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The Application Process

Overview

The United Nations posts job openings electronically on the United Nations Careers
Portal (http://careers.un.org) and only accepts applications to job openings
electronically via this process. When applying to a job opening, be sure to submit your application well before
the deadline date stated in the job opening as Job openings posted on the Careers Portal are taken off at
midnight (GMT-5) on the deadline date.

Once you apply to a job opening, your application will go through a pre-screening process. The process checks
the information you entered in your application against the eligibility criteria established for that job
opening. Applicants who pass the pre-screening process are eligible for further consideration.

You may search the compendium for available positions and/or create a Job Alert, which allows you the save
specific criteria about the type of position you are looking for and receive a notification (via e-mail) when
positions that match your criteria are posted.

Your application

The application will be used to evaluate your eligibility and suitability for the job opening. It is therefore
suggested that you keep in mind the following points:

< 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.

= Highlight the salient points in your 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.

DO NOT substitute your resume or CV for the application. It is not accepted and is considered neither
a substitute nor a complementary document to a duly completed application.

e Itis 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.

< When completing your work experience, list every position

held and not only the most recent or what is required for Inside...
the position. In cases where you worked with one employer OVEIVIEW. ..o, Cover
but held several positions, you must indicate every position Your application..........cc......... Cover
he_ld_ s_e_parately. .This: i_s important for determining your External Applicants................ Page 1
eligibility and suitability. Staff Members....................... Page 1
e When completing your education details, ensure to include all Complete My Profile................ Page 2
institutions, listing clearly those academic credentials Create a Job Alert................. Page 3
(degrees, certificates and diplomas) conferred. Complete your Application....... Page 4
Adding Academic Degrees........ Page 5

« You can apply to a specific job opening only once.
Therefore, please ensure that the information contained in your | Consult the IAU/ UNESCO List....Page 7

application is complete and correct. Choose Existing Application...... Page 8
. . . . . . . Apply to a job opening............ Page 9
= Modification to a submitted application is not possible.
References.........cooveviieiinenn. Page 10
< Applicants should apply from only one account. Need Help?......covveeeeeeeeeennnnnn Page 10
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The Application Process -- At a Glance

External Applicants

External Applicants include those serving in the Organization on a
Temporary Appointment, those serving on Secondment to the
Organization, UN Volunteers (UNV), Associate Experts, consultants,
individual contractors, military/police personnel and interns. Those
serving in this capacity must register with a valid e-mail address and
create a login account in order to apply to a job opening, refer to
Chapter 1, paragraph 1.3 in the Manual for the Applicant.

Log into inspira through the United Nations Careers Portal:

http:>//careers.un.org Click on the Login link in the menu.

First time non-staff
members must
register and create
a user account

T

@) inspira

Login using your
user ID and
passw

Once reqistered and logged in, proceed to create your profile.

Staff Members

Staff members are not required to register since you have been pre-
registered and provided with a login user name (your index number)
and temporary password.

Log into inspira using https://inspira.un.org.

Review your Home and Permanent Address

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

2. 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.

inspira: Log into inspira and select Self Service>Personal
Information>Home and Mailing Address, then click Edit, as needed.
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The Application Process -- At a Glance

Complete My Profile
inspira:
External Applicants - Log into inspira and select Careers, then click on My Profile

Staff Members - Log into inspira and select Self Service>Recruiting Activities>Careers, then click My Profile.

Update or complete the required

information in all sections of the My Profile TR ST, o Percentage of profile
page. v eV lls Lot e completed and each

My Profile > Personal Details ompleted tab (3) of your
™ profile will display a green

check mark

For Staff Members, some fields can not be

changed, e.g. Permanent Address. The -
information is taken directly from the

Migka Mama:

personal information in your IMIS file. To
change the information, refer to the

Prienary Lmait

“Review your Home and Mailing Address”. st Ense
) e Some fields cannot be
For Non-Staff Members, all fields can be T T ————— edited de%e”gf'r,bﬁll whbether
: ; [—— T you are a Staff Member or
changed with the exception of your User o non-Staff Member.
Name. oo ——)

Country: [ “Country:

Addensa i 334 adiosn ke *hdrans 1: 280 Liadioen v

- ez Don’t Forget!
Addrass X Address 3 -
; . e Save your entries once you
ity Hirw Yk ciey: T Yo
state: Hewvea stato Hm Yo B have completed each tab
el Posiak of your profile
County: County;
C Cancel
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The Application Process -- At a Glance

