STEP-BY-STEP GUIDE TO
APPLYING AT UNFPA

*We recommend you to clear browser history and review FAQ before you apply.
*If you experience repeated technical difficulties, please send an email to recruiting@unfpa.org
*Resumes sent directly to recruiting@unfpa.org will not be considered.
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STEP-BY- STEP GUIDE TO APPLYING AT
UNFPA

- Step 1: Registration

- Step 2: Personal Information

- Step 3: Select a Job

- Step 4: Fill Application

- Step 5: Review Application

- Step 6: Submit Application

- Step 7: Check Application Status
- Step 8: Set up Job Alerts
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STEP 1: REGISTRATION

Please visit https://erecruit.partneragencies.orq/

° ;éw United Nations Population Fund
oo o

Step by Step Guide to Applying | FAQ

Job Openings

Enter your user name and password to login. If you have not yet register( click here to REQ@

The recommended browsers are Internet Explorer, Firefox, Google ChromeMad Safari.
For additional questions regarding the application process, please review application quide and FAQ .

For Atlas({Peoplesoft) users, we recommend you to log out of all Atlas(Peopiesoft) sessions, clear the
browser history, close the browser and re-open the browser before you apply for jobs.

User Name:|

» Before applying to any of the vacancies,
new users must register in the system.

» Returning users can login with their
existing username and password

Password: |

| Login | Forgot User Mame or Password?
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https://erecruit.partneragencies.org/psc/UNDPP1HRE/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_CE.GBL?Page=HRS_CE_HM_PRE&Action=A&SiteId=1&PostingSeq=1&JobOpeningId=2903
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STEP 2: PERSONAL INFORMATION

L N
o o@ - United Nations Population Fund
[ I
Step by Step Guide to Applving
Job Openings My Applications Job Search and Alert Logout

* Once registered, please click
Welcome on personal information

Personal Informatio /
0 ApTTEets

Current Job Openings

= Job Closing Date 5
L i nin (Midnight Geneva) JERTEE
Deputy Representative (Mali. Bamako), P4 2903 16/04/2015 21d 6h 34m
Monitoring and Evaluation Specialist. Dhaka. Bangladesh, ICS-11 (P-
4} Asia and the Pacific Region 2699 14/04/2015 19d 6h 34m
RHCS Coordinator, Kinshasa, DRC, ICS-11 (P-4} - Re-advertisement |[2890 10/04/2015 15d 6h 34m
GBY Coordinator, Kinshasa, DRC, ICS-11 (P-4} - Re-advertisement 2892 10/04/2015 156d Sh 34m
Director, REegional Office Panama. Latin America and Caribbean
Region, D2 2894 21042015 26d 6h 34m
External Eelations Advisar, Division for Governance and Multi-Lateral
Affairs (DGM). ICS-12 (P-5). G 2843 31032075 50 Gh 34m
Brogramme Coordination and Liaison Specialist. Division for
Communications and Strateqic Partnershi 2891 06/04/2015 11d 6h 34m
Tarhniral SRracialict Mata Innavaticon and Anabreie PUY 2007 dnmARnN4dR ARMA fkh TAm
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STEP 2: PERSONAL INFORMATION

* = Required Information

» Please fill in the fields of this page, then
Click “Save” Button

Personal Information

et on e page wll be Upcatod oh Al e oo ou nave appiea e M o After you complete your personal
— information, you can click “Close”.

Retum to Previous Page - sae ) cese | o After you click “Close” on the “Personal

—— Information” Page, you will go back to

User Name: - the account page. Now you are ready

Password; Changs Password to apply for jobs.

 Preferred Method of Contact:

e

» Create your profile as appropriate. Please answer all the required information
(*=required Information).

* Please indicate your preferred Method of Contact as “Email”.

* Please indicate your primary email type and primary email address. This is an
important step as you will need this email address to get back your username and
password if you forget them.
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STEP 3: SELECT AJOB

o000
- - -
o o@ United Nations Population Fund
o00
Step by Step Guide to Applying | FAQ
Job Openings My Applications Job Search and Alert Logout
* Once registered, you will

Welcome Sana be directed to the jobs
Persanal Information page

0 Applications H

* When you select the job
Current Job Openings H H
you are interested, you will
§ Job Closing Dat - . .

