the position, the types and intervals of further
communications between the Organization and the applicant may
vary.

Once an application is submitted, it cannot be altered any
longer for that particular position, except for the
information contained in the profile, i.e. a new e-mail
address or contact number. However, when applying for
a new job opening, updates to all fields in the application
may be and are recommended to be made

8.4 Track the Application

1.

The list of job applications that the applicant has saved or
submitted is recorded under Careers Home > My Career Tools >
Applications page. The Applications page provides an overview of
the application(s) that the applicant has saved (draft) or submitted
along with the corresponding status remark. The status of a
submitted application changes accordingly as it goes through the
recruitment and selection process i.e. “Applied,” “Under
Consideration,” “Rostered,” etc. The applicant can also View/Print
his/her application or PHP (Personal History Profile). The
Application Date/Time display helps applicants keep track of the
different versions of applications they may have previously created.

For applications for which the applicant has been rostered, the “My
Applications” page provides for a “PUT ON HOLD” button, This
allows a rostered applicant to temporarily place himself/herself on
hold for a specific period of time. The status 'Hold' refers to a
temporary removal from the roster.

For applications for which the applicant has been rostered, the My
Applications page provides for a WITHDRAW button, if the status is
Rostered, that allows an applicant to permanently withdraw
himself/herself from the roster. The status 'Withdrawn' refers to a
permanent removal from the roster, either upon the candidate’s
request or for administrative reasons (e.g. failed reference checks
following a selection for a higher-level position, disciplinary
measures, etc.).
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8.5 Applying to a Job

Once you have identified a job opening that you are interested in, you
have to link your application to the job opening.

» Apply to a Specific Job Opening without a Draft Application
« Apply using an Existing Application

8.5.1 Apply to a Job Opening(s) without a Draft
Application

If you have not created a draft application, you can still apply to a job
opening and create the application at the same time.

1. Login to inspira, refer to Section 1.2: Register and Login to

Apply Now

[ &ppy Ho
Before applying you are encouraged to caredully read the Instrsctional Maryal for the 4pglicant and ive general appbcation
information {Hovw do | applyl on the United Hations Sarers portal.
Ploase provide all plications will not be considered. If your exact cholce is not listed in the

Grog-coWT MEnus, SIECT M CIoBasR Nelevan opeon.

AN application Informanian is treated as confidential and will neither ba usesd for commercial pUPoses nos be shared with
OB CAGAMNSBNONS WIHHUE YOUr WITTEN Penmissin.

ABArad I This SEpIcABON |8 Unaque 1o hs fob Gpaning and will ROt B ARped 10 Pravious. of FUBICS APEICABSNS.
Thirs inforration can be edited for submission of fubure applications.

By selecting “Confirm™ amd then clicking “Continue™ below you sccepl that you are aware of the svailable information and
gudelings on how 1o completa an applcation.

® conmem

[ Sestect now 1o szart your appiicat

1) Choose Existing Application & Build Hew Application

Centnue Cancal

inspira. The Careers Home page appears. 6. Review the information and select Confirm.

2. On the Careers Home page, search for job opening(s), refer to 7. Select Build New Application and click on the Continue button.
Chapter 5: Search for Job Openings and Create a Job Alert using The Complete Application > Screening Questions page appears.
inspira.

You have to click on the job opening in inspira i.e. in Complete Application > Screening Questions
‘L & thelist of job openings on the Careers Home page, not Vs T
on the Careers Portal.
. : . ; : Doenmons | PrSrenes e s ROBIOnces  puoratiormaton St

3. Locate the job opening you are interested it and click on the Job
Title. The Job Opening page appears. save Glose

. . . s s . e

4’ ReV]ew the .]Ob Open]ng descr]pt]on’ refer to Chapter 3‘ Please complete all questions listed below before submitting your application.

Understanding the Job Opening.
Do you have a minimum of five years of progressively responsible experience in administration, finance, accounting, human resources
. it or related field?
5. Click on the Apply Now button, the Apply Now page appears. P

O No

Do you have any experience in preparing reports, conducting presentations, and making recommendations?

O Yes

O No
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8. Proceed to answer all the questions that appear, then click on the

Preferences tab. Submit Online Application
9. Proceed to complete the application, refer to Chapter 7:
Completing the Application FOI‘m Please read carefully and click the box to certify
| certify that all of the statements made in this application are true, complete and are made in good
10. Once your application is completed, click on the Preview and s
Submit tab. ReVieW your application to ensure .It .is accurate. accepted, for its immediate cancellation or termination.
button Na changes can be made after this application has been submitted. Please review vour application

before you hit the “Certify and Submit Application” buttan below.

Kindly note that you may, as part of the evaluation of your application for this position, be requested
i _ to undergo written knowledge-hased assessment exercises, which may be followed by a
Complete Application > Preview & Submit competency-based intenview depending on the result of the test.
O] agree to these terms Ol do not agree to these terms
Wou are applying for:

 Certfyand Submit Application | | Cancel |5, oo
¥ oo || Prirmen (SECRL o s o ieen o o s
— — 12. Review the terms and select | agree to these terms.
——— 13. Click on the Certify and Submit Application button. Your
su.mmm P application will be submitted and will appear in your My
¢ e o v e Applications section with the status Applied.

# 00 Rk Sapranes n SHIAIAG NS MANAQNG Nigh-5th i CaMMaticstans chaengH?
# Doy N EXRNENGCE I SOnceptuBkIng. deNNING ANG TEIETENENg alar sucic Nnimatien camgaina?

B e e e The application that you have just created will now be
D e b ol e e the latest version and will be available for
' ' ‘J modifications whenever you apply to a job opening. A
__gw_gm”w modified application becomes your most current
LD application.

# Do you have experience i laising and bubig sugpor for crical ssues?
Doy have experience resveaening an erganizalien al mieroatonsl | natonal kvl

o s A5AEt ERTABTT SARGAMASEY 0 BB SR 1 mntnE? Ya

11. Click on the Submit button. The Submit Online Application page
appears.
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8.5.2 To Apply Using the Latest Saved
Application

If you created a draft application prior to searching for a job opening,
you can use that application when applying for in which you are
interested.

1.

Login to inspira, refer to Section 1.2: Register and Login to inspira.
The Careers Home page appears.

On the Careers Home page, search for job opening(s), refer to
Chapter 5: Search for Job Openings and Create a Job Alert using

Apply Now

Before applying you are %
Information (How de | apply) on the L

Appiican) and the general application

Plisasis paowcichs all recuined infar
Qrop-00own menus, select the closes

wal. I yourr exact choice is not lested in th

Al treated as.
olher sations withoul your wri

and will neither be used for commercial puposes nor be shared with

entered inthis I8 unigue o this jol opening and will nat be applied 1o pravicus or fulure appicatons.
This IMormation can be edted 1or Submission of fulure appecatons.

By selecting “Confirm™ and then clicking "Continue™ below you accept that you are aware of the availeble information and
guidalines on how to complete an application.

® confirm

I Choase Existing Appiication {2 Build New Application

inspira.
Continug Cancel

You have to click on the job opening in inspira i.e. in
‘J the list of job openings on the Careers Home page, not ¢
on the Careers Portal.

Review the information and select Confirm.

7. Select Choose Existing Application, the Source Application

Inf ion fi .
3. Locate the job opening you are interested in and click on the job nformation field appears

title. The Job Opening page appears.
Application Level  JobOpeninglD Created Date Application Date

20092011 2009201
J46:20PH T48:21PH

4. Review the job opening description, refer to Chapter 3:
Understanding the Job Opening.

Public Information Officer 0, P3 18873

A draft application that has been submitted is no
‘ longer available as a draft for submission to another 8.
d job opening. However, the latest version of your
application is still available.

By default, the last created application appears, if you want to
select another application, click on the Look-up = icon and
locate the application you wish to use.

5. Click on the Apply Now button, the Apply Now page appears.

93 of 189

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

11. Proceed to answer all the questions that appear, then click on the
Preferences tab.

Look Up Application N 12. Proceed to modify the selected application, refer to Chapter 7:

Completing the Application Form.

Search by: |Application  [hegins with
: Look Up

13. Once your application is completed, click on the Preview and

Submit tab. Review your application to ensure it is accurate.
= button.

Gancel |Advanced Looky

Search Results

Wigwe 100
Job
Application Level Opening Created Date
ID - . -
Pubilic Information Oficer P2 [18873 [20/09/2011 3:.46:2 Complete Application > Preview & Submit
Ho.Joh ihlank) 0 20092011 1:23:4
Mo Jok fhlank) 0 20/0972011 10:26 Tou are applying for:
Leagal Affairs Officer P4 18854 19/0972011 5:34:C
ADMIMISTRATIVE AND FIMANCE OFFICER F3 18867 13/0972011 4:19:2
Mo.loh ihlank) 0 12092011 4172 Ser Edh [ Cover Letier & Preview §
Mo Job (blank) 0 09/09/2011 1.48:5 ¢ aﬂ.’!ﬂf o Preferences w“::;n:.m o s Retewens e e, ek
e EREE aamamni—oe
L = Supmit Close:
e ]
9. Select the application, you can even select applications that you = S Osn S
Sereening Quesians:
have a lready Submitted to Other ]Ob Openi n gS . 5 ﬂn',':w:::,»;:ﬂ- ot e years f pregressively resnans bl experence i psmnisiraian, fagace, BEzousing, Rumes resources anagement
& D you have any exserance in presaring rescrts, Conductig resestations and making reconmendatins? Yes
. . . . o Have you ever seojeelmansged the deveinprent of an eielren ol
10. Click on the Continue button. The Complete Application > T ot ki o
. . Do yéu NOYE EXPENENGE N SONCAPIUNIZING. JEBGNING AND MEMMENENG MARI Sukic NiErmatien camgakne’
Screening Questions page appears. e T
e expeience i aising and buiding suppor fo crica msues?
ve Experiencs rezreaening an evganizalion ol Rlernatonal | etonel vels?
4 118 ERgErESE ATy B8 Sahg elhery?
T ——
com pIEte AppllCath n > sc reenlng QueS“O ns e 0 e eeme te a2l for Enpymant w/is e UND Campus Presentation by N
e 2 822pt ERart AR BaRgRTASHY £ wen a7 13 mning? Yan
You are applying for: Eublic Information Officer
Screening S Education & — — Cover Letter & Preview &
Quest Work Ex| Additional Infi ti Submit 1 3 3 1 3 3
erkEsperience Ainhirag S 14. Click on the Submit button. The Submit Online Application page
Save Close appearS.
Screening Questions
Please complete all questions listed below before submitting your application
Do you have a minimum of five years of progressively i i in adi finance, accounting, human resources
management or related field?
O Yes
O No
Do you have any experience in preparing reports, conducting presentations, and making recommendations?
O Yes
O No
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15. Review the terms and select | agree to these terms. « If a draft application is already linked to a job opening (you
created it by choosing “Apply Now” while viewing a particular
job opening), it will show the job title in the Application
column. You can only create one draft application per job

16. Click on the Certify and Submit Application button. Your
application will be submitted and will appear in your My
Applications section with the status Applied.

L

8.6 Managing your Applications

Submit Online Application

Please read carefully and click the box to certify

| certify that all ofthe statements made in this application are true, complete and are made in good
faith. | understand that falsifying or intentionally withholding information will be grounds for rejection
of my application or the withdrawal of any offer of appointment or, if an appointment has been
accepted, for its immediate cancellation or termination

Mo changes can be made after this application has been submitted. Please review your application
before you hitthe “Certify and Submit Application” button below,

Kindly note that you may, as part of the evaluation of your application for this position, be requested
to undergo written knowledge-based assessment exercises, which may be followed by a
competency-based interview depending on the result of the test

[C]] agree to these terms Ol donot agree to these terms

Certify and Submit Application Ganeel | potn to Previous Page

opening.

The application that you have just created will now be
the latest version and will be available for

modifications whenever you apply to a job opening. A
modified application becomes your most current .
application. you wish.

2. You should delete draft applications you will not use anymore by
clicking on the trash icon in the “Delete” column. This will help you

to maintain your applications.

=

Display applications from: | All Applications -

8.6.1 Managing Multiple Draft Applications

inspira allows you to prepare and save one or more fully or partially
completed draft applications without applying immediately to a job
opening(s). This allows you to prepare several draft applications
tailored to different types of job openings and to ensure that you have
precise and effective applications.

1. Draft applications can be identified by the status “Draft” in the My
Applications list on the My Career Tools page.

« If the draft application is not yet linked to a job opening (you
created it by choosing “Create Draft Application” on the My
Career Tools page), it will show “No Job” in the Application
column. You can create as many unlinked draft applications as

Refresh

Application— Level

Job 1D
14754
18865
18867
14747

14746

Status

JO Cancelled

Draft

Draft

Draft

Under
Consideration

Withdraw—  ViewiPrint PHP*

Withdraw

ew/Print PHP*

Creation
Date
19/05/2010
12:41PM
08/09/2011
1:31PM
13/09/2011
4:19PM
18/05/2010
111440

19/05
8:41AM

Application Date

19/05/2010
12:42PM

4/051:
6P

010

@
I
=5

=]
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3. Once you have linked a draft application to a job opening or 8.6.3 Withdrawing yourself from the Roster
submitted it, you can still select it and modify accordingly for

another job opening. You can withdraw yourself from a specific roster. Doing so will cause

you to be permanently removed from the roster and not considered as
8.6.2 Withdrawing your Application from a Job  aroster candidate for any future similar job openings.
Opening
Once the application is withdrawn, a new application

You can withdraw your application provided it still has a status of ‘LL; cannot be submitted a second time to the same job
Applied or Rostered. opening.

1. Login to inspira, refer to Section 1.2: Register and Login to

inspira. The Careers Home page appears.

Once the application is withdrawn, a new application
@ cannot be submitted a second time to the same job

opening. 2. Inthe My Career Tools section, click on the Roster Membership link.
All the applications for which you have been rostered will appear in
1. Login to inspira, refer to Section 1.2: Register and Login to the My Roster Membership section.

inspira. The Careers Home page appears.

2. Al your draft and submitted applications appear in the My
Applications section. Legacy Roster applicants cannot withdraw or place
@ themselves on hold via inspira. A request to be placed on

3. Locate the application you wish to withdraw and click on the
hold and/or withdrawn must be placed in My HR Online.

Withdraw button. The following message appears:

“You have selected to withdraw your application for the <job title>
job opening. Please note that withdrawing your application will
not allow you to submit a new application for the same job
opening.

Click OK to confirm your choice or CANCEL to quit.”

4. Click on the OK button. The status of your application is changed
from Applied to Withdrawn.
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Membership Star Date
indicates your incluston date
into the roster

Application
Mame of the Roster to
which you have bean
added, clicking on the

name will open the e ;
application you submitied A= —.
{o the job opening e e T g T / .

Put on Hold

Withdraw from Roster

In doing %0, you are removing your
Application fram the roster and
corsideration for future job openings
similaf to the job code for which you

wiere roEfered

Inv doing o, you temparary place
your application on hold for
consideration for future fob
openings in the specilied timedrame

¥
STOP|

Locate the application for which you were selected from a roster

and click on the Withdraw button. The following message appears:

“You have selected to withdraw from the <job title>.

Please note that by withdrawing you will be removed permanently
from the above Roster on the basis of the last notification sent on
this matter.

Click OK to confirm your choice or CANCEL to quit.”

Click on the OK button. The status to the roster will change from
Rostered to Withdrawn.

8.6.4 Placing your Roster Status on Hold

You can place your roster status on hold for up to one (1) year.

1.

Login to inspira, refer to Section 1.2: Register and Login to
inspira. The Careers Home page appears.

In the My Career Tools section, click on the Roster Membership link.
All the applications for which you have been rostered will appear in
the My Roster Membership section.

Locate the application for which you were linked from a roster. The
application will have the status Rostered and the buttons Put on
Hold and Withdraw in the corresponding columns.

Click on the Put on Hold button. The On Hold Confirmation page
appears.

Enter the time frame from which you wish to be placed on hold and
click on the OK button.

Once you enter a time frame, you will not be able to
‘LJ change the dates. and you will not be added to any new
. job openings.

The status of your application is changed from Rostered to Hold.
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Chapter 9: Undergoing the Assessments

9.1 Overview

Applicants who have successfully passed the pre-screening process are released to the Hiring
Manager on a daily basis within the posting period shortly after the posting of the job opening.
Eligible roster applicants found to meet the requirements of the position are also released to the
Hiring Manager within the posting period of the job opening.

While the Hiring Manager may conduct his/her preliminary evaluation of the applicants'
academics, work experience and knowledge of languages immediately when an application is
released to him/her, it is not until after the deadline date of the job opening that the Hiring
Manager, together with the assessment panel, conducts the assessment exercise as stipulated in
the job opening. The most promising applicants are subsequently invited for a competency-based
interview.

Short-listed applicants shall be assessed to determine whether they meet the technical
requirements and competencies of the job opening. Hiring Managers or OGMs shall use the
appropriate assessment methods commensurate to the knowledge and competencies required for
the position.

Alternatively, the Hiring Manager may immediately recommend the selection of a qualified
roster applicant from among the released rostered applications. The Hiring Manager, while not
required to interview rostered applicants is encouraged to do so in a less formal setting in order
to establish a sense of the roster applicant’s overall fit within the team/unit. In order to speed
up the process, under such circumstances the Hiring Manager need not record his/her evaluation
of new non-rostered applications. Selection of a roster applicant is not required to go through a
review by a Central Review body. One or preferably several roster applicants found suitable may
be recommended for selection at this stage.

In order to move the recommendation of a roster applicant forward for selection, the Hiring
Manager shall be required to create an assessment record for the proposed roster applicant.

In all other cases, the Hiring Manager must evaluate the applications of all released applicants.