Create a Job Alert

You can save the job search criteria as a Job Alert and have the matching results sent to your specified e-mail address. You can create up to five
(5) Job Alerts. Please note that Job Alerts require revalidation every six (6) months.

inspira: From the Careers Home page,

click on the Advanced Search link . s el ST . 5 1
Step 1 - Advanced Search Job Search . tep

o o w0 et a0 ik Searcn Click on the Job
Click on the Job Search tab. e Dot ns S S c Search tab
Step 2- Search Criteria e [ 5
Enter the search criteria for which you want to create - 3

a job alert. o — 3 i <\ Step 2

Step 3 - Save Search Criteria Enter your search

L criteria
Directs you to the Save Search page where you can fr——— -
name your job alert. Job otwork 3
Job Family: A
Step 4 - Name your search
Enter the name of your Job Alert, it should be easy to
identify, it is suggested that you include the position ““‘“"'2"""‘*';"‘“'“'" S
. . . Sean aar  Save Gear - £anic Seg Ui Sarved Swarch - Seach
title, level and location e.g. HR Officer/P4/NY.
Step 5 - Use As Job alert st 3 Step 4
By default, this box is checked, if you do not wish to ) ep P
receive job alerts for future positions similar to this Click 08 S_tave_ Search Ente;&?iegar?he of
one, deselect the field. riteria y
Step 6 - Send Job alert notification to
Enter a valid email address where you want the Job Step 5
Alerts sent Save Search Criteria & Create Job Alert p
In the first line, please enter a name under which your requested job search wj¥be saved. SeleCt the Use as
Ifyou wish to save yc h crit d ive Is with Job O tching ye ) H
Step 7 - Save Search iy s Job Alert field
. . .. . Ifyou wish to save your search criteria without receiving e-mail notificz#0ns, please uncheck the box
Click on “Save Search’, you will now be receiving job Use 35 Job Alert and click “Save Seareh
alerts that match the criteria entered. Step 6
*Name your search: Enter your email
Use As Job alert: address
Send Job Alert notification to: ~[witer2@UM.arg ""/
Step 7
sae sl Click on Save Search
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Complete your Application

The Application Process -- At a Glance

You can complete your application in advance, without having to apply to a job opening.

inspira:

1) From the Careers Home page, click on the Create Draft Application link.

2) On the Apply Now page, read the information, then
select Confirm and click on the Continue button.

Your Application
Your application is comprised of seven (7) tabs.

=  Screening questions - This section is blank, but
will be populated with questions that are
relevant to the position when you apply to a
position.

=  Preferences - Indicate your preferred field of
work and preferred work location(s) in this
section.

e  Education and Work Experience - Provide all
details on your work history, educational
institutions attended, and diplomas/degrees or
equivalent academic qualifications obtained.

e Skills - Provide details on skills you possess that
are relevant to the position you are seeking.

 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.

=  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.

=  Preview and Submit - you can preview your
application and when you have identified a
position. Proceed to complete your responses to
the prescreening questions and you can submit
your application.

All seven tabs must be S\ﬁflh dcig”}g'e;ecietgg
completed before you chert):k ¥nar?<
can submit your
application
lete Application > Screening Questions
Public Information Officer
Screening Preferences Education & Skills References Cover Letter & Preview &
Questions Work Experience Additional Information Submit
Save Close
Please complete all questions listed below before submitting your application.
Do you have a minimum of five years of progressively responsible experience in administration, 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?
QO Yes
O Mo

Screening questions will
only appear when you
apply to a position, at

which time they must be

completed
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The Application Process -- At a Glance

Adding Academic Degrees - IAU/UNESCO List

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.

Complete Application > Education and Work Experience

Education &

Screening
V Work Experience

e V Preference

Skills Q/ References

You have not added any cerificates/diplomas information to your application

Add Education Details

Step 2 - Navigating “Add Education Details Page”
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”.

e  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”.

= Type in the “City” where attended.

e  Click on the “Name of Institution” look-up to
search and select your institution from the
IAUZUNESCO list. If you cannot find your
institution, please refer to “Scenario 2”.

*  Select “Degree/Diploma.

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.

Application

Add Education Details

List schools, universities or other formal training or education from age 14 (e.g., high schools, technical schools or
apprenticeships, universities etc.)

