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Overview of Recruitment process for jobs in 
the UN Secretariat



Where are the jobs advertised? 

https://careers.un.org/



Where are the jobs advertised? 

Search by category, and level:



Search by job network, and job family:

Where are the jobs advertised? 



Example of research:

Job openings 
(regular/temporary) in 
the Professional and 
Higher Categories) in 
the job network of: 
“Political, Peace and 
Humanitarian”, and job 
family of: “Political 
Affairs” across all entities 
and duty stations open 
as at 28 October 2019.

Where are the jobs advertised? 



Job opening 

structure
HRM

▪ Job information

▪ Org.Setting & Reporting



HRM

▪ Responsibilities

Job opening 

structure



Job opening 

structure
HRM

Evaluation 

Criteria:

▪ Competencies

▪ Education

▪ Work 

experience

▪ Languages



HRM

▪ Assessment

▪ Special 

Notice

Job opening 

structure



HRM

▪ United Nations 

Consideration

▪ No Fee

Job opening 

structure



Searching for job openings

Before applying:

o Familiarize and understand the job opening: location, 

functions and requirements

o Apply for jobs that are suited to your strengths and 

aspirations

o Ensure you provide information about your qualifications 

and how they meet the requirements of the position and 

the needs of the hiring office



Ready to apply? 

Inspira is the recruitment platform of 
the United Nations Secretariat, where 
applications are submitted.
https://inspira.un.org



Create your account in Inspira

Note: 

• Once the account is created, the date of 

birth cannot be changed.

• When submitting “Register”, the system will 

automatically create a Unser ID, which will 

be emailed to the applicant. 



After logging in Inspira, you can start creating:
• My profile

• My application

What now?

*You can search for 

job openings in inspira, 

and submit 

applications.



Creating profile and application

Before creating your profile and application gather information:

o Personal Information

o Education qualifications (university degrees, academic qualifications, 

training, etc.)

o Employment history: List all past and present employments, responsibilities, 

achievements, periods of employment, names of supervisors, contact 

details.

o Languages: List all languages you know, including mother tongue

o Publications, References

o Cover letter



Creating profile and application

Employment history

• Duties: 
o Describe/list your responsibilities with careful attention to the job 

opening  

o Describe how well you did your job and your achievements by 

providing specific examples where you made an impact or 

contribution 

o Be concise, specific, and honest.

o You may use up to 5000 characters (about 1000 words).

• Advisable:
o Start with action verbs

o Current job:  present tense

o Past job(s): past tense



Creating profile and application

Sample of describing the responsibilities and duties

#1 Chief of Transport Section

Described activity:

In charge of transport section. 

Revised:

I was responsible for the provision of the surface transport capability within XXXX, 
including;
• Managed the fleet in accordance with the operational needs and organsiation’s

policies;
• Ensured effective maintenance of 1100 vehicle fleet and 6 different locations;
• Prepared and certified the ground transportation budget and accounted for all
• resources controlled and all expenditures made; 
• Arranged the testing of staff and issuance of driving permits;
• Managed a team of XXX staff. 



Creating profile and application

Sample of describing the responsibilities and duties

#2 Project Officer, P3

Described activity:

Taking charge of the registration during organizing of Asian Employment Forum

Revised:

Responsible for the overall registration process of the Asian Employment 

Forum, including:

*coordinating …

*liaising …

*…

This meeting was held on Ministerial level with 25 ministers from 12 countries 

and a total of 5,000 participants.



Cover letter

o Customize your cover letter for each job opening 

o Cover Letter Structure:
▪ Open with a statement of interest
▪ Summarize and describe how your education, work experience, 

language skills, competencies including knowledge and 
expertise match the job you are applying for

▪ Close with a brief recap

o Your cover letter is recommended to be brief, three to four 
paragraphs, and as targeted as possible to the position for which 
you are applying.