Applicants found suitable must be short-listed to undergo at least a competency-based interview
and/or an assessment exercise (knowledge-based test or other simulated exercise) by the Hiring
Manager.
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9.2 Understanding the Evaluation of Applicants

1.

The standards set out below must be adhered to organization-wide in order to avoid variance in
how evaluations and assessments are conducted and recorded.

In order to speed up the process, the Hiring Manager may start analyzing the applications of
released applicants before the deadline date of the job opening. Evaluating each application
entails reviewing and documenting the findings of a preliminary analysis for each applicant as to
whether he/she meets all, most, some or none of the stipulated requirements against the
evaluation criteria stated in the job opening in terms of:

a. Academics
b. Experience
c. Language

However, the specialized test and/or interview shall not commence until after the deadline date
of the job opening and until all eligible applicants have been released.

During the preliminary evaluation of each applicant, the Hiring Manager will review and rate
each applicant in the three areas (academic, language and experience).

After this review, which is recorded in a standardized format to enhance the quality of selected
applicants, the Hiring Manager convokes the most promising applicants to an assessment
exercise.

Applicants who meet all required qualifications but do not meet the desirable qualifications are
considered qualified for the job and should be considered for a long list. Applicants who meet
both required and desirable qualifications are considered most promising applicants for the
position.

After the deadline date of the job opening, a substantive assessment is performed which may
include, depending on success:

a. The knowledge-based tests or other simulation exercise;
b. The competency-based interview; and

The assessment of applicants for positions involving significant functions in the management
of financial, human and physical resources as well as information and communications
technology shall also take into account the relevant criteria included in the job opening.

The Hiring Manager is required to prepare a reasoned record of the evaluation of the applicants
against the evaluation criteria. In doing so, the basis for this evaluation (e.g. application, cover
letter, e-PAS, assessment exercise or interview) is indicated. The record should compare the
applicants against the evaluation criteria and the job opening, not against one another. The
Hiring Manager will review and modify the scores for each applicant, followed by selecting the
applicant for the assessment exercises.
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9.3 Composition of the Assessment Panel

1.

All Assessment Panels must be composed of staff members holding an appointment other than a
temporary appointment, serve at the same or at a higher level than that of the job opening and
shall normally not be the current/temporary position incumbent or the current position
incumbent that is to be replaced. Retirees from the UN System, consultants, contractors and
interns are not admissible as assessors.

The same assessment panel that arranges for the assessment exercises also conducts the
competency-based interviews. All applicants for one job opening are to be assessed and
interviewed by the same assessors.

Each assessment panel is to be composed of a minimum of three assessors and every effort should
be made to obtain geographical diversity and gender balance:

a. The Hiring Manager who is usually the chair;

b. Two subject matter experts:

i. One of whom is preferably from a non-related office within the Organization, or if not
available from another United Nations agency, international organization or established
partner institution, who is at the same or a higher level of the position under review. The
individual shall be on a fixed-term contract.

ii. At least one of the assessors should be female who is also at least at the same level as
the position under review.

c. Insituations where the assessment exercise is technical, a technical expert may be invited
to evaluate the assessment exercise. The technical expert should preferably be from a non-
related office within the Organization, or if not available from another United Nations
agency, international organization or established partner institution, who is at the same or a
higher level of the position under review.

The assessment panel advises the Hiring Manager. The Hiring Manager enters the interview
findings into inspira. Each assessor may choose to enter or not to enter into inspira his/her
individual ratings within five working days.

The Recruiter may participate in cases of senior managerial positions commensurate with their
level, with the full right to participate in the deliberations as an assessor.

The Hiring Manager may invite a representative on gender issues to participate in assessment
exercises as an observer.

For positions at the D-2 level, the panels shall comprise of at least three members, with two
members from outside the department or office, and at least one female.
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9.4 Assessment Methods

1. The assessment methods can be a technical test, a written exercise, a case study, a presentation,
a simulation exercise, an essay exercise, or another exercise to measure a particular set of skills
commensurate with the job. Such assessment exercises are conducted in strict confidence and
applicants will be advised in advance of the time to be allocated.

2. The outcome of the assessment exercise serves to show what an applicant can do in a simulated
work environment, how the applicant thinks and acts, what qualities and characteristics the
applicant possesses, and what the applicant knows and has done.

3. The outcome is evaluated by an assessment panel.

9.4.1 Written Exercise

1. Written exercises typically require the applicant to assume the role of the position under
recruitment. A common example of a written exercise at a first level management (P-3/P-4)
position may involve placing the applicant in a work setting, where a crisis is developing. The
situation requires the applicant to take responsibility for the situation.

2. The applicant may be requested to work through a pile of correspondence in a written exercise
or is given an assignment to complete within a specified deadline. These exercises commonly
measure job skills such as ability to organize and prioritize work, analytical skills, communication
with team members and clients, written communication skills and delegation (if a higher-level
position). This type of exercise may take up to three hours.

9.4.2 Case Study

The applicant may be asked to develop a project document, which incorporates work plans,
milestones, budgeting and resources. This type of exercise may measure the ability to analyze
complex issues and data; develop a project idea; anticipate start-up problems and seek solutions;
and present findings, using a mixture of presentation skills.

9.4.3 Presentation

The presentation exercise will provide the applicant with the opportunity to demonstrate his/her
knowledge on a particular subject, as well as oral communication skills. Typically, the topic should
be given to the applicant with adequate time (at least an hour) to prepare a presentation. The
applicant should be made aware that supplementary questions about the presentation may be asked
by the audience. The time limit for the presentation should be clear at the outset.

9.4.4 Simulation Exercise

Accounting Assistants, for instance, may be asked to complete tests measuring accuracy against
speed which cannot be measured through interviews alone. For instance, a particular test may
require invoices to be reconciled against a spreadsheet ledger, with errors being appropriately
amended. Numerical tests may involve calculating expenditures and processing claims using a
multiple choice answer format.
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9.4.5 Technical Test

Technical tests are used to determine if the candidate has the technical skills and/or knowledge
required for the position. Technical tests can be written knowledge tests or written exercises, case
studies and simulations, all of which are methods that can be used to demonstrate a candidate’s
technical abilities.

9.4.6 Essay Exercise

Essay exercises may be used to test a candidate’s written communication skills, ability to make a case
for a particular position, and/or argue a particular point and to persuade others. Usually the
candidate is given an issue statement and must explain in writing his/her position on the issue. There
is no right or wrong position, rather the Hiring Manager is looking for how well the candidate has
structured the argument and used facts to prove his/her point.

9.4.7 Other Assessment Methods

Other assessment methodologies may be any exercise to measure a particular set of job skills. The
above exercises should be designed to be completed within a given timeframe, normally within two
hours.

103 of 189

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

This page intentionally left blank.

104 of 189

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

Chapter 10: Undergoing the Competency-based
Interviews

10.1 Competency-based Interviews

1.

Applicants scoring high in the assessment exercise are invited to an interview, which could be a
face-to-face, or a telephone interview conducted by the assessment panel. Where feasible, video
conferences may be used for interviews. ldeally, all applicants are interviewed in the same
manner in order to reduce the risk that the bias of any one individual will prevail.

At the time of the preparation of the job opening, the interview questions were prepared. These
questions must be competency-based and build and expand on the knowledge-based tests and/
or the other assessment exercises.

The interview applies the United Nations Secretariat competency-based interviewing techniques.
All competencies listed in the evaluation criteria must be consistently applied and covered in the
evaluation of all interviewed candidates. Some competencies will be covered in the interview,
others in another assessment method commensurate with the functions of the position

A competency-based interview (sometimes referred to as a ‘behavioural-' or a ‘criterion-based'
interview) is a particular type of structured interview in which the assessor's questioning is
directed at ascertaining the applicant’s qualities or capabilities on a number of job-related
dimensions of behaviour (competencies), as defined in the job opening.

In contrast to the 'traditional interview', questions from the interviewing panel usually focus on
eliciting specific examples from the applicants in which they describe situations where they
might (or might not) have demonstrated the required behaviours. These are probed in a
systematic way by the assessors to build up a picture of the relative strengths and weaknesses of
the applicant on the specific competencies.

The same questions that focus on eliciting specific examples from the applicants in which they
describe situations where they might (or might not) have demonstrated the required behaviours
are applied to every applicant.

The interviewee should be prepared to discuss all competencies listed in the job opening during
the interview. Normally the interview chairperson will clarify at the outset which competencies
are to be addressed in a session. An interview session typically lasts from 30 to 60 minutes.

10.2 Communicating with Applicants about the Assesments

and Interviews

Applicants convoked for interviews are normally notified at least five working days in advance.
The invitation includes the date, time and means of the interview (telephone, video conference,
face-to-face) and also informs the applicant of the names of the assessors.

At the beginning of the interview, the chairperson should state which competencies will be
addressed and informs the applicant that the session will last from 30 to 60 minutes. The
invitation includes a reference to the position and the date, time and means (eg, in person, by
telephone or by video conference) of where and how the interview will be held as well as the
name, functional title and department/office/mission of each assessor.
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Chapter 11: Understanding the Role of the Central
Review bodies

This chapter provides an understanding of the various types of Central Review bodies and the role
they play in the review of the evaluation criteria and approval of the list of recommended candidates.

11.1 Role of the Central Review Bodies

1. In line with Staff Rule 4.15, Central Review Bodies are established at Headquarters and at
designated duty stations to review and advise on the recommendations for selection of: staff in
the P-5 and D-1 levels (Central Review Boards), staff in the professional category up to and
including the P-4 level (Central Review Committees), and staff in the General Service and
related categories at the G-5, TC-4 and S-3 levels and above (Central Review Panels) in the
Secretariat.

2. A Central Review Board for regional commissions is established to review and provide advice on
the recommendations for selection of staff at the P-5 and D-1 levels for the five regional
commissions (Economic Commission for Europe, Economic Commission for Africa, Economic
Commission for Latin America and the Caribbean, Economic and Social Commission for Asia and
the Pacific, and Economic and Social Commission for Western Asia).

3. Field Central Review bodies are established in the Department of Field Support to review and
advise on the recommendations of candidates for inclusion in rosters: at the P-5 and D-1 levels
(Field Central Review Board), at the professional category for positions up to and including the
P-4 level, as well as positions in the Field Service category at the FS-6 and FS-7 levels (Central
Review Committees), and in the Field Service category up to and including the FS-5 level
(Central Review Panels) in peacekeeping operations and special political missions administered
by the Department of Field Support. The roster candidates may subsequently be selected for
appointments to specific positions. Field Central Review bodies also offer advice on the
recommendations for selection of staff to position-specific job openings as well as positions in
peacekeeping operations and special political missions, as and when required.

4. The Senior Review Group is established to offer advice on recommendations to the Secretary-
General for selections of staff to positions at the D-2 level. The Senior Review Group will use
the inpsira platform and follow their established Rules of Procedure as per the provisions of ST/
SGB/2011/8 governing the establishment, composition and functions of the Senior Review Group
(SRG).

5. Assessment panels and expert panels (departmental, interdepartmental or at the unit level)
are distinct entities from the Central Review bodies, with entirely different functions. As such,
their composition and duties are in no way tied to the structure or functions of the Central
Review bodies.

6. Applicants who, following the established recruitment procedures outlined in ST/AI/2010/3
dated 21 April 2010 on the Staff Selection System, have been endorsed by a Central Review
body and selected for a position, become internal applicants (except for applicants at the
General Service and related categories applying to vacancies at the Field Service category). As a
result, the appointment status of the individual selected would not or would no longer be limited
to service with the entity concerned. Staff members with a limited appointment status who have
not been recruited following a competitive process pursuant to Staff Rule 4.15 (review by a
Central Review body) or Staff Rule 4.16 (competitive recruitment examination) serving in those
entities under Section 3.3 of ST/AI/2010/3 dated 21 April 2010 where Heads of Departments/
Offices have been delegated authority to appoint and promote staff up to and including the D-1
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level for service limited to the entity concerned, are considered external applicants unless they
apply for a position within the Department in which they currently serve.

Alternatively, Heads of Departments/Offices who choose not to opt for the full application of
the staff selection system as promulgated in ST/AI/2010/3 dated 21 April 2010 and who have
been delegated authority to appoint and promote staff for service limited to the entity concerned
may establish a special joint body to advise them in the exercise of their authority. Individuals
selected for positions without the endorsement of a duly established Central Review body
remain external applicants unless they apply for a position within the Department in which they
currently serve and have an appointment status limited to the entity concerned.

In cases of separately administered programmes, funds and subsidiary organs of the United
Nations, the executive heads of these entities, to whom the Secretary-General has delegated
appointment and promotion functions, may establish advisory bodies to advise them in the case
of staff members recruited specifically for service with those programmes, funds or subsidiary
organs.

11.2 Function of Central Review Bodies

1.

The Central Review bodies:

a. review and approve the evaluation criteria of job openings created based on individually
classified job descriptions;

b. review recommendations for filling a specific position or for placing candidates on the roster
following a generic job opening made by departments/offices concerned to ensure that the
integrity of the process was upheld, that the eligible applications and profiles of applicants
were reviewed on the basis of the pre-approved evaluation criteria and that the applicable
procedures were followed.

11.3 Secretary of the Central Review Body

1.

The Office of Human Resources Management and the local human resources offices designate a
staff member to serve as Secretary of a Central Review body.

The duties of the Secretary shall include:

a. Notifying members of a case submitted for review through inspira;

b. Communicating the agenda at least two working days prior to the time that members are
expected to commence with the online deliberations;

c. Notifying any official whose participation may be requested by the Central Review body;
d. Ensuring the availability of all records through inspira; and
e. Drafting recommendations and correspondence for approval by the Chairperson.

The Secretary shall record the recommendations of the Central Review body and transmit them
on behalf of the Chair to the Heads of Departments/Offices/Missions or the Department of
Management, as applicable. The Secretary also maintains a record and provides statistics as and
when required.
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11.4 Composition of the Central Review Body and Rules of
Procedures

For the composition of the Central Review bodies, their Rules of Procedures and functions, refer to
ST/SGB/2011/7 -Secretary-General’s bulletin on Central Review bodies.
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Chapter 12: The Status Matrix and Compliance
with Staffing Imperatives

12.1 Overview

1. Each Head of Department/Office/Mission is accountable to the Secretary-General for the
manner in which the selection process is conducted in his/her department/office/mission and for
the progress made towards achieving the targets for geography and gender balance. Each Head
of Department/Office/Mission is also responsible for collaborating with other Head of
Department/Office/Mission in the same job network (occupational network) to support the
achievement of human resources management plans and encourage multi-disciplinary
approaches.

2. The Management Performance Board" advises the Secretary-General and monitors, inter alia,
the manner in which Head of Department/Office/Mission exercise all aspects of the authority
that has been delegated to them, including their performance in achieving the Organization's
legislative mandates in human resources management.

3. Where problems are identified, the Management Performance Board considers the management
policy implications and holds Head of Department/Office/Mission accountable by
recommending appropriate corrective actions by reviewing the action taken, and deciding on any
further measures necessary. Based on its findings, the Management Performance Board may
recommend appropriate remedies. Recommendations are communicated to the Secretary-
General and the concerned Head of Department/Office/Mission. The Management
Performance Board monitors implementation of any decision taken by the Secretary-General,
or agreement made between the Secretary-General and the concerned Head of Department/
Office/Mission.

12.2 Status Matrix

1. The status matrix contains elements that are mandatory and/or organizational imperatives for
which overall performance measurement systems are in place (e.g. the HRM Scorecard), and
those factors that are desirable in terms of the organizational values as a responsible employer.

2. When selecting a serving staff member who has been recruited after a competitive process
pursuant to Staff Rule 4.15 (review by a Central Review body) or Staff Rule 4.16 (Competitive
Recruitment Examination), the representation of his/her nationality in the Secretariat for
positions subject to the system of desirable ranges is not an element that merits special
consideration. However, the individual's gender, does play a role in the status matrix for
positions in the Professional and higher categories. Female applicants who are serving with the
separately administered United Nations funds and programmes or any specialized agency or
organization of the United Nations common system holding a current appointment at the P-3 or
P-4 levels and who have been in service for a continuous period of 12 months and whose
appointments have been endorsed by a review body or equivalent in their organization are
considered internal applicants for positions at the P-4 or P-5 levels, respectively.

3. In the final selection due consideration should also be given to candidates who are:
a. victims of malicious acts or natural disasters;2

1 ST/SGB/2010/4 dated 15 April 2010 on Management Performance Board

2 As mandated per Resolution A/IRES/64/260 dated 5 May 2010 on Special Subjects relating to the Programme Budget for the
Biennium 2010-2011
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b. serving staff members who have served under the former 200 and 300 series of the Staff
Rules;

c. applicants from troop or police-contributing countries for positions in a peacekeeping
operation or Headquarters support account-funded positions in Department of Peacekeeping
Operations, the Department of Field Support and other departments with support account
resources; and

d. prior service or employment of candidates in field duty stations, for positions for which
relevant field experience is highly desirable, as applicable and as stipulated in Chapter Il
paragraph 10 General Assembly resolution A/RES/63/250 dated 10 February 2009 on Human
Resources Management.

12.3 Selection Decision

1. When the Central Review body is satisfied that the evaluation criteria were properly applied
and/or the applicable procedures were followed, the Head of Department/Office, under the
delegated authority, makes a selection decision from thelist of recommended candidates.

2. The Head of Department/Office has the authority to make selection decisions, under the
delegated authority, of staff up to and including the D-1 level.

3. Where recruitment authority has not been delegated to a Head of Department/Office,
appointment decisions are made by OHRM or the Department of Field Support (DFS) for positions
up to and including the D-1 level.

4. Selection and appointment decisions for positions at the D-2 level are made by the Secretary-
General when the SRG, or a similar body for positions at the D-2 level in peacekeeping operations
and special political missions, is satisfied that the applicable procedures were followed.