Licenses, professional certificates and United Mations exams should be listed sep_aratel'y' under the '_Sk\lls' tah.

Save Cancel
Enter Education Details
*Type of Institution: |Un\'v'ersity'fl'ertiary' j
*Country: |Uganda =l
*Attended in the same country? (& yag  No
*City where attended: |F0rt Portal
*Name of Institution: |I'-.-10L|mains ofthe Moon University
Institution Web Site: http:www.mmu.ac.ug
*Degree/Diploma |Elache|0rs Degree j
*Main Course of Study: |Agricu|ture. Foresty & Fishery j
*Field of Study: |Agricu|ture j
Specialization: [
*Title in English or French: |Elacne|0r of Science in Agriculture
*Exact Title in original Language: |Elache|0r of Science in Agriculture
*Degree Obtained: * Yes C Ho
“Attended: From: [0101/2006 [  To [31122011 [5)
*Enrollment Status: @ Full-Time ¢ Part-Time
*Teaching Method: | In-person d
Addlitional Comments: [
If your exact choice is not listed in the drop-down menus, please selectthe closest relevant option and
explain in the “Additional Comments®.
Save Cancel

* Required Field

Page 5 of 11
Release 2.0 February 19, 2013
Copyright © United Nations 2011. All rights reserved.

Search

Iyy: | Long Description o with

Look Up

Cancel  fdvanced Lookup

Search Results

hdew 100 First g visoris |y Last

Long Description

Bugema University

Busoga University

Fairand University

Guly University

International Health Sciences University
Islamiz University in Uganda
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Kampala University
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The Application Process -- At a Glance

Adding Academic Degrees - IAU/UNESCO List
Scenario 1 - Institutions listed in IAU/UNESCO Advanced Look Up

Advanced LookUp

R . . Look Up
When searching for the Name of Institution, the

Advanced Look Up option is recommended.
. . Search hegins
1. From the “Name of Institution” look up, 1

by: |Lnng Description LI wiith
click on the “Advanced Look Up” link. )
Look Up Cancel ladvanced Lookup

2. From the “Long Description” drop-down
menu, select the option “contains”

Look Up

3. In the “Long Description” field, enter any
word contained in the name of the

institution ) ] Organization Hierarchy Co(le:' begins with LI |

) ]

4. Click the “Look Up” button. 2 |
j:icontaings

Look Up ,. Clear Ca_
The search result will include all institutions

. L Search Results
containing the indicated word. Only the first 300 results of a pd

information and search again t

be displayed. Enter more search key
ber of search results.

Wiewe 100 First [4] 1
Long Description
Look Up [
Code:[begins with =]/
3 Long Descl |cnntains ;”Universihf ]
Looklp | Clear || Cancel |pasiclookup
Search R%sults
Look Up (3]
Organization Hierarchy Co(le:l begins with ;I |
Long Description: | contains LI |University
~ LookUp . B Clear || ©Gancel |Basic Lookup
4 Search Results
Migw 100 First [@] 1-7 o7 [i] Last

Long Description

DIl Dresden International University

Hochschule der Sparkassen-Finanzgruppe, University of Applied Sciences, Bonn GmbH
International Psychoanalytic Lniversity Berlin

Jacobs University

Karlshochschule International University

UC Potsdarm - University of Managetrment and Comtmunication (FH)

Zeppelin University, Friedrichshafen
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The Application Process -- At a Glance

Adding Academic Degrees - IAU/UNESCO List

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

Application
below. Add Education Details
- Manua”y Comp|ete the fields: “Please enter List schools, universities or other formal training or education from age 14 (e.g., high schools, technical schools or

apprenticeships, universities etc.).

name Of InStItUtlon and Clty Where . Licenses, professional certificates and United Nations exams should be listed separately under the “Skills”™ tab
attended”. The field “Institution Web Site” | sae | | cancel

is optional.

«  Proceed with the remaining steps as with “Type of Institution: [UniversityTediary =
Scenario 1 “Country: [Uganaa =
" *Attended in the same country? & ves © Ho
NB - When selecting “Military Academy”, “Other”
or “Seminary” in the “Type of institution” field, JCity where attended: |
the procedure will be identical I‘Nameuflnslllullon‘ [other Institution o‘I
: “Please enter name of institution: |
Institution Web Site: [
pp Screening Education & Cover Letter & Preview &
4 f Preferences Experience & suils o References  &f o nformation Submit

Draft and you wish to submit

th iS ap p I i Cat i O n o There is incomplete information in the following tab(s): L

Education & Work Experience /
Please click on the corresponding tab(s) above and enter the missing information before submitting again.