Creating profile and application



My profile

• The mandatory fields (marked with *) of My Profile must be completed before 

submitting any application.

• In Nationality & Residence, please upload a copy of the personal details page 

of the applicant’s   passport with the photo and biographical data.

Creating profile and application



My application

Creating/submitting the application is a nine (9) step process:

Step 1 - Welcome 
Step 2 - Let’s start

Step 3 - Screening questions

Step 4 - Education

Step 5 - Work Experience

Step 6 - Languages
Step 7 - Skills and training
Step 8 - Cover Letter

Step 9 - Review/Submit

Creating profile and application



My application

• Let us start with “Create Draft Application”.

• You may create a draft application which you may use as the 

basis for future application.

Creating profile and application



My application

Step 1 - Welcome 

Creating profile and application



My application

Step 2 - Let’s start:

Creating profile and application



My application

Step 3 – Screening and 

fitness questions:

When creating the draft 

application for the first 

time – this step will be 

blank. 

However, when 

submitting the 

application to a job 

opening, you will be 

asked to respond to 

questions related to the 

job. Please explain how 

your experience meets 

the stated criterion, using 

examples.

Creating profile and application

Read carefully 

before you click



Step 4 – Education

Degree/diploma obtained: Yes/No
Type of institution:   Secondary/High school
University/Tertiary

Military
Police
Seminary
Other

Name of Institution: if not found on the available list, 
please choose “Other/I cannot find my school”

Creating profile and application



Step 5 – Experience

• Reflect all your professional experience, 

responsibilities, achievements and 

competencies by listing each employment 

record in a separate entry. Limitation in 

character of 5000 (about 1000 words).

• Indicate start date and end date

Creating profile and application



Step 6 – Languages
• Please list all languages that you know including your 

mother tongue, and indicate your proficiency level from 
the dropdown list provided in the four specified areas of 
“Reading”, “Speaking”, “Understanding” and “Writing”.

• To be considered fluent in a language, your proficiency 
level in all four specified areas must be “Fluent”. To be 
considered to have knowledge in a language, your 
proficiency level in at least two out of the four specified 
areas must be “Confident” or “Fluent”. 

Creating profile and application



My application

Step 7 - Skills and training

Step 8 - Cover Letter

Step 9 - Review/Submit

Now you have created your draft 
application.

Creating profile and application



By going back to “Home”, click “My 

application”, you will be able to see your draft.

By clicking the print icon, you would be able to 
view/print your draft application.

Please review, and take note of any 

modification you want to make to the draft 

application.

Creating profile and application



By going back to “Home”, click “Search”

to access all available job openings. You

may further narrow the search by using

filters. In this case, we are looking for

“legal officer”.

If this is the job of your interest and you

feel you meet the requirements, please

select the job by ticking the box on the

side, and click “Apply Now”.

Identifying the job opening and submitting your application



When you arrive at Step 2,

please choose the option

“Replicate from an existing or
previous application”. You have

the option to select you draft,

and it will be populating all the

information in the subsequent

steps.

Please review the information in

case you need to make any

modification, before you

“Preview/Submit” at Step 9.

No modification can be made

after the application is

submitted to the job opening.

Identifying the job opening and submitting your application



You can set job alerts for job openings of one

year or longer by:

• Clicking to “Search” on the landing page

of your inspira account,

• Indicating the areas of interest in terms of

posting title, key words, category, level, job

network or job family, and

• Clicking “Save Search Criteria”.

• “My Saved Search” box will pop up: “Name

your search”, and tick the box for “Use As

Job Alert”, which will send the notifications

to your primary email account.

• Re-set every six months.

Setting automated job alerts for jobs of interest



Useful resources: Creating profile and application

• “Contact us” – online

technical support 24/7

• Manual – link takes to 

Applicant Guide providing 

instructional material on 

application and recruitment 

process



.