5. The Head of Department/Officeshall select the candidate he/she considers to be best suited for
the functions. In the final selection due consideration should also be given to staff members who
are victims of malicious acts or natural disasters; serving staff members who have served under
the former 200 and 300 series of the Staff Rules; candidates from troop- or police-contributing
countries for positions in a peacekeeping operation or Headquarters support account-funded
positions in the Department of Peacekeeping Operations, the Department of Field Support and
other departments with support account resources; and prior service or employment of
candidates in field duty stations, for positions for which relevant field experience is highly
desirable, as applicable and as stipulated in General Assembly resolution 63/250.

6. If a list of recommended candidates has been approved by the Central Review body, the Head
of Department/Office, in close cooperation with the Hiring Manager and other responsible
officials in the department/office, shall select for a position-specific job opening the candidate
he/she considers to be best suited for the functions mindful of the departmental HRM Scorecard
and the elements contained in the status matrix. The other recommended candidates shall be
placed on a roster of pre-approved applicants from which they may be considered for future job
openings at the same level within a job family and/or with similar functions.

7. When a Central Review bodies finds that the evaluation criteria have not been properly applied
and/or the applicable procedures have not been followed, authority to make a selection decision
with respect to a particular job opening is withdrawn. The case is referred to the:

e ASG/OHRM for positions up to and including the P-4 level,;
o Under-Secretary-General for Management for positions at the P-5 and D-1 levels; or

« Head of Department/Office with delegation of authority for positions up to and including
the D-1 level.
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8.

10.

11.

The Head of Department/Office has the authority to select a roster candidate pre-approved for
selection without further reference to the Central Review bodies, on the recommendation of
the Hiring Manager, if the selected candidate for a position-specific job opening fails to take up
the functions with established timeframes or vacates the position within one year.

Similarly, the Head of Department/Officehas the authority to select a roster candidate pre-
approved for selection without further reference to the Central Review bodies, on the
recommendation of the Hiring Manager from among the applications released to him/her,
provided that for a position-specific job opening a new job opening has been published, the
Hiring Manager has conducted the necessary evaluations and the roster candidate is suitable for
the job opening.

An external applicant is an individual who has not been recruited under Staff Rules 4.15
(following the review by Central Review bodies) or Staff Rule 4.16 (through the National
Competitive Recruitment Examination/Young Professionals Programme). Staff members whose
appointment is limited to service in a particular department or office are also considered
external applicants. Associate experts, consultants, individual contractors, interns, gratis
personnel and staff from other organizations of the United Nations System are also considered
external candidates. This information is provided for purposes of meeting the requirements of
Staff Regulation 4.4.

Where a roster candidate is proposed for selection for a position involving significant functions in
human resources, financial or physical resources as well as information and communications
technology, selection may not take place until the individual concerned has been designated by
the Department of Management (OHRM for Human Resources, OPPBA for finance, OCSS for
physical resources, OICT for information and communications technology and DFS for field
personnel). Due to the large volume of candidates that are being rostered for generic job
openings, it may not have been possible to perform the designation review for all candidates prior
to inclusion in a roster.
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Chapter 13: Communication with the Applicant

13.1 Selection Notification

1. The Executive Office at UNHQ or the local human resources office shall inform the selected
candidate of the selection decision and initiate the on boarding process within 14 days after the
decision is made.

13.1.1 Selected Candidates

1. The decision to select a candidate is implemented upon its official written communication to the
individual concerned, subject to the following provisions:

a.

When the selection entails promotion to a higher level, the earliest possible date on which
the promotion may become effective shall be the first day of the month following the
approval decision, subject to all approvals, i.e. designation from the Department of
Management has been obtained for positions performing significant functions in human,
financial, and physical resources, as well as information and communications technology,
reference checks have been completed, and subject to the availability of the position and
the assumption of higher-level functions. However, when an encumbered position has been
included in the compendium after upward reclassification and an applicant other than the
incumbent is selected, the decision shall be implemented only when a suitable position has
been identified for the incumbent.

When a serving staff member is the selected candidate, he/she must be released as soon as
possible. The staff member's release shall be no later than one month after the date on which
the releasing office is notified of the selection decision, if the move is within the same duty
station. A staff member selected for a position in another duty station, including a mission,
shall be released no later than two months after the selection decision.

When the selected candidate fails to take up the functions within the specified timeframes
for personal reasons, or when the selected candidate vacates the post within one year, the
Head of Department/Office may select another candidate from the list endorsed by the
Central Review body for the particular vacancy. If no such candidate is available, the Head
of Department/Office may select another candidate from the roster or may advertise the
post in the compendium if no roster candidate is found to be suitable.

13.1.2 Rostered Candidates

1. The inclusion in a roster is done automatically for a candidate who has been endorsed by the
relevant Central Review body and are not selected for the position. The candidate will receive
a notification that he/she has been placed in the roster that is relevant to the job code of the
job opening; this includes position-specific job openings or generic job openings up to and
including the D-1 level.

The roster candidate shall retain his/her status in a roster for a period of two (2) years for a male

candidate or three (3) years for a female candidate.

For position-specific job openings, inclusion in the roster occurs after the first day of the month

following the confirmation of the selection by the Head of Department.

For generic job openings, inclusion in the roster occurs immediately following the endorsement

by the relevant Central Review body.
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5. Arostered applicant is pre-approved for similar functions, from which he/she may be considered
for future job openings at the same level and in the job family and occupational network of the
job opening.

13.2 Non-Selection Notification

All applicants will be informed after the selection decision has been made.
The status of applications can be viewed under:
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Chapter 14.: Roster Management

14.1 General

Rosters are a pool of candidates who have been endorsed by a Central Review body for a
particular job opening but not selected, and who have indicated an interest in being considered
for selection for a future job opening with similar functions at the same level.

These candidates, who, in connection with a previous application for either a generic or a specific
job opening, have undergone a rigorous competency and knowledge-based assessment and
vetting process conducted by an Assessment Panel may be selected without referral to a Central
Review body.

Rostered applicants are considered ready, willing and able for positions with similar functions and
requirements (work experience, education, languages, competencies and skills). From among
this pool, available roster applicants can be attached to newly advertised position-specific job
openings for consideration. Entities with approval for roster-based recruitment may decide to
select a roster applicant without having to advertise the new vacant position. In this case, a
review by the Central Review body is not required, since the rostered applicant is already
vetted, hence speeding up the recruitment process.

The entities with approval to use the roster-based option to fill project-related positions in the
field are: Department of Field Support (DFS); United Nations Office on Drugs and Crime (UNODC);
Office for the Coordination of Humanitarian Affairs (OCHA); United Nations Human Settlements
Programme (UN-HABITAT); United Nations Environment Programme (UNEP); and Office of the
High Commissioner for Human Rights (OHCHR). The intent is to ensure that these entities are able
to fulfil their mandates in a timely manner, particularly in the areas of anti-money laundering,
remote sensing/crop monitoring, etc. The use of the roster-based option does not apply to
established positions in the field such as, representative and programme management officers.

To manage rosters and ensure sufficient number of available applicants in relevant rosters and
to maintain the accuracy of the applicants availability and contact information, the processes
described in the following section outlines the necessary steps that Recruiters and OGMs need
to engage to retain this pool of qualified applicants expeditiously available for placement.

14.2 Inclusion in the Roster

Candidates who have been recommended and endorsed by a Central Review body for a position
but not selected will be automatically entered into a roster by inspira for the job code of the
position. Candidates are entered into the roster as of:

a. For position-specific job openings:
i. If the candidate is a newly rostered candidate, the retention time is calculated from the

first day of the month following confirmation on the selection by the Head of
Department.

ii. If the candidate is already rostered for the job code, their membership is renewed as of
the first day of the month following confirmation on the selection by the Head of
Department.

b. For generic job openings, the retention time is calculated immediately following the
endorsement of the Central Review body.

c. For Legacy rostered candidates:

Legacy rostered candidates recommended and endorsed by a Central Review Body for a
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10.

position but not selected will be automatically entered into the inspira roster.

In instances where a selected candidate for a position-specific job opening declines to take up
the functions, s/he will be placed on the roster and may be considered for future job openings
with similar functions (within 30%) at the same level and in the same job network of the job
opening.

Rostered candidates who were recommended for a position that did not require endorsement
from a Central Review body and were not selected, will not be re-rostered. They will remain in
their current roster for the remaining duration of their membership.

Rostered applicants are pre-approved for similar functions (within 30%), from which they may be
considered for future job openings at the same level, in the same job network.

Internal applicants who are placed in the roster shall be placed at the job opening competition
level and their personal level, if different. For example: an applicant whose personal level is P-
4 who applied to a P-5 position and was rostered, shall be rostered at the P-5 and P-4 level.

Internal applicants who apply to positions at the same level as their personal level and are
rostered, shall be rostered at their personal level. For example: an applicant whose personal
level is P-4 who applied to a P-4 position and is rostered, shall be placed in the roster at the P-4
level only.

Generic job openings unrelated to a specific position are published for the purpose of creating
and maintaining viable rosters of qualified applicants for immediate and anticipated job
openings, including job openings for less than one year, mainly, but not only, for entities with
approval to use roster-based recruitment. Such immediate and/or anticipated job openings are
identified through strategic workforce planning in peacekeeping operations, special political
missions and other field-based initiatives. Typically, the field-based initiatives are activities
previously administered under the former 200 series of Staff Rules, such as programme and
projects implemented in the areas of humanitarian intervention, human rights, drug control and
crime prevention, etc. Rosters are actively managed, i.e. when it is found that there is an
insufficient number of rostered applicants available on a particular roster, generic job openings
are published to attract new applicants of the appropriate diversity in terms of geographical
representation and gender.

Internal applicants and serving staff members other than those holding a temporary appointment
are eligible to be considered for positions at their personal level or one level higher in line with
the matrix as contained in Matrix for Pre-screening on Level in the annex. In order to foster
mobility, a staff member on an appointment other than a temporary appointment from a
Headquarters location, including Regional Commissions, selected for assignment to a position at
one level higher than his/her current grade in a peacekeeping operation or special political
mission for one year or longer, where a lien is maintained against a position at the parent duty
station, may be temporarily promoted to the level of the position for the duration of the mission
assignment. A staff member temporarily promoted may apply during the mission assignment to
job openings at one level higher than his/her temporary grade level, provided that the staff
member has spent more than 12 continuous months on the mission assignment. Where such a staff
member is recommended but not selected, his/her name will be included in the roster at the
level of the job opening for which he/she applied. At the end of this assignment, the staff
member will revert to his/her original grade level at the parent duty station.

The above provisions also apply to staff members from a peacekeeping operation, special
political mission and field-based initiative who are selected for a position at one level higher than
their current grade from a roster, endorsed by the Central Review body, for a job opening of a
finite nature at an established duty station or Regional Commission.

Every effort must be made to obtain complete reference verifications and the required
designation for positions performing significant functions in human, financial and physical
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11.

resources as well as information and communications technology shortly after the candidates
have been rostered. Therefore, the Recruiter will have to ensure that any required designation,
including reference checks, is completed prior to selection.

Roster applicants who have been rostered following their application to a vacancy announcement
advertised in Galaxy maintain their status for the remaining period stipulated for his/her roster
eligibility and are migrated for this purpose into inspira.

14.3 Validity of Rosters

1.

Once candidates have been placed in an inspira roster that is relevant to the job code for the job
opening for which they applied, they will maintain membership in the roster for the following
durations:

« Before 01/01/2007, the expiry date for both men and women was one (1) year from the
inclusion date to the roster.

« Between 01/01/2007 through 21/04/2010, the expiry date is: for women, three (3) years
from the inclusion date to the roster and for men, one (1) year from the inclusion date to the
roster.

« From 22/04/2010 to the Present, the expiry date is: for women, three (3) years from the
inclusion date to the roster and for men, two (2) years from the inclusion date to the roster.

Legacy rostered candidates falling under the provisions of section 9.3 of ST/Al/2006/3/Rev.1 will
maintain membership in the roster for the remaining period stipulated for their roster
eligibility.Once a candidate has been placed in an inspira roster, they will maintain membership
in the roster for the following durations:

» Legacy rostered candidates falling under the provisions of section 9.3 of ST/AlI/2006/3 Rev.1
will maintain membership in the roster for the remaining period stipulated for their roster
eligibility. The expiry date for women will be three (3) years from the inclusion date on the
roster and for men, one (1) year from the inclusion date on the roster.

« Inspira and Legacy candidates falling under the provisions of section 9.4 of ST/AI/2010/3 will
maintain membership in the roster as follows: for women, three (3) years from the inclusion
date in the roster and for men, two (2) years from the inclusion date.

Candidates who have been rostered may have one of the following dispositions:

» Rostered - indicates that you have continued interest in being considered for future job
openings for job codes similar to the one you originally applied to and have been rostered.
Active applicants will have the disposition of Rostered.

« Hold - invoked by the applicant, the applicant can temporarily suspend her/his membership
on the roster for up to one (1) year. This means that their application will not be considered
for any future job openings for job codes similar to the one they were rostered for while their
membership is suspended. Suspending your membership in the roster for a period of time will
not extend your duration in the roster.

» Expired - indicates that the applicant’s membership in the roster has expired and her/his
application is no longer available for selection.

« Withdrawn - invoked by the applicant, the applicant has removed their application from the
roster and is no longer available for selection.
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=
Application Level Status PutonHold Withdraw  Membership Start Date View/Print PHP*
Chief of Section P5 OnHold Withdraw  |01/07/2011 View/Print PHP*
Personal Assistant &7 Rostered PutonHold |Withdraw | 01/07/2011 View/Print PHP*
Chief of Section P5 Withdrawn 00720 View/Print PHP*

4. Candidates in certain roster types (e.g. NCRE, Language, etc.) do not have an expiry date on their

membership. The listing of these roster types will be defined upon the creation of the roster.

14.4 Communication with Roster Applicants

1.

An automatic notification shall be sent to all applicants at the moment that they are rostered.
This notification shall explain that they have been rostered and that they may be considered in
the future for similar positions.

An automatic notification shall be sent to the rostered applicant(s) upon being linked to a Job
Opening through Roster Search.

When the Hiring Manager identifies suitable roster applicants, he/she is encouraged to contact
the applicant(s) to ascertain his/her interest and availability for the position.

Roster candidates are encouraged to apply to positions for which they are qualified. They are
advised to include in their cover letter that they are rostered applicants .

14.5 Roster Search

Roster searches are conducted based on the job code (job family, category/level, functional title
and roster type). The job functions, required qualifications and evaluation criteria as well as skills
and pre-screening questions of the job opening under which roster applicants were rostered are
identical or similar to the new job opening and may deviate by a maximum of 30%. Judgment will
have to be applied by the Recruiter who is encouraged to seek advice from the substantive office
on technical details as well as specific position requirements from the Hiring Manager to identify
the closest match. Although it is required that the functions of the previously reviewed positions
be similar to the new position being advertised, it is the responsibilities, i.e. the position
requirements such as competencies, education, work experience, languages and other skill
functions that must also be taken into account, since these requirements would be prerequisites
in order to perform those functions.

Roster searches for position-specific job openings are conducted by the Recruiter/OGM or the
local human resources office responsible for the case during the posting period. The Recruiter/
OGM links and submits the rostered applicants found suitable for the position to the Hiring
Manager during the posting period of the job opening.

The Recruiter must link the roster applicants found suitable for the position to the job opening
during the posting period of the job opening.
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10.

For field roster candidates, the respective department’s Executive office in consultation with the
Hiring Manager should advise the Recruiter if any roster applicants should be linked to the job
opening within the posting period of the job opening.

Once a roster applicant is identified, the Hiring Manager is encouraged to contact the
applicant(s) to ascertain his/her interest and availability for the position.

In entities that have approval for roster-based recruitment, roster searches are conducted by the
Occupational Group Manager when a position becomes vacant for submission to the Hiring
Manager.

The Roster Management functionality allows the Recruiter to search rosters using the evaluation
criteria of the new job opening or narrow the search by selecting additional criteria.

The applicant selected from an inspira roster and linked to the job opening is marked with the
symbol RM. The applicant selected from a Legacy roster and linked to the job opening is marked
with the symbol GX.

Applicants who are on a roster but apply directly to the job opening will undergo the pre-

screening process and have the disposition assigned by the pre-screening process and may be
marked with the symbol RM/GX when they are linked to the job opening by the Recruiter, at
which time they will be marked with the symbol RM/GX but their disposition will not change.

The rostered applicant who is informed of his/her inclusion in the pool of applicants for a new
job opening cannot actively apply again.

14.6 Consideration of Roster Applicants

1.

There is no minimum or maximum number of roster applicants that is to be added to a newly
published job opening.

Hiring Managers may immediately recommend the selection of a qualified roster applicant from
among the released rostered applications. The Hiring Manager is not required to interview the
rostered applicant. In order to speed up the process, under such circumstances Hiring Managers
need not record their evaluations of new non-rostered applications. Selection of a rostered
applicant does not require a further review by the Central Review bodies. One or preferably
several roster applicants found suitable may be recommended for selection at this stage.

Rostered candidates are eligible for consideration and selection as rostered applicants only if
they were placed on the roster prior to or during the posting period of the Job Opening for which
they are being considered.

In order to move the recommendation of the roster applicant forward for selection, the Hiring
Manager shall be required to enter a final evaluation for the proposed roster applicant.

When more than one post is advertised in a job opening, the Hiring Managers may immediately
recommend the selection of a qualified roster applicant from among the released rostered
applications. The Hiring Manager is not required to interview the rostered applicant. In order to
speed up the process, under such circumstances Hiring Managers need not record their
evaluations of new non-rostered applications. Selection of a rostered applicant does not require
a further review by the Central Review bodies. One or preferably several roster applicants found
suitable may be recommended for selection at this stage.

