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At a glance...

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. 

• 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. 

• When completing your work experience, list every position                          
held and not only the most recent or what is required for                                                                                         
the position. In cases  where you worked with one employer                                                                                
but held several positions, you must indicate every position                                               
held separately. This is important for determining your                                                                                   
eligibility and suitability. 

• When completing your education details, ensure to include all                                                            
institutions, listing clearly those academic credentials                                                                                  
(degrees, certificates and diplomas) conferred.

• You can apply to a specific job opening only once.                                                                                      
Therefore, please ensure that the information contained in your                                                             
application is complete and correct. 

• Modification to a submitted application is not possible.

• Applicants should apply from only one account.
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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.

Once registered 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. 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. 

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.

First time non-staff 
members must 

register and create 
a user account

Login using your 
user ID and 
password

https://inspira.un.org/psp/PUNA1J/?cmd=login
http://careers.un.org/lbw/Home.aspx
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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.

https://inspira.un.org
https://inspira.un.org
http://careers.un.org
https://itsforreal.un.org/
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