= When clicking the “Submit” button for your Submit Close
application, a message indicating
incomplete information will appear. W St | (o rrsarencen, vy ononance (3| o reroon, | gttt | P

Go to the “Education & Work Experience”

tab A meSSage Wlth the details Of the e Please review the following incomplete item(s): \

education entries to be reviewed will be Due to enhancements made to the application, there are one or more entries for Education Details that need to be completed, Please
. review all your entries for Education Details and complete accordingly before submitting your application.
displayed. Ecucation Details: §

= 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

Save Close

Listschools, universities or other formal fraining or education from age 14 (e.0., high schoals, technical schools or apprenficaship
universities etc.).

| Higher Education/University degrees

highlighted fields, e.g. “Country”, School I DeureeDiploms Level of Degree From To

“Name Of Institutionn “Degree/ Acharya Magarjuna Yishwavidhvalavamu  Bachelor's Degree Bachelors or Equivalent 03/01/2012 24/01/2012 Delete
. s Luxembourg Polvtechnic Doctorat Doctorate or Equivalent 02/01/2012 2410112012 Delete

Diploma”.> B Bachelors or Equivalent | 02/01/2010 26/01/2012 Delete
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The Application Process -- At a Glance

Consult the IAU/UNESCO List

Inspira has an interface allowing you the opportunity to verify that your academic credentials were obtained from an institution recognized by the IAU/

UNESCO World Higher Education Database.

To consult the IAU/UNESCO list in Inspira, complete
the following steps:

*  From the “Main Menu” tab on the Home
page, select: Self-Service > Recruiting
Activities > Consult IAU/UNESCO list.

«  Select the country from the dropdown
menu.

e  Click on the “Name of Institution” lookup to
search and select your institution from the
IAUZUNESCO list.

e  From the “Degree/Diploma” dropdown

menu, select the degree/diploma obtained.

*  The level of the degree/diploma, as
recognized by the UN, will be displayed.

Information concerning institutions in former
countries and territories.

Institutions previously in the former countries or
territories are listed in their current country or
territory.

Questions and/or queries related to academic
credentials.

For specific queries concerning academic credentials,
please contact: academicsconsult@un.org.

Favorites © Main Menu > Selfs_erwce > Recruiting Activities > Consult TAUfUNESCO list

Consult IAUUNESCO list

Consult IAU/UNESCO list

The following interface provides you with an opportunity to verify that your academic
credential or degree was obtained from an educational institution that is recognised
or sanctioned by a competent national authority, included in the IAUUNESCO list

Institutions previously in the former countries or temitories are listed in the respective
country or territory wharein they are situated.

Any queries or correspondence in connection with recognition of academic degrees
should be directed to OHRM: academicsconsult@un.org

Education Details

*Type of Institution:  UniversityTertiary

*Country: |Czech Repuhlic =]
“Name of Institution: | @
“DegreeiDiploma: | =l

Level of Degree:

Look Up

| Search bagins

by: |L0ng Description ;l with

Look Up || Gancel |Advanced Lookup

Search Results
iew 100 First [4] 1-46 of 45 (4] Last

Long Description
Academia Rerum Civilium - Yysoka $kola politickych a spoleéenskych vid, s.r.o.
Akadernie Sting, o.p.s.
Akademie muizickych uminiv Praze
Akadernie wivarnych uminiy Praze
Anglo-Ameticka vwsoka Skola, 0.0.5.
Bankovni institut wysoka Skola, a s
Brno International Business School
Filmova Akadernie Miroslava Onraigka v Pisku, op s
| Janaékova akademie muzickych umini v Broi
Jihogeska univerzita v Eeskich Budijovicich
Literarni akademie - Soukrom vysokd Skola J. Skvarecksho, s.ro.
Masarykova univerzita
Mendelova univerzita v Broi

KA b Vbt | L s amribms Pl b,
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The Application Process -- At a Glance

Choosing an Existing Application

When applying to a job opening, you can use a previously created or submitted application, or create a new application at the time you apply.
inspira: Log into inspira and perform a job search.