The recommended list may be comprised of only rostered applicants, only new applicants or a
mix of the two. A recommended list that only contains rostered applicants does not require a
review by the Central Review body. In all other cases, the full recommended list must go to the
respective Central Review body for endorsement. When the Central Review body is satisfied
that the evaluation criteria were properly applied and/or the applicable procedures were
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followed, the recommendation along with a reasoned record is submitted to the Head of
Department/Office for making a selection decision.

7. When considering rostered candidates, the Recruiter should note that a candidate who served at
a higher level upon a temporary promotion and has been rostered at a higher level than the level
of the temporary promotion and has meanwhile returned to his/her original level, is only eligible
for consideration for positions at one level higher than his/her personal level and is no longer a
valid roster candidate at the higher level.

14.7 Selection of Roster Candidates

1. Ininstances where a selected candidate for a position-specific job opening fails to take up the
functions within the specified period for personal reasons or vacates the position within one year
of appointment, the Head of Department/Office may select another candidate from the list
endorsed by the Central Review body with respect to the particular job opening. If no such
candidate is available, the Head of Department/Office may select another candidate from the
relevant roster or, if no roster candidate is found to be suitable, decide to advertise the position
in the compendium.

2. The Recruiter will have to ensure that reference verifications and the required designation for
positions performing significant functions in financial, human and physical resources as well as
information and communication technology have been obtained for all rostered candidates from
the Department of Management and the Office of Information and Communication Technology
(OICT) prior to selection.

3. Once a job opening is advertised, Hiring Managers may immediately recommend the selection
of a qualified roster applicant or qualified roster applicants (when filling multiple positions) from
among the released rostered applications. Hiring Managers are not required to interview roster
applicants but are encouraged to do so in a less formal setting in order to establish a sense of the
applicant’s overall fit within the team/unit. In order to speed up the process, under such
circumstances the Hiring Manager need not record his/her evaluation of new non-rostered
applications. Selection of a roster applicant is not required to go through a review by a Central
Review body. One or preferably several roster applicants found suitable may be recommended
for selection at this stage.

4. In order to move the recommendation of a roster applicant forward for selection, the Hiring
Manager shall be required to enter a final assessment in order to 'recommend’ the proposed
roster applicant for selection.

5. In all other cases when either filling one or multiple position (s), Hiring Managers are required
to review all new applications along with rostered candidates and must evaluate the profiles and
record their findings as to whether they find the applicant as meeting none, some, or all of the
required qualifications must be long-listed by the Hiring Manager. Any applicant found suitable
(meeting the required and if applicable, any desirable qualifications) must be short-listed by the
Hiring Manager to undergo at least a competency-based interview and/or an assessment
exercise (knowledge-based test or other simulated exercise).

6. Rostered candidates are eligible for consideration and selection as rostered applicants only if
they were placed on the roster prior to or during the posting period of the Job Opening in the
job family for which they are being considered.

«  Where multiple positions are advertised under one job opening the Hiring Managermay
immediately select one or more rostered candidates to one or more position(s), the
Hiring Manager may then continue with the recruitment process for all new applications
for any remaining positions and submit the recommended list after internal departmental
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10.

approval through the Executive Office for recruiter to review ahead of submission to the
relevant Central Review body for endorsement.

The consideration and selection of a roster applicant shall be possible right up to the point before
the Hiring Manager submits a recommended list via the Executive Office to the Recruiter to
submit to the relevant Central Review body for endorsement. Once the recommended list of
candidates is submitted, the Hiring Manager shall no longer be able to recommend a direct any
selections from the roster.

Where only roster candidates are recommended for selection by the Hiring Manager, further
reference to the Central Review body is not required.

In instances where a Hiring Manager recommends a combination of rostered and new applicants
for a vacant position, the recommended list shall be reviewed by the Central Review bodies.

Where multiple positions are advertised under one job opening, the Hiring Manager may
immediately select one or more rostered candidates to fill the position(s). For any remaining
positions on the JO not filled through the roster, the Hiring Manager then continue with the
recruitment process to fill the remaining positions and must submit a recommended list of
candidates for review by the Central Review body. The recommended list can be comprised of
a mixture of rostered and new candidates or a list of only new candidates.
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Chapter 15 Placement Outside the Normal
Process

This chapter provides information on when a candidate can be placed in a vacant position without
undergoing the staff selection process and by whom.

15.1 Assistant Secretary-General for OHRM

The ASG/OHRM has the authority:

1.

To decide on the lateral reassignment of staff members participating in a voluntary reassignment
programme and Voluntary Initiative for Network Exchange (VINE), without reference to the
Central Review bodies. The programmes, aiming to stimulate mobility of staff, are strictly
voluntary. Such movement shall be limited to incumbents of positions approved for inclusion in
the exercise and shall not affect the application of the normal rules governing promotion or
selection of staff for vacant positions.

To place in a suitable position incumbents, other than staff members holding a temporary
appointment, for positions which have been reclassified upward and for which an applicant other
than the incumbent has been selected, when in need of placement outside the normal process.

15.2 Under-Secretary-General for Field Support

The Under-Secretary-General for Field Support has the authority to assign the following staff
members when in need of placement outside the normal process:

1.

Staff members in a family mission who have reached the maximum standard assignment length,
in order to share the burden of service in non-family missions and to give opportunities for
movement of staff from non-family missions to a family mission;

Staff members in peacekeeping operations or special political missions not limited to service with
a specific mission, when necessary to meet surge requirements.

15.3 Head of Department/Office

1.

Parent departments/offices are responsible for ensuring that the positions of staff members who
are on mission detail and who hold a permanent, continuing or fixed-term appointment are
blocked for the return of these staff members, as currently provided in paragraph 7 of ST/Al/404
dated 19 May 1995.

2. A Head of Department/Office has the authority:

a. To transfer staff laterally within his/her department/office/mission;

b. To assign staff temporarily to a higher-level position that is vacant or temporarily vacant. For
temporary job openings expected to last for three months or longer, staff of the department/
office concerned must be informed of the temporary job opening so as to give staff members
the opportunity to express their interest in being considered. Departments/Offices are
encouraged to also circulate the temporary job opening widely across the Secretariat in order
to yield better results. Every effort must be made to limit temporary assignments to vacant
positions to the shortest possible period, during which time the position must be filled under
the procedures of this instruction.
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15.4 Under-Secretary-General for General Assembly Affairs
and Conference Services

The Under-Secretary-General for General Assembly Affairs and Conference Management has
authority to transfer laterally language staff, including interpreters, translators, editors, verbatim
reporters, proofreaders and production editors, up to and including those at the P-5 level, who serve
in New York, Geneva, Vienna and Nairobi.

15.5 Selection for P-2 and P-3 Positions

A one-time exceptional measure until 31 December 2012 will be allowed to make efforts to place in
P-3 posts (subject to geographic distribution), successful YPP (previously NCRE) candidates who were
on the roster as of 31 December 2009.

126 of 189

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

Annex A:Sample of Assessment Exercises

Sample #1 - Written exercise
Please complete the following two exercises:

Exercise 1:

Summarize the report found below in your own words. The report should be reduced to approximately
one third of its original length; the summary should have between 400 and 500 words and should be
typed directly in an e-mail response. The summary should begin with the words: “The Secretary-
General, in his note to the General Assembly stated that....” and should end with: “In conclusion, two
options were provided...” Your response should not exceed 500 words.

Exercise 2:

The Regional Programme Centre (RPC) has been endorsed by the United Nations Programme
Commission (UNPC) and has been established this year with a limited budget. As a new office, RPC
will need to implement its new mandate/work programme. How do you see the mandate/work
programme and interaction of an administrative service within the RPC? As the responsible officer,
please formulate a mission statement for the Administrative Section of RPC. The response and mission
statement should not exceed one single-spaced, typewritten page.

Failure to meet the guidelines for the exercise will result in the loss of points.

Response Guide: responses will be rated on the following bases:

« Clarity of thought and of presentation;
» Capacity to exhibit, in concise writing, logical and sequential thinking;

« Ability to articulate a position, conveying the maximum necessary information whilst making
and defending recommendations;

» Proficiency in word processing.

Note by the Secretary-General related to Exercise 1
[Excerpt from the Note by the Secretary-General - A/53/327]

Introduction

1. For many years, the Secretariat has considered that, for purposes of placement and
promotion of staff whose appointment is subject to the system of desirable ranges, vacant
posts circulated through an internal vacancy announcement were “internal vacancies”
normally open to “internal candidates” only. “Internal candidates” were staff members who
had previously been recruited under the system of desirable ranges, through the mechanisms
established under the 100 series of the Staff Rules for appointments of one year or longer,
that is, by competitive examination or a review by the appointment and promotion bodies.
The system has been applied in a flexible manner, taking into account the legitimate career
aspirations of staff as well as the changing needs of the Organization. Thus, it has been
determined that external circulation of vacancies for posts at the P 5 level and above is in
the interest of the Organization as it broadens the pool of candidates with the necessary
qualifications at those levels and is a valuable tool in reaching the goal of gender equality.

2. As aresult, candidates who have already gone through a rigorous screening process at the
time of initial recruitment and have satisfied the requirements of equitable geographical
distribution and gender balance can be reviewed and compared on their respective merits
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under a simplified selection process. This creates valuable career progression opportunities
for qualified internal candidates, on the clear understanding that if no internal candidate can
be identified who meets the technical and professional requirements of the vacant post in a
manner consistent with the highest standards of efficiency, competence and integrity under
Article 101, paragraph 3, of the Charter of the United Nations, an external vacancy
announcement will be issued to invite all interested candidates to apply for the post.

3. The practice described above came into being after the General Assembly adopted the Staff
Regulations of the United Nations, specifically staff regulation 4.4, on 2 February 1952.3 It
is only subsequently that a formal distinction was made among various categories of staff who
would be governed by different series of the Staff Rules. This was the case for technical
cooperation experts, referred to as “project personnel”, for whom the 200 series of the Staff
Rules was issued in 1954.% Similarly, the 300 series of the Staff Rules was issued originally
for short term appointees and was extended in 1994 to include appointments of limited
duration.? Despite the absence of reference to “internal vacancies” or “internal candidates”
in the Staff Regulations themselves, it is noted that the General Assembly used the expression
“internal vacancies” in paragraph 27 of section IlI.B of its resolution 51/226 of 3 April 1997,
and in paragraph 2 of section V of its resolution 52/219 of 22 December 1997.

4. 0On 25 November 1997, the United Nations Administrative Tribunal rendered judgement No.
852, Balogun (1997) (AT/DEC/852), which was communicated to the Secretary General on 19
February 1998. In that judgement, the Tribunal ordered the Secretary General to allow the
applicant, who had been recruited under the 200 series of the Staff Rules governing project
personnel, “to submit his candidacy for any internal vacancies for which he is qualified and
for which he applies”. A summary of the judgement is provided in annex | to the present
report.

5. The reasoning used by the Tribunal goes far beyond the individual case it was considering.
The judgement repeatedly refers to persons recruited under the 200 series of the Staff Rules,
who could rely on the Tribunal's language to support the claim that they are eligible to apply
for internal vacancies intended for 100 series staff members. Moreover, the Tribunal's
reasoning is based on staff regulation 4.4, applicable to all staff who are “already in the
service of the United Nations”, an expression which the Tribunal interpreted to mean staff
“who are employed in the exclusive service of the Organization, who have taken an oath to
the Organization and whose Letters of Appointment oblige them to abide by the terms and
conditions of the Staff Regulations and Rules” (para. Ill of the judgement, reproduced in
annex |). This definition would include not only all 200 series project personnel, but also all
staff recruited under the 300 series of the Staff Rules on a short-term appointment or an
appointment of limited duration, as well as all staff recruited under the 100 series of the Staff
Rules outside the competitive examination system or without a review by the appointment
and promotion bodies, as is the case for mission staff serving at established missions and staff
appointed for less than one year.

6. As it now stands, the judgement makes it extremely difficult, if not impossible, for the
Secretariat to comply with a number of General Assembly resolutions. Moreover, the system
envisaged by the Tribunal to carry out in practice its interpretation of staff regulation 4.4
would require a whole new layer in the placement and promotion process, as well as a radical
change in the role of the appointment and promotion bodies, which, in the Tribunal's view,
would have to assume substantive functions now exercised by programme managers. Overall,
the judgement would also have a serious impact on career development, especially for junior
staff. In view of these fundamental concerns, application of the judgement has been limited,

3. Resolution 590 (VI). The Staff Regulations, as adopted by the General Assembly, were promulgated in ST/AFS/SGB/
81/Rev.6 of 27 February 1952 and became effective as from 1 March 1952.

4.ST/AFS/SGB/94/Add.3 of 1 January 1954.

5.ST/SGB/Staff Rules/3/Rev.1.
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for the time being, to the individual applicant who had brought the case, pending
consideration of the issues involved by the General Assembly.

Issues related to the competitive examination system

7. The competitive examination system could be rendered meaningless if the judgement was
read to mean that any staff member holding a Letter of Appointment under the 200 series or
under any series of the Staff Rules could apply for P 2 and P 3 vacancies. This would be
inconsistent with several General Assembly resolutions, including paragraph 15 of section
I11.B of resolution 51/226, which reaffirmed the policy that appointment to P 1 and P 2 posts
and to posts requiring special language competence shall be made exclusively through
competitive examinations and that appointment to posts at the P 3 level shall normally be
made through competitive examinations. This would also preclude full implementation of the
measures taken to implement paragraph 16 of the same resolution which requested that
special attention should be paid to the prospects of staff for promotion to the P 3 level.

8. Inthe judgement, the Tribunal remarked that 100 series appointments were, for posts above
the P 3 level, open to external candidates who have not passed any kind of competitive
examination (para. VIl of the judgement, reproduced in annex I). This has been taken as an
acknowledgement of the established policy of the Organization that posts at the P 2 and,
normally, at the P 3 levels are filled by candidates who have passed a competitive
examination. Accordingly, the Secretariat has continued to apply the rules implementing
existing resolutions on the subject. Nevertheless, this interpretation remains subject to
challenge and could be invalidated by the Tribunal in the future unless the General Assembly
clarifies the matter.

Issues related to the General Assembly’s requirement that a well-defined category of staff,
excluding 200 series project personnel, have one year of qualifying service before becoming
eligible to apply for internal vacancies

9. Paragraph 27 of section Ill.B of resolution 51/226 requires that persons serving in
peacekeeping or other field missions fulfil the condition of one year qualifying service before
becoming eligible to be considered for internal vacancies in the Secretariat.® This provision
was clarified and amended by paragraph 2 of section V of resolution 52/219 in which the
Assembly decided:

“... that persons eligible to be considered for internal vacancies within the Secretariat after
twelve months of service, as provided for in paragraph 27 of section Ill.B of resolution 51/226,
shall be staff appointed in the Professional category and above under the 100 or 300 series of
the Staff Rules to serve against peacekeeping support account posts at Headquarters or in
peacekeeping or other field missions, and decides further that such eligibility shall be limited
to vacant posts at the P 4 level and above.”

The Secretariat is mindful of the fact that the above provision was drafted for the specific

purpose of omitting 200 series project personnel from its scope, thus not allowing them to

become eligible to apply for internal vacancies in the Secretariat after one year of service in
the field. Therefore, applying the Balogun judgement to 200 series project personnel, even
for posts at the P 4 level and above, would appear inconsistent with the letter and the intent
of the resolution. So would application of the judgement to staff members serving under the
100 and 300 series of the Staff Rules, including those identified in resolution 52/219, since

the judgement links eligibility to the fact that a person is a staff member, without requiring
any qualifying period of prior service.

6.Paragraph 27 of section Ill. B of resolution 51/226 requested the Secretary-General “to ensure that persons serving in
peacekeeping or other field missions become eligible for consideration for internal vacancies in the Secretariat after
having served for at least twelve months” (emphasis added).
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Issues related to the application of the system of desirable ranges

10. In paragraph 2 of section Ill.B of resolution 51/226, the General Assembly recognized the

11.

system of desirable ranges as the mechanism for the recruitment of staff in posts subject to
geographical distribution, in accordance with Article 101, paragraph 3, of the Charter of the
United Nations. The importance given by the Tribunal to the fact that all staff members
already in the service of the Organization share the same legal obligations and should
therefore benefit from the same rights (para. lll of the judgement, reproduced in annex I)
could seriously undermine the system of desirable ranges. Using the Tribunal's language,
nationals of over represented countries previously recruited outside the system of desirable
ranges - and therefore considered as “external” candidates - could object to the application
of the restrictions inherent in that system once they have been allowed to apply for a post,
because such considerations are not taken into account in respect of “internal” candidates
who, by definition, were previously recruited under the system of desirable ranges. This
could negate the strenuous efforts made over the years at the time of recruitment to ensure
equitable representation of all Member States. This would also run contrary to Action 18 of
the Secretary General's Programme for Reform, which aims at attaining significant progress
on geographical and gender representation, with an early goal of having all Member States
represented no later than 1999 (A/51/950, para. 233).

One way to ensure compliance with the desirable ranges in the long term would be to require
all international staff to be recruited under the desirable ranges system, which at present
applies only to 100 series staff appointed for a year or longer (unless the appointment is
limited to a particular mission, office or programme, or is financed by the peacekeeping
support account, as mandated by paragraph 13 of section Ill.B of resolution 51/226). This,
however, would unduly limit the present ability of the Organization to select experts for
service under the 200 series on the basis of individual expertise with respect to particular
development projects. Moreover, the system of desirable ranges is fairly rigid and time
consuming to administer and does not allow for the speed and flexibility required for mission
staff, who must in some cases be recruited on a few days’ notice. Finally, use of that system
in recruiting temporary staff for periods of less than one year would be impracticable, as well
as misleading if such temporary staff were added to those recruited on a longer term basis
when comparing the actual geographical distribution of staff with the desirable ranges for
each Member State.

