How o apply

Your application is
your PASSPOrT
fo a career with
the United Nations.

Virginia
CRAM-MARTOS

Director of the Trade and Timber Division,
Economic and Social Development Network

Duty Station: Geneva, Switzerland



Application process

Searching for job openings

Understand the position and
location

Creating a profile and
preparing an application
Submitting a job application

Evaluation of the application
Assessment exercise
Competency-based interview
Selection notification
Background checks



Searching for job openings
http://careers.un.org
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Searching for job openings
hitp://careers.un.org
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Job openings

Applications from women candidates are strongly encouraged as the United MHations supports gender equality in the workplace.

The United MNation:s does not charge a fee at any stage of the recruitment process [application, interview meeting, processing.
training or ary other fees). The United Hations doss not concermn itself with information on bank accounts. Applicants who are
sefoushy being cornsidered for a position will be contacted for an interview. For information on how to fill out your application,
plecze go to Creating wour job application.
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Infermation Management Officer F-3 Camrmnicticn and Informncition Office of the Coordinator of Homanitanian GErewdl 1950872010
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Specialized Agencies, Programmes, Related Organizations, Funds and Other

UN entities
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International Court of Justice

Secretariat

Specialized Agencies, Related Organizations, Funds, and other UN Entities

Specialized Agencies

=Food and Agriculture Grganization ofthe United Mations (FAD)
= International Civil Aviation Oraanizatian (ICAD)

= International Fund for Agricultural Developrment {(IFADY °

=International Labour Organization {LOY http .// WWW. U n .Orq /e n/
= International Maritime Qrganization (MO}

= International Monetary Fund (IMF)

=International Telecormmunication Union {TLY

= United Mations Educational, Scientific and Cultural Organization (UMESCO)
= United Mations Industrial Developrment Organization (UMDY

=Universal Postal Union {UPLY

=yarld Bank Group

= International Bank for Reconstruction and Development (BRD)

= International Centre for Settlement of Investrment Disputes {ICSI0)
= International Development Association (DA

= International Finance Corparation {IF C

= Multilateral Investrment Guarantee Agency (MIGA)

=World Health Organization (WHO)

=World Intellectual Property Organization (WIPO)
= yarld Meteoralogical Organization (W)
=World Tourism Organization (UMNWTO)

Related Organizations

International Atornic Enerdgy Agency (JAEA) &3]
" Preparatory Commission for the Muclear-Test-Ban Treaty Crganization (CTETO) & ¢
® Drganisation for the Prohibition of Chemical Weapons (OPCW)@
=World Trade Organization (AT

Secretariats of Conventions

= Convention on the Rights of Persons with Disahilities
= United Mations Convention to Combat Desedification (UNGCD)

= LUnited Mations Framework Conwvention on Climate Change (UNFCCT)
UN Trust Funds

* United Nations Dermocracy Fund (JNDEF) &2
* United Mations Fund for International Partnershins (UNFIF) &2



http://www.un.org/en/

urrent Vacancies — Create profile in eRecruit
http://www.unfpa.org/employment/

(= Employment Opportunities with UNFPA - Windows Internet Explorer;

Go

+ e wrfparg ¥ B/*x/ e 2]

’ Fle Edt View Favortes Tools  Help
% Google | pictures maps of the werld v M search v o @ e v 07 Bookmaks P Check v B3| Translake + ] Autoril - 40 [ pictures (G maps (@] of (G the (@ world v (signin -

g Favorites | 55 /@ Suggested Sites * £ Get More Add-ons +

[ ]
z »
‘g{mp\nymentOppnrtumt\esw\thUNFPA ‘ | f v B ) @ - Page- Sofety~ Toos~ @~
~

Sitemap: » Francais* | English> | Espafiol
I H H B
a p p I cat l O n ABOUT UNFPA ICPD & MDG FOLLOW UP
> Employment Opportunities
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* Current Vacancies
* Cansultants Roster