Step 1 - Apply Now
Select the job opening you are interested in and click

on Apply Now. Source Application Information
Step 2 - Confirm Application Level  JobOpeninglD CreatedDate  Application Date By default, the last

- . . . application create appears.
Review the information and select Confirm ’—PumiclmnrmatinnOmcer T 092011 20092011

Id
Step 3 - Choose an application J4E20PH J4E2R

Select Choose Existing Application

Step 4 - Select the Application

Locate and select the application you wish to use.
Step 5 - Modify

Review the application and modify the information
according to the requirements of the job opening.
Step 6 - Apply to the job opening

Ay tothe job apering,rfer tothe Appying toaJob

Opening section for steps to perform.

el
Look Up Application
Locate and select the Search by: |Application | begins with
application you wish to use.
Even those you have already " LookUn | Cancel_|
submitted to another job - )| |advanced Loaky
opening.
Search Results
View 100 0
\ Job
Application Level Opening Created Date
I

FPublic Information Officer P32 18873 2000972011 346:2
Mao.Job {hlank)|0 20/09/2011 1:39:4
Mo Job {hlank)|0 20/09/2011 10:26:
Lenal Affairs Officar P4 18854 19092011 5:34:0
ADMIMISTRATIVE AMD FIMNANCE OFFICER P3 18867 13092011 4:19:2
MoJob {hlank)|0 131092011 417

Mook (hlank) 0 09/09/2011

Ble 1ol TPAPN AR A A
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Apply to a Job Opening

The Application Process -- At a Glance

You can only submit one application to a job opening and if you withdraw your application, you cannot resubmit it to the same
job opening. In addition, once you apply to a position, you can not update your application associated to that job opening.

inspira: Log into inspira, locate and select the job opening of interest.

Step 1 - Review and Apply

Review the requirements of the position and if
interested, click on Apply Now.

Step 2 - Select Application

Read the information provided on the Apply Now page,
select Confirm, then select an existing application or
create a new application and click on Continue.

Step 3 - Answer Screening Questions

Click on the Screening Questions tab and answer the
questions.

Step 4 - Application

Complete or modify the sections of your application.
Step 5 - Cover Letter and Additional Information

Completed when applying to a position. 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.

Don’t forget to attach additional information require
by the job opening, for example: staff members are
required to attach their last two (2) ePASes.

Step 6 - Preview and Submit

Click on the Preview and Submit tab, review your
application and then click on the Submit button. The
certification page appears.

Step 7 - Certify and Submit

Read the information, indicate whether you agree with
the terms and click on the Certify and Submit button.
Your application will be submitted to the position. You
will receive a notification acknowledging your
submission and the application will appear in the “My
Application™ section.

Apply Now

[ &ppty o

Apglicant and ive general apphcation

Bafors applying you are encouraged to carefully read the Instructionsl s
intarmation {How da | apply) on the Lnil; Caruers portal.

Pl purovide all sian. Ins b applications will not b
dreg-down menus, Belect (e closest relevant opson.

dorid. If your exact choice is ol listed in e

Al application indormation is treated as confidential and will neither be used for commercial purposes nor be shared with
BN CQANSSTONS WIRGUE YOUE WITThEn parmission.

Select whether you will be using
an existing application or
creating a new application for
this position.

Infarmation entered in this ApplicABon I uRque 10 his o opening and will Aot Be ARpled 16 prévicus or future Applications.
This information can be edited for submission of future applcations.

Biy selecting “Confinm™ and then clicking “Continue” belovw you sccept that you are aware of the available information and
Quidelings on how 10 Compbsts &n appllcation.

Sasdisc] hovar 10 LT your applicatio

I Choose Existing Application B Buikd Hews Application

Continug Cancal

Submit Online Application

and Agreements

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
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.

Certify and submit your
appllcatlon to the pOSItIOﬂ Mo changes can be made after this application has been submitted. Please review your application

before you hit the “Cerify and Submit Application” button below.

Kindly note that you may, as part of the evaluation of your application for this position, be requested
to underge written knowledge-based assessment exercises, which may be followed by a
competency-based interview depending on the result of the test

@ lagree to these terms (U1 do not agree to these terms

ftity and Submit Application Cancel Return to Previous Page
0 Previc
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The Application Process -- At a Glance

References

The following documents provide additional information:

ST/AI/2010/3 of 21 April 2010 on the staff selection system

Instructional Manual for the Applicants on the Staff Selection
System

Need Help?

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:
= 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.

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.
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