Useful resources: Creating profile and application



Overview of Recruitment process for jobs in 
the UN Secretariat - Evaluation & assessment of applications



• Eligibility - meets the requirement for the position (years of

experience, education, language, age, family relationship, etc.)

• Suitability – meets the evaluation criteria, e.g. required and/or

desired criteria for education, language/s or experience in the

areas stated in the job opening.

• Assessment - written assessment on technical aspects of the

position, presentation, essay, multiple choice, situational judgment

etc.

• Competency-based interview – Competencies as stated in the job
opening.

Evaluation and assessment process



Competency-based interview

• The United Nations' greatest asset is the quality of its staff. To ensure that the

very best people join the UN team we use a competency based interview

process.

• Competency based interviews are also called "behavioral interviews“: they

are based on the concept that past behavior and experience is the best

indicator of future performance.

• In other words, your history tells a story about you: your talents, skills, abilities,

knowledge and actual experience in handling a variety of situations.

• Competencies to be interviewed are stated in the job opening.

Evaluation and assessment process



Competency-based interview

• Normally 3 core competencies for P-

4 level and below, and 5

competencies (3 core + 2

managerial) stated in the job

opening.

• UN Career portal – At your interview

– Useful Tips for Your Interview + 30

minutes online training on:

“Competency-based Interviewing

for Applicants”

Evaluation and assessment process



Competency-based interview: Prepare and practice

• Learn as much as you can about the Department, Office or Mission that you are applying
to and the work it does.

• Understand the position and look at the competencies in the job opening. These will be
probed in your interview, so your stories should show your skill in these competency areas.

• Review your PHP and select real examples matching your accomplishments to the
competencies. Be aware of the specific skills each story illustrates and remember to
include the positive outcome or lesson learned from each experience.

• Be ready to discuss your strengths and your ability to learn from past experiences. Also
think about how you could contribute to the work of the United Nations and to the
specific position you are applying for.

• The structure of your answer should be: Context, Action, Result, Learning

Practice, practice, practice. 

Evaluation and assessment process



Competency-based interview: Response structure 

• Context
o You will be expected to give an overview of the situation: what the

situation was about, when it was, how you first got involved, who
else was involved, what were the key events and the time frame

• Actions
o You will be expected to cover significant events, specific instances,

that were clearly attributable to you rather than the team.

• Results
o What was the outcome, impact or results of your actions: You may

be asked questions such as: How did it turn out? What was the final
result?

• Learning
o What learning did you take away from this experience?

Evaluation and assessment process



Competency-based interview: DO’s

• Make a good first and last impression

• Maintain eye contact with the person who asked the

question

• Even on the telephone, smile

• Listen carefully to the complete question

• Keep to the point. Be as specific as possible

• Provide concrete examples.

Evaluation and assessment process



Competency-based interview: DON’T-s

• Answer in the hypothetical

• Talk about “we”, rather talk in the “I”

• Make blanket generalizations nor statements about the

future

• Interrupt the panel

Evaluation and assessment process



Competency-based interview: Communication

❖ Speaks and writes clearly and effectively; listens to others, correctly
interprets messages from others and responds appropriately; asks
questions to clarify, and exhibits interest in having two-way
communication; tailors language, tone, style and format to match
audience; demonstrates openness in sharing information and
keeping people informed.

Types of questions:
o Tell us about a case when you had to communicate a strategy

to others.

o Give us an example when you had to explain something difficult

to someone.

Evaluation and assessment process



Competency-based interview: Planning and Organizing

❖ Develops clear goals that are consistent with agreed strategies; 
identifies priority activities and assignments; adjusts priorities as 
required; allocates appropriate amount of time and resources for 
completing work; foresees risks and allows for contingencies when 
planning; monitors and adjusts plans and actions as necessary; uses 
time efficiently.. 

Types of questions:
o Tell us about a case when you had to prepare in advance for a 

meeting.

o Give us an example when you could not meet a deadline. 