» Junier Frofeszionzlz

& Current Vacandes
> Intamships + Consultant Roster
# Junior Professionals
+ Internships
) CALL FOR CVS

UNFPA provides a work environment that reflects the values of gender equality, teamwork, respect for
diversity, integrity and a healthy balance of work and life. We are committed to maintaining our balanced

To create a roster of highly quali
‘African women 1o be considered
for leadership pos: gender distribution and therefore encourage women to apply. Our remuneration packages include a
competitive net salary plus cost of living adjustment, housing allowance, home leave, health insurance and
other benefits. UNFPA does not solicit or screen for information in respect of HIV or AIDS and does not
discriminate on the basis of HIV status.

[ J
. P ro fl e u a t e General Requirements for Professionals
Pre-requisites for employment with UNFPA generally incdude an advanced degree in a study pertinent to the

Fund's mandate (for example, in demography, public health or gender studies), as well as some experience in
a developing country, preferably with a development organization.

l ‘ g u I a | I y a n d The applicant should also have the ability to take up assignments in field duty stations as part of a career path

with UNFPA. Fluency in English is required; speaking and reading ability in one other United Nations language,
preferably French or Spanish is desirable. Please note that UNFPA will only be able to respond to those

® applicants under serious consideration.
S u m I e o | 1f you would like to have any further information, please contact: Staffing & Recruitment Branch, Division for

Human Resources, United Nations Population Fund (UNFPA) 220 East 42nd Street, 17th Floor New York, NY
10017, USA. Fax;: (212) 297-4908,

m o I e t h a n o n e NOTICE TO APPLICANTS: UNFPA does net charge any application, processing, training, interviewing, testing or other

fez in cannection with the application or recruitmant process. If you have received a salicitation for the payment of
2 fee, please disregard it. Furthermare, please note that emblems, logas, names and addresses are easily copied

and reproduced. Therefore, you are advised to apply particular care when submitting personal information on the
web. Should you feel that you have received a fraudulent notice, letter or offer that makes use of the name or logo
(] of UNFPA, you may submit a report through the UNFPA fraud hotline: http://www.unfa.org/help/hotline.cfm v
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New Employment Website
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o o@! ‘” United Nations Population Fund
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About .mm Worldwide | News and Updates | Ressarch and Publicalions | ICPD/MDGs |
Special iniftstives

Work with us

Join the team

UNFPA Is making a real difference In the workd. Join us and
you wil 100. Because 3t UNFPA, everyone counts.

Sabina Sased

POLCY =

LALIST AT UNFPA 1

Resources for Applicants o S o s martarancs sfacst = cravmtasie sy Frice, UNFPA Changes
s Lives

[SESSE
+ Selection procsss

+ Step-by-step guide fo apply

* Employmant for etaff positions
& Junior Professional Officers

Current Vacancies

Prooursment 3pecialict, IC 219, Copenhagen, P28

Admin and Finanos Accictant, GF, Technioal Divicion

4 Other employmsnt
& Frequanily asked quastions Programme Bpeolasict, Adolacosnts and Youth, IC-10,
Arab statsc Regicns] Office
i r UNFP.
Working for UNFPA Web Editor, Medla ana Communicationc Eranch,
infarmatic and Extsral Reiations Divicion, New York
& Rewarde package Webcits Bpeolatict, Mecis and Communiostiont Sranch

Informatica and Extern onc Divicion, N

4
¥ Diverse envircnment Fow UNFI'A statt chamge tves
wonry dwy -

der Spacialict, Kabul, Afghanician, Acls 2nd the Facific
n, IC 811 (P-4)

Acvodacy and Communiostiont 3peaialict, Kabut
Afghanistan, Acia and the Paoifio Reglon, IC8-10 (P2

Chiet Teohnioal Advicer, Cancut, ¥33-12, Demosratio
Republio of Congo

UN Raform Coordinator, UN Reform Unit, Programme
Divicion, Naw York, IC 8-11 (P-4)