— Cpenng  GMnighlGenevs]  Limelet go to the direct job

Deputy Representative (Mali. Bamaka). P4 2903 16/04/2015 21d 5h 45m . .

Manitori d Evaluation Specialist. Dhaka, Bangladesh. ICS-11 (P-

4 ASis aaihe Darila o mociatsl JNaka. Sandiaces (P 2500 1410412015 19d 5h 45m deSCFIptlon Page

RHCS Coordinator, Kinshasa, DRC. ICS-11 (P-4} - Re-advertisement 2890 10/04/2015 15d 5h 45m

GBY Coordinator. Kinshasa. DRC. ICS-11 (P-4} - Re-advertisement 2892 10/04/2015 15d 5h 45m

Director, Reqgional Office P: L atin Ameri d Caribb

R:areicn%r Dzeqmna ce Panama, Latin America and Caribbean 2894 24/04/2015 26d 5h 45m

External Relations Advisor. Division for Governance and Multi-Lateral

Amars DoMWL Ics i Peo . 2893 31/03/2015 Ad 5h 45m

P Coordinati dLiai Specialist, Division fo

o specialisl Divsion o

Technical Specialist. Data Innovation and Analysis. P-3 2887 10/04/2015 15d 5h 45m

Reqional Programme Adviser. Panama, P-5. LACRO - Re-

iNETiSEmET| 2881 03/04/2015 8d 5h 45m

Security Assistant, G-5, Office of the Security Coordinator, OED 284 02/04/2015 7d 5h 45m

INTERMSHIF FROGRAMME at UNFPA Headguarters in Mew York 2392 ongoing
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STEP 4:

FILL YOUR APPLICA

. @
®
Job Description

Job Title:
Job ID:
Location:

FulllPart Time:
RegularTemporary:

United Nations Population Fund

Step by Step Guide t(

Deputy Representative (Mali, Bamako), P4
2003

West and Central Africa

Full-Time

Fegular

&

Return to Previous Page

| Email to Friend ‘ Apply Now‘

Rotation

This postis rotational.

N\ S
—_

ION

Once you click on “Apply
Now”, you will be directed
to the screen below.

Click “l agree” and
Continue

Please note:

| have read the information and instructions on how to apply to UNFPA. My application will only be
considered if all required information is provided.

‘;'IAgree

Step by Step Guide to Applving | FAQ

Return to Previous Page

| Continue |

@ UNITED NATIONS POPULATION FUND For any questions or comments please contact recruiting@unfpa.org
i

You will go to “Personal
Information” page.

Update your personal
information to reflect your
current situation. Then click
“Continue”.

Please remember to “Save”
regularly.




LA
STEP 4: FILL YOUR APPLICATION

oo e
°oo@ - United Nations Population Fund
oo e
Comblete Anplicati sepby siepCuseiofpovi | o Please answer ALL
ompilete Application =l .
the required
Sana Mujtaba information
You are applying for: Deputy Representative (Mali, Bamaka), P4
.
y 4 N\ :
Exit Application ( sae ) suomt |
\ \
_Aua « Each time you complete a

Desired StartDate: | |5
~ Motivational Statement

*Please briefly describe your reasons for applying to this job:

section of the questionnaire
please make sure to save

€ the information you have
) entered.
Please do not cut and paste your entire CViIResume. 0/1500 Characters
~ Work Experience
. ’753 End Date- IiE‘J Remove Work Experience
*Employer: |
g o{g@@ Never exit the application without saving
o0 1
o0



LA
STEP 4: FILL YOUR APPLICATION

() INULLUIIETILY WUTRITIY D INeE s

* How did you hear about this job opportunity ?

() Wacancy announcement E-Mail
() Employee Referral
() UNFPA Employment Website

() Social Media (Facebook, Linkedin, Twitter)

() Paper ad in newspaper/imagazines » Always remember to

() Job boards (Employment and career online services) “Save” before you submit
-, Job and Career Fairs your application.