Evaluation and assessment process



Selection decision 

Head of Department/Office/Mission selects from list of
recommended candidate/s to fill the position taking into
consideration prerogatives of the organization:

o Geographic representation; Un-Under represented; TCC/PCC;
Regional diversity.

o Gender representation.

Recruitment process: selection and notification



Notifications

• Selected candidate will be notified of the selection
decision, and placement on the roster;

• The other endorsed recommended candidate/s will be
notified that they are placed on the roster;

• Other not successful applicants will also be informed of the
completion of the recruitment process, and that they were
not successful at this time.

Recruitment process: selection and notification



UN field operations:  

Opportunities & Application Process



Action for Peacekeeping (A4P) 

– Renewing Our Shared 
Commitments



https://videos.un.org/en/2018/10/05/action-for-peacekeeping-a4p-
renewing-our-shared-commitments/



• UN Peace Operations bring together the General Assembly, Security

Council, UN Partners, troops & police contributors and host governments in

a combined effort to maintain international peace and security. The

strength of this model lies in the legitimacy of the UN Charter and in the

wide range of participating actors which resource it.

• The UN does not have a standing army or police force. Member States

are asked to contribute military and police personnel required for each

operation.

• UN Peacekeepers wear their countries’ uniform and are identified by their

UN blue helmet or beret.

• Civilian staff of peacekeeping operations are international civil servants,

recruited and deployed by the UN Secretariat.

What are UN Peace Operations?



• 167 Nationalities

• 16, 646 international staff in the Secretariat

• 6, 508 international staff (P, D and FS) in field operations

• Majority of staff of field operations is located in non-family duty 
stations

• 70% male, 30% female

• Average age for field operations is 45.5 

• 12% have prior military service

Snapshot of our workforce in UN Peace Operations



Substantive Mission

Support

Our workforce in UN Peace Operations – Mission structure



Substantive

Our workforce in UN Peace Operations

Related fields:
• Legal Affairs

• Rule of Law

• Child Protection

• Human Rights

Political Affairs Officers:
• Analysis and reporting on political 

developments

• Advise stakeholders on peace processes

• Provide support to elections, constitution-

making, and state-building tasks

Civil Affairs Officers:
• Work with civil society, local 

administrations and peace-building

• Support conflict prevention & resolution 

initiatives

• Promote good governance

& development



Mission

Support

Our workforce in UN Peace Operations

Resource mobilization/management: 
• Human Resources Officers/Assistants
• Staff Counselling Officers
• Finance/ Budget Officers/Assistants
• Administrative Officers/Assistants
• Environment Officers

Supply Chain Management - Prepare 
acquisition plans, procure, deliver/ship 
(movement control), warehouse, and 
distribute.
• Logistics Officers/Assistants
• Procurement Officers/Assistants
• Acquisition Officers/Assistants
• Movement Control Officers/Assistants
• Warehouse Officers/Assistants

Service Delivery Management – provide 
the services to clients in the field 
operations.
• Engineers/Technicians
• Air-operations Officers/Assistants
• Transport Officers/Assistant

• Medical Officers/Nurse



• International recruited staff are primarily recruited from
rosters

• A roster is a list of pre-approved candidates who have
been assessed and cleared

• Rosters can be created through:

• Positions specific job openings across the UN
Secretariat, OR

• Generic job openings (GJO)

• Once rostered, you will be alerted when a job opening for
similar functions is advertised in the united Nations careers
portal/inspira

• You decide which posts to apply for and when to apply
based on the job openings available.

• Under the current policy, roster membership is indefinite.

Rosters: A route to field operations



GJO schedule for 2019-2020: rostering exercise



Follow us!

UN Career Portal: http://careers.un.org

Recruitment platform: https://inspira.un.org

http://careers.un.org/


Feedback Survey

Feedback Survey

Short-link: https://bit.ly/2rJlxo5

QR Code:



Thank you! 