Issues related to the role and functions of the appointment and promotion bodies

12. In order to put into effect its interpretation of staff regulation 4.4, the Tribunal indicated

that the appointment and promotion bodies should be perfectly capable of considering all the
applicants generated by removing the restrictions inherent to the circulation of “internal
vacancies”. Those bodies would review the applications and determine the best qualified
candidate, after evaluating performance records and administering any test they would
consider appropriate (para. VI of the judgement, reproduced in annex I). Under such a
system, the appointment and promotion bodies would assume vastly expanded functions of a
very different nature than is the case at present. Instead of ensuring that candidates are
selected in accordance with all applicable standards and policies, rules and procedures, the
appointment and promotion bodies would become responsible for assessing the substantive
merits of the candidates through any means they consider appropriate, including the
administration of tests to the applicants. In other words, an advisory body, which may not
have the substantive technical knowledge required to assess candidates in a number of areas
and is not responsible or accountable for programme delivery, would be charged with a
substantive review of the candidates and would in effect select staff through whom
programme managers would have to deliver - or attempt to deliver - their respective
programmes. This new layer of review would not only add substantial delays but could lead
to the introduction of a mechanism parallel to the test and examination system administered
by the Office of Human Resources Management. All this would be completely at odds with the
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Secretary General's reform and his determination to move away from the situation where
delivery of mandated programmes is “hampered by excessive bureaucratic procedures and
rules, with responsibility for management of resources in the hands of administrators who
have no accountability for programme delivery”.7

Issues related to the distinction between career and non career staff

13. A broad application of the judgement would do away with one essential element of the
distinction which now exists between career and non career staff. As explained in a prior
report of the Secretary General, the evolution that has taken place over the years has blurred
the distinction previously made on the basis of the type of appointment (probationary,
permanent or indefinite on the one hand, all other appointments on the other).8 The only
remaining criterion is the series of the Staff Rules under which staff are appointed.® Under
staff rule 200.1, project personnel are appointed under the 200 series for technical assistance
projects, which, by definition, are not part of the continuing essential functions of the
Organization calling for a core of career staff. Under staff rule 300.1, the 300 series is
applicable to staff members who are: (a) specifically engaged on short term appointments
for conference and other short term service for a period not exceeding six consecutive
months, or (b) specifically recruited on appointments of limited duration. The time
limitation, which is the essential characteristic of the 300 series, also by definition excludes
the possibility of a career within the Organization. Allowing 200 and 300 series staff to
compete on an equal footing with staff appointed under the established procedures of the
100 series for posts to be filled by a 100 series staff member would remove an essential
element of the existing distinction between career and non career staff and undermine the
concept of career service, which implies a finite population of staff already “in the system”
who can perfect their skills and acquire new ones by availing themselves of learning and
development opportunities, thus readying themselves for new assignments and new
challenges. All these matters raise fundamental questions of human resources policies, which
will be considered in the context of the Secretary General's report on human resources
management to be submitted to the fifty third session of the General Assembly.

Options for legislative action

14. Set out below are several options for legislative action which the General Assembly may wish
to consider:

15. The General Assembly could accept the Tribunal's interpretation of staff regulation 4.4 by
taking note of the judgement. This would make any staff member eligible to apply for any
vacancy, regardless of the series of the Staff Rules under which he or she was appointed,
regardless of the functions and length of prior service of the staff member (thus removing all
restrictions contained in paragraph 27 of section Ill.B of resolution 51/226, as amended and
clarified by resolution 52/219), and regardless of the requirements relating to competitive
examinations, gender equality or equitable geographical distribution.

Should the General Assembly decide to select this option, it could adopt a resolution in the
form set out under option A in annex Il to the present report.

16. The General Assembly could decide to amend staff regulation 4.4 in order to maintain and
clarify policies of human resources management introduced and developed on the basis of
prior resolutions, which are aimed at ensuring compliance with the highest standards of
efficiency, competence and integrity, as well as the requirements of equitable geographical
distribution and gender equality and on the basis of which career progression is made
available to staff previously appointed under the 100 series of the Staff Rules for a year or
longer through the established mechanisms.

7.Renewing the United Nations: A Programme for Reform, A/51/950, para. 236.
8. Ratio between career and fixed-term appointments, A/C.5/51/34, of 22 November 1996, paras. 5-13.

9.See annex to document A/C.5/51/34, where the objectives followed by the Organization over the years on the ques-
tion of career versus non-career appointments are set out.
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Should this option be selected, the General Assembly may wish to consider the suggested
amendment to staff regulation 4.4 set out under option B in annex Il to the present report.
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Sample #2 - Written Exercises

Summarize the report found below in your own words. The report should be reduced to approximately
one third of its original length; the summary should have between 200 and 300 words and should be
presented in final format as a MS Word document, with paragraph numbers and footer.

Failure to meet the guidelines for the two exercises will result in the loss of points.
Response Guide: responses will be rated on the following bases
1. Ability to write in a clear and concise manner and to communicate effectively;
2. Proficiency in word processing.

Ecology and economics should push in the same direction. After all, the “eco” part of each word
derives from the Greek word for “home”, and the protagonist of both claim to have humanity's
welfare as their goal. Yet environmentalists and economists are often at loggerheads. For
economists, the world seems to be getting better. For many environmentalists, it seems to be getting
worse. These environmentalists have developed a sort of “litany” of three big environmental fears:
natural resources are running out; population is ever growing, leaving less and less to eat and the
planet's air and water are becoming ever more polluted. Human activity is thus defiling the earth,
and humanity may end up killing itself in the process. The trouble is the evidence does not back up
this litany. The early environmental movement worried that the mineral resources on which modern
industry depends would run out. Clearly, there must be some limit to the amount of fossil fuels and
metal ores that can be extracted from the earth; the planet, after all, has a finite mass. But that
limit is far greater than many environmentalists would have people believe. Reserves of natural
resources have to be located, a process that costs money. That, not natural scarcity is the main limit
on their availability. However, known reserves of all; fossil fuels, and of most commercially important
metals, are now larger than were believed to be. In the case of oil, for example, reserves that could
be extracted at reasonably competitive prices would keep the world economy running for about 150
years at present consumption rates. Add to that the fact that the price of solar energy has fallen by
half in every decade for the past 30 years, and appears likely to continue to do so into the future,
and energy shortages do not look like a serious threat either to the economy or to the environment.
The population explosion is also turning out to be a bugaboo. As far back as the end of the 18th
Century Thomas Malthus claimed that, if unchecked, human population would expand exponentially,
while food production could increase only linearly, by bringing new land into cultivation. He was
wrong, Population growth has turned out to have an internal check; as people grow richer and
healthier, and they have smaller families. Indeed, the growth rate of the human population reached
its peak, of more that 2% a year, in the early 1960s. The rate of increase has been declining ever
since. It is now 1.26%, and is expected to fall to 0.46% in 2050. The United Nations estimates that
most of the world's population growth will be over by 2100, with the population stabilising at just
below 11 billion. Granted, the threat of pollution is real, but exaggerated. Many analyses show that
air pollution diminishes when a society becomes rich enough to be able to afford to be concerned
about the environment. For London, the city for which the best data are available, air pollution
peaked around 1890. Today, the air is cleaner than it has been since 1585. There is good reason to
believe that this general picture holds true for all developed countries. And, although air pollution is
increasing in many developing countries, they are merely replicating the development of the
industrialized countries. When they grow sufficiently rich they, too, will start to reduce their air
pollution. All this contradicts the litany. Yet opinion polls suggest that many people, in the rich world,
at least, nurture the belief that environmental standards are declining. Scientific funding goes mainly
to areas with many problems. That may be wise policy, but it will also create an impression that many
more potential problems exist than is the case. The attitude of the media is also a factor in the
distortion. People are clearly more curious about bad news than good. Newspapers and broadcasters
are there to provide what the public wants. That, however, can lead to significant distortions of
perception. To replace the litany with facts is crucial if people want to make the best possible
decisions for the future.
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Sample #3 - Presentation

Please complete the following exercise in one hour and a half:
Choose from the following two subjects and prepare a PowerPoint presentation:

1. You are asked to make a recommendation about the proposed relocation of a programme’s
head office from Sierra City to Tango Town. You are required to present your analysis, views
and recommendation on the relocation. You are expected to fully explain the reasoning and
answer questions by the assessors about your recommendation.

2. You are asked to establish a mechanism for registering gifts and benefits received by
individual staff members. Your presentation should contain a quick reference guide on the
Organizations policy in receiving gifts and benefits, a checklist for recipients of gifts and
benefits - as well as a property control and inventory system for all gifts handed over to the
General Services Section.

For both subjects, your target audience are all Directors of your duty station. Be sure that you would
feel comfortable answering supplementary questions about the presentation.

You have an hour to prepare your presentation and 10 to 15 minutes to deliver it.
Response Guide: responses will be rated on the following bases:

1. Capacity to present, in a concise manner, conveying key elements on the topic and issues of
interest;

2. Proficiency in presentation techniques;

3. Thinking logically and analytically.
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Exercises to Measure a Particular Set of Job Skills

Sample #4 - Exercise in humerical reasoning and accuracy

Human resources vacancies are defined as posts available for recruitment (either in circulation or
available for circulation in the legislative system) and established for one year or more. Below is an
overview of the staffing complement of the Department.

Please provide in no more than one page (single spaced) a trend analysis and quantitative assessment
of the vacancy rate situation in the Department.

Vacancy Rates

on Gender Under Vacancy

Level [ Authorized | Board | Male | Female (F%) Recruitment Rate'

USG 1 1 1 100% 0 0.0%
ASG

D-2 2 2 2 0 0% 0 0.0%
D-1 5 4 1 3 75% 1 20.0%
Subtotal B 7 3 4 57% 1 12.5%
P-5 20 15 9 6 40% 1 25.0%
P-4 57 50 ) 19 38% 10 12.3%
P-3 39 32 16 16 50% 3 17.9%
P-2/P-1 7 B 2 4 7% 3 14.3%
Subtotal 131 110 61 49 45% 23 16.0%
55-PL 18 18 G 12 67% 2 0.0%
GS-0L 261 261 | 146 115 44% 12 0.0%
Subtotal 279 279 152 124 44% 14 0.0%
Total 410 389 213 173 44% 37 5. 1%

_ _______________—
san 2000 (R 517 | |
sep 2008 ey 7 5,
Jam 2000 ey .0

war 2000 e 5 2
.
1in IMIS the vacancy situation is basad on the budgstary definftion of vacancy. A pest will thersfore show vacant

when na funding is used against it andior when the PA related to it has not yet been processad under IMIS (even if it
is in tha pipalina). Posts that ara being usead for tamporary nacruitment ane reflected a6 mot vacant.

Vacancy Trends

Failure to meet the guidelines for the exercise will result in the loss of points.

Response Guide: responses will be rated on the following bases

1. Proficiency in data analysis;
2. Thinking logically and analytically;

3. Capacity to present, in a concise manner, conveying key elements on the topic and issues of
interest.
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Sample #5 - Knowledge (Project cycle management)

In your own words, describe the most important tasks of the project manager during the design stage.
Describe the work of the project manager's team during the design stage.

Think of a project that ended in success. List as many things as you can that were done right during
the design stage.

Sample #6 - Knowledge (Planning and Organising)

In business as in a civil service, if you have no goals, you are sure to lose. A common denominator of
all outstanding HR practitioners is their attention to the planning process, followed by constant
monitoring and adjustment as required.

Prepare a work plan that should encompass all the requisite goals for a benefits and entitlement
officer working in a medium size duty station. The work plan should include goals, timelines/
milestones and success criteria.

« How do you manage your time and objectives?

« How would or do you monitor the progress of a typical annual entitlement case (e.g.
education grant and education grant travel)?

Sample #7 - Simulation Exercise

Read the news bulletin found below. A typewritten, single-spaced document should be presented in
final format as a MS Word, with paragraph numbers, a header and footer. Failure to meet the
guidelines for the two items will result in the loss of points.

Please use the attached subway map for guidance. You are required to prepare two (2) items:

1. A briefing note for the Head of Office as Designated Security Official on the operational
actions which you, as Chief of Security, have initiated;

2. A broadcast message to all staff at your duty station which will be read out over the Public
Announcement System and posted on the intranet.

Response Guide: responses will be rated on the following bases:
1. Ability to work under pressure and analyse a complex situation;
2. Judgement;
3. Capacity to exhibit, in concise writing, a position
4. In-depth knowledge of security operational procedures;
5. Proficiency in word processing.
BREAKING NEWS: Scores die in bomb carnage

Powerful explosions have torn through three metro train stations during the morning rush hour, with
latest reports speaking of 173 people killed. Near simultaneous blasts hit Alfa station in the city
centre and two smaller stations - Bravo and Charlie (a short distance to the Universal Prayer Centre).

No group has admitted responsibility but the government blames Al-Queda for the attacks which
come ahead of today's United Nations conference on terrorism. “There is no doubt Al-Queda is
responsible,” said a civil servant at one of the subways stations. “Al-Queda had been looking for a
massacre,” the civil servant said. “Unfortunately, today it achieved its goal,” he told news reporters,
saying the security services were certain Al-Qaeda was behind the blasts.
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There was no warning ahead of the attacks. In total there were 10 blasts, said a senior terrorism
expert, and police had defused three other devices hidden in backpacks.

The three explosions at Alfa station happened at about 0845, destroying a train that was pulling into
the station. There were also four blasts in a street outside. “People started to scream and run, some
bumping into each other,” the civil servant who was on the platform, told the Associated Press. “I
saw people with blood pouring from them, people on the ground.”

A 28-year-old man, who was travelling on the train, told reporters that the carriage behind his had
been thrown up in the air. As people scrambled out, he tried to help the injured. “I held a girl as she
died in my arms,” he told reporters.

Alfa is a huge metro station on the same subway line leading to the location to the United Nations,
and Charlie station on another line, where there were similar scenes of destruction and chaos.

From the initial confusion, the scale of death and destruction has become ever more apparent. The
authorities say that, so far, 173 people are known to have died. At least 300 people have been injured
and the city's hospitals, swamped with casualties, have made an urgent appeal for blood donations.

More to follow, as updates come in.
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Annex B:Pre-Screening and Eligibility Assessment Flow Diagram

Pre-Screening

Prescreen based on Age (all Job Openings)
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Flag due to criminal record (all Job Openings)

Did applicant answer “Yes'to
“Have you ever been indicded fined or imprisoned for
the wolation of amy law (exduding minor traffic wiolstons) ?
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Flag due to family relationship (all Job Openings)
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Prescreen based on applicants serving on a Temporary Appointment
applying to their current positions (for all Prof. and above JOs)
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Prescreen based on FS6 and FS7 applying to P positions
(for all Prof. and above JOs)
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Prescreen former UN staff member (all Job Openings)
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Eligibility Criteria for All Applicants

Prescreen based on Academic Qualification (all Job Openings)
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Mote: 1) UN Sacretanat - Regular Appointment is defined as: Continuing, Fixed4em, Indefinite, Pemanent, Probationary and Sacondment
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Prescreen based on Language (all Job Openings)
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Prescreen based on Prescreening Questions (all Job Openings)
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Prescreen based on Job-Specific skills (all Job Openings)

Does applicant mest the
profidency level of the
required skills in the JO?
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Mot 1) UN Secretariat- Regular Appointment is defined as: Continuing, Fixed-term, Indefinite, Permanent, Probationary and Secondment

Mot 2) UN Common System - Appointrment is defined as: Continuing, Fixed-tem, Indefinite, In\ermediate, JPO, Long Tem, Pemanent, Probationary and
Secondment)

Mote: 3) This prescreening is applicable for all JOs. Whether the candidate possesses the job-specific skills indicated in the JO.

Each job code (stteched to JO) also has shkills sssocisted with it Applicant must hawe the required job skills based on the job code sssocsted fo the JO. This should be a
mand story field in the sysiem
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Eligibility Criteria for Serving Staff Member Holding an Appointment other than a Temporary Appointment

Prescreen based on Level (all Job Openings)
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Prescreen based on Lateral Moves for P-5 (P-5 Job Openings)
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Note: 1) UN Secretarat - Regular Appointmert is defined as: Continuing, Flxed-trm, Indefinite, Pemanent, Probationary and Secondment
Note: Notwithstanding the above, and in order to meet fhe General Assembly's concem about high vacancy rates in some regional commissions and duty stations, the requirement:

&) shall be reduced fo one Istersl move when & staff member has sened in the Professional cetegory in Nairobi or 2 regional economic commission other than the Economic
Commission for Europe or any family non-H duty stetion (A, B, C, D ar E) for one year orlonger, or when a staff memberis applying fora P-5 posiion at those duty stations fom

another duty station; and

b} shall be waived when 2 staff member has sened in the Professional categony 2t 8 non-family mission or duty station for one year or longer.
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Prescreen Language Staff applying to non-language positions
(all non-language positions at the P and above category Job Openings)
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Mote: 1) UN Secretariat - Regular Appointment is defined as: Continuing, Fieed-term, Indefinite, Permanent, Probationary and Secondment
Mote: 2) Langusge steff are expacied to serve 5t least five years inlangusgs posts before they may be selected for & post ofher than 5 language post
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Prescreen for JO at level NO (all NO Job Openings)
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Prescreen

G from UNCS applying to P and above
(for all Prof. and above JOs)
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218 Prscresn G
I: - v LUNCS aoying ——— -
1o Pand above / e Ve YES
Applcation
tado —
ek b Ha

Reoard
iE
g elgibbe

O

Chedk doss

not apply
{Ni&)

Mote: 1) UN Secretaniat - Regular Appointment is defined as: Continuing, Fixed-temn, Indefinite, Pemanent, Probationary and Secondment
2) UN Ertities = UNS, UNICEF, UNFRA, WFF, UNOPS, UNDP, UNU, ICTR, ICTY, UNV and UNCDF
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Eligibility for a Non-Serving Staff Member or Serving Staff Member Holding a Temporary Appointment

Prescreen based on Length of Work Experience (all Job Openings)

System

Applicant Is the JO &t the
prfile Is JO &t F2 level and
: P and sbove the applicant
i calegory? &an NCREY PP?
H—I—"\.
25 Review
angiicant length of | ’o
walk e peance / Yes Yes
Applcalion From all completed degrees that are E-Bachelors and above, Chedk does
|e1;eJ|Fad select the eariest To Date (this will be considered 1% university degres) ”T;E]F’IY

Calculate Yrs of Expenence from selected To Date using the tables with %
[zee note below )

Does Applicant have (X (reguired) + 2) ¥rs of WExp
after 1% university degree?