Acminictrative Accooiats, Office of the Exeoutive Dirsstor
(OED), New York, IC8-8, (0-8)

UNFPA Deputy Repracentative, Kabus, Afghanictan, Acis
and the Pacifio Raglon, IC 8-12, P-5 { Re-adver

Chiet, Fopulstion and Development Eranch, Techascal
Divicion, 01

INTERN BHIP PROGRAMME 2t UNFPA Hesdquarterc In New
York

VIEW ALL VACANCIEE >




inspiration in action

ABOUT US  WHAT WE DO NEWS & RESOURCES VOLUNTEER VOICES  PARTNERS
Haorme = How to volunteer

» Whatitmeansto  How to volunteer State c}f
be a UN

I
Volunteer The United Mations Yolunteers {UNY) programme is the the World's
UM organization that promotes volunteerism to support Volunteerism
peace and development worldwide. Volunteerism can
transform the pace and nature of development, and it
benefits both society at large and the individual
volunteer., UNY contributes to peace and development
3 by advocating for volunteerism globally, encouraging

partners to integrate volunteerism into development

+ Registerto be a
UN Velunteer

» Special
recruitment

 FAGs 'f programming, and mobilizing volunteers, [ gearch 3 |
» Other volunteer How to register
opportunities brochure
”
T UMY is inspired by the conviction that volunteerism is a powerful means of engaging people in
volunteers tackling development challenges worldwide, Everyone can conftribute their time, skills and kA

knowledge through wolunteer action, and their combined efforts can be a significant force for | English
achieving peace and dewvelopment,
Espafial
Yolunteering makes important economic and social contributions, contributing to a more

cohesive society by building trust and reciprocity among citizens. It can be both challenging Sreinne s
and rewarding and require you to use your skills in a new context. ¥You can also transfer
useful knowledge while gaining a greater understanding of the issues affecting other people.

Bead more about wolunteerism for peace and development,




Before preparing your application

 Understand the position and location

* |mproves your ability to position yourself to meet the
needs of the hiring office

e Saves time and reduces frustration that results from
applying for jobs not suited to your strengths, aspirations
and personal circumstances



Creating a profile & preparing an application
Inspira
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Creating a profile & preparing an application
UNFPA e-Recruit

https://erecruit.partneragencies.org/erecruit.html

: :? ~ united nations population fund

Step by Step Guide to & pplying | FAD

* = Required Information

Personal Information

You can update your name, address, phone number and email here. Changes made to your contact
details on this page will be updated on all of the jobs wou hawve applied to.

Fetum to Previous Page Save Close

Uzer Mame: njaile
Fassword: Change Password

Freferred Method of Contact:| Mot Specified o

Marne Prefis: hal |

|
*First Name: |
Middle Mame: |
|

*Last Mame:

Couritry: United States LT

Mddress 1:

bddress 2:
City:

Postal :

I
|
Address 2: |
|
|

State: b




Personal History Profile (PHP)

Personal Information
Education and publications
Employment history
Languages

References



Personal History Profile (PHP)
(Employment history)

Description of Duties

Duties:

o

Describe your responsibilities
with careful attention to the

What you did in your job

vacancy for which you are

app

Use

(o]

(o]

lying

Current job: present tense
Past job(s): past tense

Summary of Achievements

Achievements:
o How well you did in your job

Provide specific examples where
you made an impact/contribution
in the positions for your
Education and Publications



Cover Letter

Describe how your experience, qualifications and competencies match the
specific position

You can distinguish yourself from other candidates by highlighting what makes
you a good match for the position

Structure

o Open with a statement of interest

o Summarize your qualifications, experience and competencies relating to the
specific positions

o Close with a brief recapitulation

Make it impressive and customize it



Additional Tips

The UN will first get to know you through your
application/PHP

Be truthful, accurate and specific

Make your words count

Write/edit in word processor

Proofread

Print application/PHP on screen or paper to check
Save your applications



Gracias

Merci
| S
WWW.UN.org s hitp://careers.un.org
LRt
Thank you
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