Does Applcant
hawve a2 completed
Bachelors
or sbove degree?

Does applicant hawe Na
the minimum Academics
required level
and X (requirad) Yrs of WExp
after end daie of that degres? Recard
Na a5 aliginle
Ha
\/ Yes
Record
s nol eligitle
Does the applicant have

2 Masters or above and X [reguired ) Yrs
of WExp after 1% university degres?

MNote: 1) Only if JO is P and above: Applicant Category/level for that work experience record | % multiplier
F5-1 to F5-5 or categories (G, G5, 5, TC, P1A) /0; Any ather / 100
For all JOs: Employment Type [ % multiplier
Part Time / 50; intemn / 50; Other' O; Full Time / 100

Mote on calculating Years of Work Expenence: if Waork Experience entries have an overlap of the dates From and To, only one should count. The onethat counts the most s per the
multipliers is the one thet should be counted. By adding to the calculstion the muliplier on “Employment Type", there will be cases where the same entry will hawe two multipliers
spplied toit (e.g. a G54 experience &s part ime should be counted &8 X Yrs = (0% from the GS5) = (50% from the “Part Time™) = 0 ¥rs.
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Prescreen UN Volunteers (for field [mission] positions only)

Sysem

[
Apolicant
profie
1 ' Have s months or mare
E Is the JO for s =p plmmcurrea_-nhr elapsed since completion
! y [ serving or has previoushy - . §
: & field posifion 7 served as UNVTY of applicant’s service
—_—— ’ &5 8 UNV?
213 Reviaw
(= mpieanun b-o
Valinier Ve Tea ES
Agplcaton Recoxd
taJ0 - as aligik
récakied ™ M
Has applicant served for
less than 12 consecutive bo
months in the ES
same location s LMY ? Recond
as
ligihe
Mo nad eligi
Flag for
HR Agsessment
Ched does
not spply
A

Mote: 1) A UNV may apply for non-mission positions in the Secretariat at any ime as an extemal applicant.

A UNY must have served for & minimum of 12 consecutive months in one mission before being eligible to be considered for a posifion in another mission. There shall be no fore-
shonening of an efiective confradt for the purposes of appointing & UNY &5 & mission staff member. The 12 months are limited to & parbcular mission and the eligibility penod stars
socounting anew when the UNV is resssigned from one mission o another.

AUNY who has served for less than one year is not eligible for 2 mission appointment, unless a penod of six months has elapsed following completion of the UNV service
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Prescreen Consultants, Individual Contractors and Interns
(for all Prof. and above, or FS6 and above JOs)

Applicant .
ey Is the JO is for 2 position =t _ _ Does applicant have Did brrﬂ?;mn
! category P and above, or Did the applicant wiork experience 55 8 X mo pszf
| level F5-6 and above? passthe NCRE? CACH in the since completion
—_— UN Secretariat? applican s last service a8
CAC/ with the UN Seetariat?
210 Review
pgizant Consutant,
I ndiividual Confracior
Aoplcatan and liarns
1240 —_—
ragaied

Sy sem

Recad
as el

Y Y ._O

Check does

mot &p phy
(NA)

Mote: 1) Consuitants and individual contractors employed by & mission or the UN Secretarizt and interns employed by the UN Secretariat are not eligible for any post at the
Professional level and above and posts at the F5-6 and F5-T level for & peniod of st months following the end of hisher service (not applicable if candidate has passed the NCRE).
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Annex C:The United Nations System

UN-HABITAT United Mations Human LUNITAR United Mations nstitute for Training

The United Nations System

Pregrammes and Funds

Sattlements Programme

UMNHECR Office of the United Mations High
Commissionsr for Refugess

UMICEF United Mations Children’s Fund

and Research

UMRISD United Mertions Ressarch nstiute
for Social Development

UMNSSC United Mations Systern Skaff College

UN Principal UNODC United Matians Office an Drugs and Crime UNU United Mations University
o fei
UMCTAD United Mations Conference
0rgClr'IS an Trade and Development UNRWA United Mations Relisf and Works Agency the o
" : L= r Entities
= ITE Intemnational Tmde Cenire R T rn o K . . 3
[UNCTAD " UN-Women United Maficns Entity for Gender Equality LMAIDS Joint United Mations Programme on HYV AIDS
General Subsidiary Bodies ) _ end he Empowerment of UMNISDR United Mations Infernational Strabegy
Assembly . . UNDP United Maticns Development for Disaster Reduction
Main and other sessional WFP Workd Food Programme
Programme e : ffice fo B ;
e +  UMCDF Unitsd Nations Capital - . D e
o ST Development Furd Research and Training Institutes
e il Human Rights Couneil e T S UNICItdI Uniited Ndi?&: Interregional Crime Related Crganizations
Council International Law Commission iRl CTBTO Praparatory Commission for the Comprehensive

Stending committess

UMEP United Mations Environment Pregramme

UNIDIR " United Mations Institute

Muclear-Test-Ban Treaty Crganization

i UNFPA United Mati Populafion Fund i
and ad hoc badies il ions Population Fun: for Cisarmament Ressanch IAEAZ Infermational ic Energy Agency
OPCW Omanisation for the Prohibiti
Economic and of Chemical Weapons
Social Council Subsidiary Bodies Militcry Staff Commitiee Advisory WTO World Trade Crgenization

Counfer-ferrori sm committess
Intemationial Crimiral Trbunal
Far Rwenda (ICTR)

Peaoskeeping opendtions
and palitical missions
Senctions comrmittess [ad hac)

Uk Peacebuilding

Subsidiary Body

Cormmission

Specialized Agencies’

IMF Intemerional Monetary Fund
KA Infemnational Civil Awiation

. LS Irvermicki | Lesbor O jizcrti
Secretariat Intermational Criminal Tribunal Stnding committess and O R rganization
For the former Yugeskavia [ICTY) ad hoc bodies FAQ Food and Agriculture Organizotion ) -
of the United Mations MO International Maritime
Ciganization
UMNESCO United Mations Bduoational, .
Scientific and Cultuml Srgenization ITU Internatianal
International o Tekcommunication Union
Court of Justic . .. . . . . WHO “World Healh Omganization i X
o ustice Functional Commissions Regienal Commissiens Other Bodies - Bank P UPU Universal PoslulL.hl:I:n
Crime Prevention and Criminal Justics ECA Economic Cormmission for Africa Committee for Development Policy . WM wiorkd Meteorological
_ " T +  IBRD Intemational Bank Organization
Mareotic Drugs ECE Economic Commission for Burops ommittee of Experts on = for Reconstruction and Development
. Polodion o Desralomment Administration ) WIPG World Intellechual Propsrty
lruslees_h;p R . ECLAC Economic Commission Comrittee on Mon-Saovernmental “  IDA Inemational Development Oganization
Council Science and Technology for Development for Latin America and Crganiztions Assodiation X
) the Caribbean _ ] ) IFAD Wtemationdl Fund
Social Development © ot St Permanent Forum on Indigenous lssues *  IFC hiemational Finonee Corpaondtion for Agricultura Developrment
MOTES: Statistics e Lh'*:ndgﬁpﬁfgwniﬁm © MIGA Muliknieral Investment UNIDO Uhited Naticns inchustricl
Status of Women Guarantes Agency Development Onganization

T UNRWE and LMEAR report caby
I tha Genaral Aszambly.

2 LAEA izt tha Seariy Coun-
dl and the Ganenal ke

3 Specidized agercies am avtone-
mous crganizTicns working with
the UM ard nach othar fwough
the_cocrdinating machirery of
ECOSC atthe inhengovemmental
lewal, ared through the Chick Exscutives Board
bor Ceerdination [CEB| o e infer-secralariat
lewal. This section is lisked in order of ashak-
lishment of thess orgarizaions o spedolizsd
agandses of the Urited Maicas.

4 The Trsteeship Coundl s opara-
ton en 1 Movember 1974 with e Inde

nﬂndanoao“’dnu. e kaztremaining Unhied
iatons Trust Termtory, on 1 Odober 1994,
Thiz 13 nat an alficial documsat of +e Uniied
Flatcas, ner ks ik interded te bs dlinclusive.

the Pacific

ESCWA Economic and Sodal
Commission for Waskem Asia

Other sessiond and skanding
commitiees and expart, ad hoo
and relaied bodies

= KESID Intemational Centra
for Setlement of Invesment Disputes

Sustainable Development
United Mations Forum on Fomests

UNWTS ‘wiorld Tourism
Cganization

COHCHR Office of the United Mations
High <ommissioner for Huoman Rights

OIS Office of Intermal Cversight Services
OLA Office of Lagal Affairs
OSAM Office of the Spedial Adviser on Africa

SRSG /CAAC Offios of the Special Representtive
of the Secretary-Gensml for Children
ond Armed Conflict

UNODA Office for Disarmament Affairs
UNCG United Mations Office at Geneva

UN-OHRLLS Office of the High Representative
for the Least Developed Coundries, Landlockad
Developing Countries and Small lsland
Developing States

UMNOM United Mations Cffice at Mairobi
UNOW United Mations Office at Vienna

DM Department of Monagement
DPA Department of Political Affairs
D1 Department of Public Information

DPKO Department of Pracekesping
Operations
DSS Department of Safety and Security

CCHA Office for the Coondination
of Humanitarion Affairs

Departments and Offices

EQSG Executive Office of the
Sacretary Genaral

DESA Department of Economic
and Sccial Affairs

DFS Department of Field Suppaort

DGACM Department for General Assambly
ard Conference Managernent

LL0E Poky—EELO0OL — UPEAd] e Eawcqu) 0oy jo juaujiochy] sucy o) peur ey 4 pays|ay
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Annex D. Licenses and Certificates

Below is a list of Licenses and Certificates that may be required for certain positions:

ACA Associate Chartered Accountant Associate Chartered Accountant
ACCA Association of Chartered Certified Assoc. Chart. Certif. Accountants
Accountants
ACCTNG Exam - Accounting Assistants Exam - Accounting Assistants
ASAT Adm. Support Assessment Test Adm. Support Assessment Test
CA Chartered Accountant Chartered Accountant
CFE Certified Fraud Examiner Certified Fraud Examiner
CFM Certified Financial Manager Certified Financial Manager
CFP Certified Financial Planner Certified Financial Planner
CIA Certified Internal Auditor Certified Internal Auditor
CMA Certified Management Accountant Certif. Management Accountant
CPA Certified Public Accountant Certified Public Accountant
CPPB Certified Professional Public Buyer Certif. Prof. Public Buyer
CPPO Certified Public Purchasing Officer Certif. Pub. Purchasing Off.
EDIT UNExam - Edit/Dsktop Assistant Exam - Edit/Dsktop Assistant
EDITOR UNExam - Editors writers UNExam - Editors writers
INTRP UNExam - Interpreters UNExam - Interpreters
LANGREF Exam - LangRef Assist. (G-7) Exam - LangRef Assist. (G-7)
PROOF UNExam - proofreader/copy prep UNExam - proofreader/copy prep
SPSM Senior Professional in Supply Management Sr. Prof. Supply Mgmt Certif
Certification
SPSM 2 Senior Professional in Supply Management Sr Prof. Supply Mgmt Certif 2
Certification 2
STAT Exam - Statistical Assistants Exam - Statistical Assistants
TRANS UNExam - translator/précis writr UNExam - translator/précis writr
VERB UNExam - Verbatim reporters UNExam - Verbatim reporters
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Annex E: Matrix for Pre-screening on Level

Matrix for Pre-Screening on Level

One Level Same Level Level of Job One Level Remarks

Below (applicant) Opening Above

(applicant) (applicant)

D-1,,L-6 D-2, , L-7 D-2 n/a

P-5, L-5 D-1,, L-6 D-1 D-2,

P-4, -4, NO-D, FS- P-5, L-5 P-5 D-1, FS applying for P

7 who have
previously served
as GS or related,
are external
applicants

P-3, L-3, NO-C, FS- FS-7, P-4, L-4, NO- P-4 P-5 FS applying for P

6 D who have
previously served
as GS or related,
are external
applicants

P-2, L-2, NO-B FS-6, P-3, L-3, NO- P-3 P-4, NO-D FS applying for P

C who have

previously served
as GS or related,
are external
applicants

P-1, L-1, NO-A P-2, L-2, NO-B P-2 P-3, NO-C FS applying for P
who have
previously served
as GS or related,
are external
applicants

n/a P-1, L-1, NO-A P-1 P-2, NO-B FS applying for P
who have
previously served
as GS or related,
are external
applicants

G-6, FS-4, S-5, TC- G-7, FS-5, S-6, S- G-7 n/a

6 7, TC-7, TC-8

G-5, FS-4, S-4, TC- G-6, FS-4, S-5, TC- G-6 G-7,FS-5, S-6, S-7,

5, PIA I 6, LT TC-7,TC-8

G-4, FS-3,S-3, TC- G-5,FS-4,S-4,TC- G-5 G-6, FS-4, S-5, TC-

4, PIA I 5, PIA-1II 6, LT

G-3,FS-2,S-2, TC- G-4,FS-3,S-3,TC- G-4 G-5, FS-4, S-4, TC-

3, PIA | 4, PIA I 5, PIA-11I

G-2,FS-1, S-1,TC- FS-2,G-3,S-2,TC- G-3 G-4, FS-3, S-3, TC-

2, 3, PIA - 4, PIA I,

G-1, FS-1,TC-1, FS-1, G-2,S-1, TC- G-2 G-3, FS-2, S-2, TC-

2, 3, PIA-I,
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n/a

FS-6, L-3, P-3,
G-1,G-2, G-3, G-4,
G-5, G-6, G-7, S-1,
S-2, S-3, S-4, S-5,
S-6, S-7, TC-1, TC-
2, TC-3, TC-4, TC-
5, TC-6, TC-7, TC-
8, PIA-l, PIA-II, PIA-
[

FS-5, P-2, L-2, NO-
B, G-1, G-2, G-3,
G-4, G-5, G-6, G-7,
S-1,S-2, S-3, S-4,
S-5,5-6,S-7, TC-1,
TC-2, TC-3, TC-4,
TC-5, TC-6, TC-7,
TC-8, PIA-I, PIA-II,
PIA-III

FS-4, G-1, G-2, G-
3, G-4, G-5, G-6, G-
7,51,S-2,83,S-
4,S-5,5-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA-,
PIA-II, PIA-III

FS-3, G-1, G-2, G-
3, G-4, G-5, G-6, G-
7,51,S-2,83,S-
4,S-5,5-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA-,
PIA-II, PIA-III

FS-2, G-1, G-2, G-
3, G-4, G-5, G-6, G-
7,51,S-2,83,S-
4,S-5,5-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA-,
PIA-II, PIA-III

FS-1, G-1, G-2, G-
3, G-4, G-5, G-6, G-
7,51,S-2,83,S-
4,S-5,5-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA-,
PIA-II, PIA-III

G-1, FS-1, TC-1

FS-7, P-4, G-1, G-
2, G-3, G-4, G-5,
G-6, G-7, S-1, S-2,
S-3, S-4, S-5, S-6,
S-7, TC-1, TC-2,
TC-3, TC-4, TC-5,
TC-6, TC-7, TC-8,
PIA-I, PIA-II, PIA-III

FS-6, P-3, NO-C,
G-1, G-2, G-3, G4,
G-5, G-6, G-7, S-1,
S-2, S-3, S-4, S-5,
S-6, S-7, TC-1, TC-
2, TC-3, TC-4, TC-
5, TC-6, TC-7, TC-
8, PIA-I, PIA-II,
PIA-I1I

FS-5, G-1, G-2, G-
3, G-4, G-5, G-6,
G-7, S-1, S-2, S-3,
S-4, S-5, S-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA-I,
PIA-I1, PIA-III
FS-4, G-1, G-2, G-
3, G-4, G-5, G-6,
G-7, S-1, S-2, S-3,
S-4, S-5, S-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA-I,
PIA-I1, PIA-III
FS-3, G-1, G-2, G-
3, G-4, G-5, G-6,
G-7, S-1, S-2, S-3,
S-4, S-5, S-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA-I,
PIA-I1, PIA-III
FS-2, G-1, G-2, G-
3, G-4, G-5, G-6,
G-7, S-1, S-2, S-3,
S-4, S-5, S-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA-I,
P1A-I1, PIA-III

G-1

FS-7

FS-6

FS-5

FS-4

FS-3

FS-2

G-2, S-1, FS-1, TC-
2

n/a

FSC1, G2, C-
3, G-4, G-5, G-6, G-
7,5-1,S-2,S3, S
4,S-5, S-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA,
PIA-II, PIA-II|

FS-6, G-1, G-2, G-
3, G-4, G-5, G-6, G-
7,51,5-2,83, S
4,S-5,5-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA,
PIA-II, PIA-III

FS-5, G-1, G-2, G-
3, G-4, G-5, G-6, G-
7,51,5-2,83, S
4,S-5,5-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA,
PIA-II, PIA-III
FS-4,G-1,G-2,G-3,
G-4,G-5, G-6, G-7,
S-1,S-2, S-3, S-4,
S-5,5-6,S-7, TC-1,
TC-2, TC-3, TC-4,
TC-5, TC-6, TC-7,
TC-8, PIA-I, PIA-II,
PIA-III

FS-3, G-1, G-2, G-
3, G-4, G-5, G-6, G-
7,51,5-2,83, S
4,S-5,5-6, S-7,
TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6,
TC-7, TC-8, PIA,
PIA-II, PIA-III

GS and related are
external applicants
when applying for
FS

GS and related are
external applicants
when applying for
FS

GS and related are
external applicants
when applying for
FS

GS and related are
external applicants
when applying for
FS

GS and related are
external applicants
when applying for
FS

GS and related are
external applicants
when applying for
FS
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n/a FS-1, G-1, G-2, G- FS-1 FS-2,G-1,G-2,G- GS and related
3, G-4, G-5, G-6, 3, G-4,G-5,G-6, G- gre external
G-7, S-1, S-2, S-3, 7,S-1,S-2,S-3, S- applicants when
S-4, S-5, S-6, S-7, 4, S-5, S-6, S-7, applying for FS
TC-1, TC-2, TC-3, TC-1, TC-2, TC-3,
TC-4, TC-5, TC-6, TC-4, TC-5, TC-6,
TC-7, TC-8, PIA-I, TC-7, TC-8, PIA-I,
PIA-II, PIA-III PIA-II, PIA-11I

G-6, FS-4, S-5, TC- G-7,FS-5,S-6,S-  S-7 n/a

6, LT 7, TC-7,TC-8

G-6, , S-5, TC-6, G-7,FS-5,S-6,S-  S-6 -

FS-4, LT 7, TC-7,TC-8

S-4, TC-5, G-5, FS- S-5, TC-6, G-6, FS- S-5 S-6, S-7,TC-7, TC-

4, PIA 1l 4, LT 8, G-7, FS-5

S-3,G-4,TC-4,PIA  S-4, TC-5, G-5, FS- S-4 S-5, TC-6, G-6. FS-

I, FS-3 4, PIA NI 4, LT

S-2, G-3, TC-3, S-3,G-4,TC-4,PIA  S-3 S-4, G-5, TC-5, FS-

PIAI, FS-2 I, FS-3 4, PIA 1N

S-1, G-23, FS-12, S-2, G-34, TC-3, S-2 S-3,G-4, TC-4, PIA

TC-2 PIAI, FS-2 I, FS-3

G-1, TC-1, FS-1 S-1G-2,FS-1, TC-  S-1 S-2,G-3, TC-3, PIA
2 I, FS-2

TC-6, S-5, G-6, FS- TC-7,TC-8, S-6, S- TC-8

4 7, G-7, FS-5

TC-6, S-5, G-6, FS- TC-7,TC-8, S-6, S- TC-7

4 7,G-7, FS-5

TC-5, S-4, G-5, FS- TC-6, S-5, G-6, FS- TC-6 TC-7, TC-8, S-7, S-

4, PIA 1l 4, LT 6, G-7, FS-5

TC-4, S-3, G-4, FS- TC-5, S-4, G-5,FS- TC-5 TC-6, S-5, G-6, FS-

3, PIAII 4, PIA 1N 4, LT

TC-3,S-2,G-3,PIA TC-4, S-3, G-4, TC-4 TC-5, S-4, G-5, FS-

I, FS-2 PIA-II, FS-3 4, PIA 11l

TC-2, G-2, S-1,, TC-3,G-3,S-2,PIA  TC-3 TC-4, S-3, G-4, PIA

FS-1 I, FS-2 I, FS-3

TC-1, G-1, FS-1 TC-2, S-1, G-2, FS- TC-2 TC-3, S-2, G-3, PIA
1 I, FS-2
TC-1, G-1, FS-1 TC-1 TC-2, G-2, FS-1, S-

1

PIAIl, G-4, TC-4, PIAIIl, G-5, S-4, PIA I G-6, S-5, TC-6, FS-

S-3, FS-3 TC-5, FS-4 4

PIA |, G-3, TC-3,S- PIAIl, G-4, S-3, PIAII PIA lIl, G-5, S-4,

2,FS-2 TC-4, FS-3 TC-5, FS-4

G-2, TC-2, FS-1,S- PIAI, TC-3,S-2,G- PIAI PIA 1I, G-4, TC-4,

1 3, FS-2 S-3, FS-3

NO-C, P-3, G-1, G- NO-D, P-4 NO-D n/a

2,G-3, G4, G-5, G-

6, G-7

NO-B, P-2, G-1, G- NO-C, P-3 NO-C NO-D, P-4

2, G-3, G4, G-5, G-

6, G-7
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NO-A, P-1,G-1, G- NO-B, P-2 NO-B NO-C, P-3
2, 68, B4 &5, @
6, G-7
G-1, G-2, G-3,G-4, | NO-A, P-1 NO-A NO-B, P-2
G-5, G-6, G-7
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Annex F: Language Proficiency Description

Fluent

Confident

Basic

Can understand
extended speech and
follow even complex
lines of argument
provided the topic is

Can interact with a
degree of fluency and

Can read articles and
reports concerned with

spontaneity that makes contemporary problems
regular interaction with in which the writers

native speakers quite

reasonably familiar. Can possible. Can take an
active part in discussion Can understand
news and current affairs in familiar contexts,

understand most TV

programmes.

accounting for and
sustaining own views.

Can understand the main Can deal with most
points of clear standard frequent situations while that consist mainly of
high frequency, everyday which are familiar or of

speech on familiar

travelling in an area

matters encountered in where the language is

work, school, leisure,

spoken. Can enter

etc. Can understand the unprepared into

main point of many radio conversation on topics

or TV programmes on

that are familiar, of

current affairs or topics personal interest or

of professional interest

pertinent to everyday

when the delivery is slow life (e.g. family,

and clear.

hobbies, work, travel
and current events).

Can understand phrases Can communicate in
simple and routine tasks simple texts. Can find

and the highest
frequency vocabulary

requiring a simple and

related to areas of most direct exchange of
information on familiar everyday material
topics and activities. Can (advertisements,
handle very short social brochures, etc.) and can (e.g. thanking someone
exchanges, with limited understand short simple for something).
vocabulary restricted to personal letters.

immediate personal
relevance (e.g. very
basic personal family
introduction, shopping,
local area and
employment).

personal information and

topics of interest.

adopt particular
attitudes or viewpoints.

contemporary literary
prose.

Can understand texts

or job-related language.

Can understand the
description of events,
feelings and wishes in
personal letters.

Can read very short,

specific predictable
information in simple

Can write detailed text
on a wide range of
subjects related to
personal interests. Can
write reports, giving
reasons in support of or
against a particular point
of view. Can write letters
conveying the personal
significance of events
and experiences.

Can write simple
connected text on topics

personal interest. Can
write personal letters

describing experiences
and impressions.

Can write short, simple
notes and messages
relating to matters in
areas of immediate
needs. Can write very
simple personal letters

165 of 189

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

This page intentionally left blank.

166 of 189

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

Annex G: List of Links for Accreditation

Below are links to databases of accredited institutions.
Australia:
http://aei.gov.au/AEl/CEP/Australia/ListOfInstitutions/default.htm
Council for Higher Education (Mostly US):
http://www.chea.org/search/default.asp
UK:
http://www.dcsf.gov.uk/recognisedukdegrees/
Europe (contains country links):
http://www.enic-naric.net/index.aspx?s=n&r=g&d=po
India:
http://www.naac.gov.in/
Netherlands:
http://www.nvao.net/
Switzerland:
http://www.sbf.admin.ch/htm/themen/uni_en.html
USA:
http://www.ope.ed.gov/accreditation/
Japan:
Most are State-run
China:
Most are State-run
Russia:

Many are State-run
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Annex H: List of Acronyms

A

ACABQ Advisory Committee for Administrative and Budgetary Questions
AFP Agency, Fund or Programme

AGG Advisory Group on Gender

ASG Assistant Secretary-General

ATS Administration and Travel Section

B

BINUB United Nations Integrated Office in Burundi

BONUCA United Nations Peacebuilding Office in the Central African Republic
c

CAS Chief Administrative Services

CBD Convention on Biological Diversity

CBO Chief Budget Officer

CCPO Chief Civilian Personnel Officer

cDT Conduct and Disciplinary Team

CEDAW Convention on the Elimination of All Forms of Discrimination Against Women
CISS Chief Integrated Support Services

CITS Communication and Information Technology Section

CIvPOL United Nations Civilian Police

CLJAS Criminal Law and Judicial Advisory Section

CMP Capital Master Plan

CMS Chief of Mission Support

CNMC Cameroon Nigeria Mixed Commission

CPA Comprehensive Peace Agreement

CPIT Civilian Pre-Induction Training

CRB Central Review body

CTS Chief Technical Services

D

DD Disarmament and Demobilization

DDR Disarmament, Demobilization and Reintegration

169 of 189

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

DDRR Disarmament, Demobilization, Rehabilitation and Reintegration
DDSMS Department for Development Support and Management Services
DESA Department of Economic and Social Affairs
DFS Department of Field Support
DGACM Department for General Assembly and Conference Management
DH Department Head
DM Department of Management
DMS Director of Mission Support
DOWA Provincial Departments of Women’s Affairs
DPA Department of Political Affairs
DPI Department of Public Information
DPKO Department of Peacekeeping Operations
DSG Deputy Secretary-General
DSRSG Deputy Special Representative of the Secretary-General
DSS Department of Safety and Security
DTCD Department of Technical Cooperation for Development
E
EAD Electoral Affairs Division
EC Evaluation Criteria
ECA Economic Commission for Africa
ECE Economic Commission for Europe
ECLAC Economic Commission for Latin America and the Caribbean
ECOSOC Economic and Social Council
EO Executive Office
EOD Election of Duty / Entrance on Duty
EOSG Executive Office of the Secretary-General
e-PAS Electronic Performance Appraisal System
ESCAP Economic and Social Commission for Asia and the Pacific
ESCWA Economic and Social Commission for Western Asia
F
FAO Food and Agricultural Organization
FBFD Field Budget and Finance Division
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FCRB
FM
FMSS
FPD
FPMS
FPOS
FPSSS
FS
FSO

GA
GJP
GS
GTA
GVA

Field Central Review bodies

Field Mission

Financial Management and Support Service
Field Personnel Division

Field Personnel Management System

Field Personnel Operations Service

Field Personnel Specialist Support Service
Field Service

Field Service Officer

General

General Assembly

Generic Job Profile

General Service

General Temporary Assistance

Generic Vacancy Announcement

HOM

HOD

HQ

HR

HRCO

HRM

HRM Scorecard
HRO

IAEA
IBRD

ICAO
ICJ
ICSC

Head of Mission

Head of Department

Headquarters

Human Resources

Human Resources Case Officer

Human Resources Management

Human Resources Management Scorecard

Human Resources Officer

International Atomic Energy Agency

International Bank for Reconstruction and Development (the World Bank)

Information Circular
International Civil Aviation Organization
International Court of Justice

International Civil Service Commission
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ICTR International Criminal Tribunal for Rwanda
ICTY International Criminal Tribunal for the Former Yugoslavia
IDA International Development Association
IDPs Internally Displaced Persons
IFAD International Fund for Agricultural Development
IFC International Finance Corporation
IGAD Inter Governmental Authority on Development
IGO Intergovernmental Organization
ILO International Labour Organization
IMDIS Integrated Monitoring and Documentation Information System
IMF International Monetary Fund
IMIS Integrated Management Information System
IMO International Maritime Organization
INCB International Narcotics Control Board
ITC International Trade Center
ITS Integrated Training Service
ITU International Telecommunication Union
J
JD Job Description
JiU Joint Inspection Unit
JPO Junior Professional Officer
L
LDSD Learning, Development and Human Resources Services Division
LJSSD Legal and Judicial System and Support Division
LOA Letter of Appointment
LP Laissez Passer
LSD Logistics Support Division
M
MILOBS Military Observers
MINURCAT United Nations Mission in the Central African Republic and Chad
MINURSO United Nations Mission for the Referendum in Western Sahara
MINUSTAH United Nations Stabilization Mission in Haiti
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MONUSCO United Nations Organization Stabilization Mission in the Democratic Republic of

the Congo

MOWA Ministry of Women’s Affairs

MSD Medical Services Division

N

NCE National Competitive Examination

NCRE National Competitive Recruitment Examination

NGO Non-Governmental Organization

NPO National Professional Officer

o

OAH Offices Away from Headquarters

OAJ Office of Administration of Justice

OCHA Office for the Coordination of Humanitarian Affairs

0CSsS Office of Central Support Services

ODA Office for Disarmament Affairs

ODCU Organizational Design and Classification Unit

0oDS Official Document System

OGA Office of Gender Affairs

OGM Occupational Group Manager

OHCHR Office of the United Nations High Commissioner for Human Rights

OHRM Office of Human Resources Management

oIC Officer in Charge

OICT Office of Information and Communications Technology

o]0} Office of Internal Oversight Services

OLA Office of Legal Affairs

OMS Office of Mission Support

ONB Onboarding

ONUB United Nations Operation in Burundi

00 Office of Operations

OPPBA Office of Programme Planning, Budget and Accounts

ORB Occasional Recuperation Break

OSCE Organization for Security and Cooperation in Europe
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OSRSG Office of the Special Representative of the Secretary General
P
P Professional
PAS Performance Appraisal System
PBI Programme Budget Implications
PBPS Peacekeeping Best Practices Section
PBSO Peacebuilding Support Office
PCO Programme Case Officer
PD Procurement Division
PDSRSG Political Deputy Special Representative of the Secretary-General
PFD Peacekeeping Finance Division
PHP Personal History Profile
PM Programme Manager
PMCA Pre-Mandate Commitment Authority
PMSS Personnel Management and Support Service
PPBD Programme Planning and Budget Division
PS Procurement Service
PSC Peace and Security Council
Q
QUIPS Quick Impact Projects
R
RCU Reference Checking Unit
ROS Rostering
ROU Recruitment and Outreach Unit
RR Rehabilitation and Reintegration
RRR Relief, Recovery and Rehabilitation
S
SEA Sexual Exploitation and Abuse
SEL Selection
SG Secretary-General
SGB Secretary-General's Bulletin
S/M Staff Member
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SOP Standard Operating Procedure
SPA Special Post Allowance
SPP Succession Planning Panel
S.R. Staff Rule
SRSG Special Representative of the Secretary-General
ST/AI United Nations Secretariat Administrative Instruction
-
TA Travel Authorization
TAM Technical Advisory Mission / Technical Assessment Mission
TCC/PCC Troop Contributing Country and Police Contributing Country
TDY Temporary Duty Assignment
TOR Terms of Reference
™ Talent Management
TVA Temporary Vacancy Announcement
u
UN United Nations
UNAIDS Joint United Nations Programme on HIV/AIDS
UNAMA United Nations Assistance Mission in Afghanistan
UNAMI United Nations Assistance Mission for Iraq
UNAMID African Union/United Nations Hybrid operation in Darfur
UNAMSIL United Nations Mission in Sierra Leone
UNASAT United Nations Administrative Support Assessment Test
UNBISnet United Nations Bibliographic Information System
UNCCD United Nations Convention to Combat Desertification
UNCT United Nations Country Team
UNCTAD United Nations Conference on Trade and Development
UNDOF United Nations Disengagement Observer Force
UNDP United Nations Development Programme
UNEP United Nations Environment Programme
UNESCO United Nations Educational, Scientific and Cultural Organization
UNFCCC United Nations Framework Convention on Climate Change
UNFICYP United Nations Peacekeeping Force in Cyprus
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UNFIP United Nations Fund for International Partnerships

UNFPA United Nations Population Fund

UNGTF United Nations Gender Task Force

UN-Habitat United Nations Human Settlements Programme

UNHCR Office of the United Nations High Commissioner for Refugees

UNHQ United Nations Headquarters

UNIC United Nations Information Centre

UNICEF United Nations Children’s Fund

UNICRI United Nations International Coral Reef Initiative

UNIDO United Nations Industrial Development Organization

UNIFIL United Nations Interim Force in Lebanon

UNIIIC United Nations International Independent Investigation Commission

UNIOSIL United Nations Integrated Office in Sierra Leone

UNITAR United Nations Institute for Training and Research

UNJSPF United Nations Joint Staff Pension Fund

UNLB United Nations Logistics Base

UNLPE United Nations Language Proficiency Examination

UNMAS United Nations Mine Action Service

UNMEE United Nations Mission in Ethiopia and Eritrea

UNMIK United Nations Interim Administration Mission in Kosovo

UNMIL United Nations Mission in Liberia

UNMIN United Nations Mission in Nepal

UNMIS United Nations Mission in the Sudan

UNMISET United Nations Mission of Support in East Timor

UNMIT United Nations Integrated Mission in Timor-Leste

UNMOGIP United Nations Military Observer Group in India and Pakistan

UNMOVIC United Nations Monitoring, Verification and Inspection Commission

UNOCI United Nations Operation in Cote d'lvoire

UNODC United Nations Office on Drugs and Crime

UNOG United Nations Office at Geneva

UNOGBIS United Nations Peacebuilding Support Office in Guinea-Bissau

UN-OHRLLS Office of the High Representative for the Least Developed Countries,
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Landlocked Developing Countries and Small Island Developing States

UNOMIG United Nations Observer Mission in Georgia

UNON United Nations Office at Nairobi

UNOPS United Nations Office for Project Services

UNOSEK United Nations Office of the Special Envoy for Kosovo

UNOTIL United Nations Office in Timor-Leste

UNOV United Nations Office at Vienna

UNOWA United Nations Office for West Africa

UNPOS United Nations Political Office for Somalia

UNRECCE United Nations Regional Centre for Corruption Eradication

UNRWA United Nations Relief and Works Agency

UNSCO Office of the United Nations Special Coordinator for the Middle East Peace
Process

UNSCR 1325 United Nations Security Council Resolution 1325 (2000) on Women, Peace and
Security

UNTAET United Nations Transitional Administration for East Timor

UNTOP United Nations Tajikistan Office of Peacebuilding

UNTSO United Nations Truce Supervision Organization

UNU United Nations University

UNV United Nations Volunteer

UN Women United Nations Women

UPU Universal Postal Union

USG Under-Secretary-General

v

VA Vacancy Announcement

VAW Violence Against Women

VINE Voluntary Initiative for Network Exchange

w

WAFF Women Associated with Fighting Forces

WFP World Food Programme

WHO World Health Organization

WIPO World Intellectual Property Organization
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WMO World Meteorological Organization

WTO World Trade Organization

X-Y-Z

YPP Young Professionals Programme
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Annex I: Glossary

Anticipated Job Openings

An anticipated job openings is a job opening relating to positions expected to become available as
identified through forecasting, for example due to the retirement of the incumbent within six-to-
nine months or for meeting future requirements.

Assessment

The substantive process of evaluating applicants to determine whether they meet the requirements
of the position under recruitment.

Assessment Methodology

A test or an examination which could be a written exercise, a case study, a presentation or another
exercise to measure a particular set of job skills commensurate with the evaluation criteria. The
outcome serves as the source of evidence of what an applicant can do in a simulated work
environment, how he/she thinks and acts, what qualities and characteristics an applicant possesses
and what he/she knows and has done, and leads to a determination of whether the person fully or
partially meets the requirements.

Assessment Panel

A panel normally comprised of at least three staff members, with two being subject matter experts
at the same or higher level of the job opening, at least one being female and one being from outside
the work unit where the job opening is located, who will undertake the assessment of applicants for
a job opening. For D-2 level job openings, the panel should normally be comprised of a minumum of
three staff members, with at least one being from outside the department, and at least one female.
An expert panel, similar in constitution to an assessment panel may assist in undertaking the
assessment of applicants for generic job openings. Hereinafter, the term assessment panel will also
refer to expert panel, unless specifically stated otherwise.

Candidate

A candidate is an individual being considered (short-listed) for a position or already placed on a roster
(roster candidate). A candidate has already progressed through the stages of being an "applicant” and
"pre-screened applicant” i.e. has successfully passed the pre-screening and assessment process.

Central Review bodies (CRB)

The Central Review bodies are joint bodies established by ST/SGB/2011/xx pursuant to staff rule
4.15 to review the process for compliane with the pre-approved selection criteria and to review and
provide advice on recommendations for selections of all staff up to and including the D-1 level,
except for advice on appointment of candidates having successfully passed a competitive
examination in accordance with staff rule 4.16.

Competencies

Competencies are a combination of skills, attributes and behaviours that are directly related to the
successful performance on the job. The competencies held important by the Organization include
Core Competencies (Communication, Teamwork, Planning and Organizing, Accountability, Client
Orientation, Creativity, Technological Awareness and Commitment to Continuous Learning) and
Managerial Competencies (Vision, Leadership, Empowering Others, Managing Performance, Building
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Trust and Judgment/Decision Making). In addition to its competencies, the Organization has also
articulated a set of core values which are Integrity, Professionalism and Respect for Diversity.

Competency-based Interview

A structured interview aimed at ascertaining the candidate’s qualities or capabilities on job-related
dimensions of behaviour (competencies), as stipulated in the evaluation criteria.

Documented Record

A documented record is a record consisting of written, printed or electronic material that provides
information or evidence.

Duty Station

A duty station is the geographical location (normally a town or city) where the Organization maintains
an office. The location drives the scale of employment salary and benefits, among other aspects.
Organizational units and related positions are located in a duty station. For consultancy assignments,
all duty stations covered by the Terms of Reference should be listed.

Eligibility Criteria

Eligibility criteria are standards that define an individual’s employability with the Organization and/
or an applicant’s prerogative to be considered for a job opening. Eligibility criteria are policy driven.

Evaluation Criteria (EC)

Evaluation criteria are criteria used for the evaluation of applicants for a particular position.
Evaluation criteria must be objective and related to the functions of the position as reflected in the
generic job profile or the individually classified job description and must include the key
competencies that will be assessed.

Ex Officio
The ex officio participates in meetings in an advisory role as a non-voting member.
Expert panel

See Assessment Panel

External Applicant

An external applicant is an individual who at the time of his/her application is not employed by the
United Nations Secretariat or who has not been recruited under Staff Rules 4.15 (following the review
by a Central Review body) and 4.16 (through a competitive recruitment examination). A staff
member whose appointment is limited to service in a particular department or office is also
considered an external applicant as well as associate experts, consultants, individual contractors,
interns and gratis personnel staff from other organizations of the United Nations System.

Field Missions (family and non-family)

A field mission is an office established by the Organization in a field duty station/location that
supports peacekeeping operations. Such a mission may be designated as a family mission or as a non-
family mission. The status of a field mission drives the salary and entitlements remuneration
package.
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General Service and related categories

Staff members in the General Service (GS) and related categories (Trade and Crafts, Security Service,
Public Information Assistants, Language Teachers) perform support functions. Such staff members

are normally recruited on a local basis in the country of the office, irrespective of their nationality
and the length of time they may have been in the country. The allowances and benefits are adapted
to local conditions at the various duty stations.

Generic Job Opening (GJO)

Job openings which are based on generic job profiles, used for the purpose of creating and
maintaining viable rosters of qualified and available candidates for immediate and anticipated job
openings in entities with approval to use roster-based recruitment.

Generic Job Profile (GJP)

A generic job profile is a classified standard job description that encompasses a large group of related
jobs with similar characteristics in terms of duties and responsibilities, education, work experience,
technical skills and essential core competencies.

Geographic Status

The status given to staff in the Professional and higher categories on initial appointment for one year
or longer against a post subject to “equitable geographical distribution” and to the application of the
system of desirable ranges, namely, a regular budget post in the Secretariat (except language posts
up to and including P-5). All successful candidates in a competitive examination as defined in staff
rules 4.16, except the language examinations, also receive “geographic status”. Once geographic
status has been given, it is retained throughout the period of continous service of the staff member
on a post subject to equitable geographical distribution. Staff members other than those who are
successful candidates in a competitive examination as defined in staff rules 4.16 shall lose the
geographical status if subsequently appointed to positions which are not subject to geographic
distribution.

Head of Department/Office

An official appointed by the Secretary-General to lead a department, office, Regional Commission or
other major organizational unit of the Secretariat who is directly accountable to the Secretary-
General in the exercise of the functions set out in section 5 of ST/SGB/1997/5 (as amended by ST/
SGB/2002/11).

Hiring Manager (HM)

The Hiring Manager, also known as Programme Case Officer (PCO), is the official within a
department/office who is responsible for the filling of a vacant position and who is accountable to
his/her head of department/office to ensure the delivery of mandated activities by effectively and
efficiently managing staff and resources placed under his or her supervision and for discharging the
other functions listed in section 6 of ST/SGB/1997/5 (as amended by ST/SGB/2002/11)

Human Resources Management (HRM) Scorecard

The Human Resources Management (HRM) Scorecard is a compact between the heads of department/
office and the Assistant Secretary-General for Human Resources Management. The tool monitors the
annual performance of individual departments and offices against the Organization’s legislative
mandates, human resources management reform goals and expected workforce trends.
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Immediate Job Openings

Job openings relating to positions that have become available unexpectedly, such as, upon separation
from service in cases other than retirement, the selection of the incumbent for other functions or the
creation of new positions.

Internal Applicants

An internal applicant is a staff member serving in the United Nations Secretariat holding an
appointment other than a temporary appointment under the UN Staff Regulations and Rules, who
have been recruited after a competitive process under staff rule 4.15 (review by a Central Review
body) or staff rule 4.16 (competitive recruitment examination) and whose appointment is not limited
to service with a specific entity. Associate experts (Junior Professional Officers) and staff members
of the separately administered United Nations funds and programmes are not considered internal
applicants except as provided for in this definition. Women who have been in service for a continuous
period of 12 months with the separately administered United Nations funds and programmes or any
specialized agency or organizations of the United Nations common system and whose appointments
have been reviewed by a review body pursuant to staff rules 4.15, are considered internal applicants
when:

i.holding an appointment at the P-3 or P-4 level and applying for P-4 positions;
ii. holding an appointment at the P-4 or P-5 level and appying for P-5 positions.

Job Alert

The job alert is a feature to which an applicant may subscribe. By doing so, the applicant will
automatically receive an e-mail notification whenever a new job opening is posted that is in line with
the criteria he/she has specified.

Job Family

A more specific occupational area within a job field. In a job family, the same or relatively similar
work is performed, a similar skill set is required, and it is possible to move within the family with
minimal training. For example, Purchasing is a family within the Finance field.

Job Networks

A job networks id a grouping of departments/offices with closely linked mandates or programmes and
a common interest in collaborating in areas such as human resources planning. staff development and
mobility.

Job Opening
A vacancy announcement issued for one particular position or for multiple positions.
Job Title

Job Title refers to the Functional Title. The job title is an attribute of a position that corresponds to
the functions of the job. Functional titles should stem from a pre-determined list rather than free
text.

Knowledge-based Test

A test that aims at determining an applicant’s knowledge of the subject matter in a simulated work
environment, as stipulated in the job opening and in the evaluation criteria.
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Language Competitive Examination

The examinations test your ability to express yourself clearly and intelligently in your main language,
using proper grammar and appropriate style. You are given a chance to prove that you have in-depth
knowledge of at least two other official United Nations languages and demonstrate not only your
grasp of grammatical structure and an extensive vocabulary, but also your familiarity with cultural
and sociolinguistic context. You should be well informed about social, political and economic issues
around the globe, and have at least some knowledge in such areas as human rights, peace and
security, economics, social development, humanitarian affairs, or international law.

Language Post

Language posts are subject to the provisions of the ST/Al/2000/1 and amended by ST/Al/2003/1,
setting out special conditions for recruitment or placement of candidates successful in a competitive
examination for posts requiring special language skills.

Language Proficiency

Language proficiency refers to an adequate and demonstrated knowledge in one of the official
languages of the Organization. It is normally established by means of a “language proficiency
certificate” awarded by the Organization based on successfully passing the United Nations Language
Proficiency Examination (UNLPE) in that language.

Language Proficiency Examination (LPE)

The Language Proficiency Examination (LPE) is used to test the written and spoken knowledge of staff
membets in one of the six official languages of the United Nations: Arabic, Chinese, English, French,
Russian and Spanish. The LPE consists of a written part and an oral part, which are to be taken at the
same session (i.e. the same year).

Lateral move

The movement of a staff member to a different position at the same level for the duration of at least
one year. The new position may be in the same or a different department or office, in the same or a
different duty station and in the same or a different job family. Inter-agency loans or other
movements to and from other organizations of the United Nations common system are recognized as
“lateral moves”. There will be a lateral move when a staff member assumes a new position at the
same level in another department or office, in another duty station, in another job family or in
another organization of the United Nations common system. Within the same department or office,
when the supervisor remains the same, there will be a lateral move only if the responsibilities are
substantially different, for example, if there is a different area of responsibilities or a change in the
departments/offices serviced by the staff member. A change in supervisor without a change in
functions does not represent a lateral move. Temporary assignments of at least three months but less
than one year, with or without special post allowance, shall also qualify as a lateral move when the
cumulative duration of such assighments reaches one year.

Location
Duty station (normally a town or city) where the Organization maintains an office.
Mission

A United Nations peacekeeping operation or special political mission in the field.

183 of 189

Release 2.2 18 April 2012 5:33 pm
Copyright © United Nations 2012. All rights reserved.



Manual for the Applicant on the Staff Selection System (inspira)

National Competitive Recruitment Examination (NCRE)

The National Competitive Recruitment Examination (NCRE), also known as National Competitive
Examination (NCRE), is an examination for entry-level Professional posts under Staff Rule 4.16. This
term often refers to the successful candidates themselves (NCRE applicant or NCRE candidate).

Occupational Groups

See Job Family.

Occupational Group Manager

An official within the Department of Field Support responsible for managing the supply of available
candidates with the necessary qualifications and expertise to meet the staffing requirements
identified through workforce planning for a specific job family or families in peacekeeping operations
and special political missions.

Occupational Network (Job Network)

Occupational Network (Job Network) are networks among departments whose mandates are closely
linked, that have a common interest in building on the natural affinity between functions, an in
collaborating in exchanging staff members that would, in turn broaden their skills, experience and
competencies. Occupational networks are intended to break down departmental ’silos’ and
encourage multidisciplinary approaches.

Position

Position refers to an established post or any other job regardless of the source of funding (including
general temporary assistance) which has been approved by the General Assembly for at least on year
and which has been duly classified.

Position-specific Job Opening

A job opening used for the filling of a particular position at a specific duty station.

Pre-Screened Applicant

An applicant who has met the eligibility criteria set out in the job opening and who has passed the
pre-screening stage. He/She has entered the substantive evaluation phase. It refers to an
applicant’s status which follows “applicant” and precedes “candidate.”

Recruiter

Recruiter refers to the (Senior) Human Resources Case Officer (HRCO). The HRCO/Recruiter is
empowered and held responsible as the recruitment and classification focal point. He/She provides
advice to all parties concerned and ensures compliance with the applicable procedures; transmits to
the Hiring Manager eligible applicants, including roster candidates; reviews all proposed selections
and after selection by the Department Head, informs selected candidates of the selection decision;
places candidates endorsed by the Central Review bodies who were not selected on the appropriate
roster. Where necessary, the Recruiter requests designation/certification in line with the provision
of ST/SGB/2005/7.

Roster

The roster is a pool of candidates who have been endorsed by a Central Review body for a particular
job opening but not selected for it, and who have indicated an interest in being considered for
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selection for a future job opening with similar functions at the same level. Roster candidates may be
selected without referral to a Central Review body.

Selection decision

The decision by a head of department/office to select a preferred candidate for a particular position
up to and including the D-1 level from a list of qualified candidates which had been endorsed by a
Central Review body. When making the selection decision, the Head of Department/Office shall
take into account the Organization’s human resources objectives and targets as reflected in the
departmental HRM Scorecard, especially with regard to geography and gender. The Head of
Department shall also give the fullest regard to candidates already in the service of the Organization
as well as those encumbering posts that are slated for abolition or are serving in secretariat entities
undergoing downsizing and/or liquidation. Selection decisions for positions at the D-2 level are made
by the Secretary-General following review by the Senior Review Group.

Skills

Skills refer to the capacity to carry out job functions i.e. through United Nations Secretariat training,
certifications, membership in professional organizations, language skills, etc.

Status Matrix

The status matrix reflects the mandatory and/or organizational imperatives and desirable values -
elements which are tied to the HRM Scorecard.

Substantive Assessment

Substantive assessment encompasses determination of an applicant’s competence through
knowledge-based tests, competency-based interview, and other assessment methodologies related
to the functions of a position.

Temporary Promotion

A temporary promotion to the level of the position and for the duration of the assignment may be
granted to a staff member holding a permanent, continuing, probationary or fixed-term appointment
(with no appointment limination) assigned from a headquarters location, including Regional
Commissions, to a position one level higher than his/her current grade in a peacekeeping operation
or special political mission, where a lien is maintained against a position at the parent duty station.
A staff member temporarily promoted may apply during his/her assignment in a peacekeeping
operation or special political mission to job openings one level higher than his/her temporary grade
level, provided that he/she has spent mote than 12 months continously in the peacekeeping operation
or special political mission.

At the end of his/her assignment in the peacekeeping operation or special political mission, the staff
member will revert to his/her original level at the former duty station and may henceforth only apply
to job openings one level above his/her original level. The same provisions also apply to a staff
member appointed to a peacekeeping mission or special political mission (with no appointment
limitation) who is selected for an assighment to a position one level higher than their current grade
at a headquarters location or Regional Commission.

A temporary promotion may also be granted to successful G to P candidates who are willing to assume
positions directly financed by project funds or other extrabudgetary resources established at the P-
1 or P-2 level for one year or longer. In the event that the position continues to be funded beyond
two years, the G-to-P appointee will be given the opportunity to confirm his/her willingness to
relinguish his/her General Service position.
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Temporarily Vacant Position

A position blocked for a specific period of time for the return of a staff member on temporary
assignment, mission assignment, special leave, secondment, or loan.

United Nations System

The United Nations is made up of six principle organs, a series of affiliated bodies and programmes,
and specialized agencies and independent institutions. The principal organs are the General
Assembly, the Security Council, the Economic and Social Council, the Trusteeship Council, the
International Court of Justice, and the Secretariat.

United Nations Common System

The term common system is shorthand for the United Nations common system of salaries, allowances
and other conditions of service. Its origin can be traced to the relationship agreements concluded
between the United Nations and the specialized agencies. While the wording of these agreements
varies, most of them carry language to the effect that it is agreed to develop common personnel
standards, methods and arrangements designed to avoid serious discrepancies in terms and conditions
of employment, to avoid competition in recruitment of personnel and to facilitate the interchange
of personnel. The United Nations system was intended to prevent competition among the
organizations in staff recruitment and to facilitate exchange of staff. Other rationales for a common
system include:

» Efficiency/economy of scale: central maintenance of salary scales and allowance
schedules means far fewer resources have to be deployed for these purposes in each
organization;

« Equity/fairness: morale can be jeopardized when staff working side by side have
different conditions of service -- a uniform approach lessens such dissatisfaction;

» Cost-efficiency/control: for the Member States, a common set of employment conditions
permits an overview of staff costs.

« The World Bank Group and the International Monetary Fund - although specialized
agencies of the United Nations - are not part of the common system.

»  Who is part of the United Nations Common System?http://icsc.un.org/about4.asp

Vacant position

A position approved for one year or longer that is not blocked for the return of a staff member on
temporary assignment, mission assighment, special leave, secondment or loan.

Young Professionals Programme (YPP)

The Young Professionals Programme is geared towards entry level recruitment as outlined in the
Report of the Secretary-General (Overview of Human Resources Management-reform: United Nations
Young Professionals Programme) A/65/305/Add.4.
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