() Other

* Are any of your direct relatives (Mother, Father, Sister, Brother, Daughter, Son) currently working

with I:«NFPA? * Click “Submit” when you
. have completed your
application.

* Please make sure to
answer all the required

e TN information.
Exit Application (Sﬂ‘-’e /| SHWtD

e

() No
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LA
STEP 5: REVIEW YOUR APPLICATION

- After you click “Submit”, you will go to “Review Application” Page.

* Are you a holder of a Green Card of the United States?
® Yes

@ No

\

« If you see a mistake, please click “Return to Previous
Page” at the page bottom to correct your application.

» If you are OK with your application, please click
“Continue”

IMPORTANT: Please review your application. Click ‘Continue’ to submit.
Return to Previous Page
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STEP 6: SUBMIT APPLICATION

» Once application is completed, and reviewed
» Click “l agree” to the terms” and click “Submit”.

Submit Application

test unfpa
You are applying for:  Eygluation Adviser, Evaluation Branch, Division for Oversight Services, ICS-12

Terms and Agreements,

| certify that the stateghents made by me in answer to the foregoing questions are true, complete and correct
the best of my knowjedge and belief. | understand that any misrepresentation or material omission made
this application (or gther documents requested by the organization) renders a staff member of the United
Nations liable to tefmination or dismissal.

d to supply documentary evidence which supports the statements you have mad

@ agree to these terms ) 1do not agree to these terms

Return o Previous Fags | You will be directed to “My
Applications Page”

» Click OK, your application
IS now submitted
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STEP 7: CHECK APPLICATION STATUS

» To check your application visit https://erecruit.partneragencies.org/
» Once you login, you will go to your account page.
» Click on the applications.

Step by Step Guide to Applying | FAQ
Job Openings My Ap#lications Job Search and Alert Logout

Welcome test

Personalloformatio
Current Job Openings
- Job Closing Date %
Aob 3 ite Opening (Midnight Geneva ) LEnel et
I%/gll#aztion Adviser, Evaluation Branch, Division for Oversight Services, 1666 Ongoing
testing for position number 2226 Ongoing

« IMPORTANT: If the “Recruiting Status” is
open, you can make changes to an
application that was already submitted. You
can edit and resubmit your application.

» However, if the “Recruiting Status” is closed,
you will not be able to edit your application.



https://erecruit.partneragencies.org/

el
STEP 8: SET UP JOB ALERTS

* Login your account and click on

Job Openings My Applications

Welcome test

Personal Information
5 Applications

Current Job Openings

: Job Closing Date 3
Sotitle Opening (Midnight Geneva) #me Left
%gllglgtion Adviser, Evaluation Branch, Division for Oversight Services, 1666 0Ongoing
testing for position number 2226 Ongoing

. o Step by Step Guide to Applying | FAQ i YO u Wi I I g O to “Sea rCh
Job Openings My Applications Job Search and Alert Logout . »
Job Openings” page.
» Click the expand “Search
JobID Duty Station Recruiting Localtﬁiilu Clzi;isr:g 1.1ir:e Left C ri te ri a ” i CO n to exp a-n d

United States, New

Job Search and Alert:| None [+

Evaluation Adviser, Evaluation Branch, Division for

Oversight Services, ICS-12 18688 vork peatguariers e th h It
UNFPA Surge Roster - Emergency Driver 2028 e Searc resu :

Togo, Lome Africa Ongoing
Programme Analyst 2042 Belarus, Minsk Headquarters 07/12/2013 8d 2h 51m

Nicaragua,
Secretary 2050 Managua Headquarters 08/12/12013 9d 2h 51m
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STEP 8: SET UP JOB ALERTS

Step by Step Guide to

lob Openings My Applications Job Search and Alert Logout
Search Job Openings Job Search and Alert:| None -
< Search Criteria * You will go to the detailed “Job
Hold down the Ctrl/Command button to select multiple options Search OpeningS” page.
Job Classification: Al = * You can search the jobs based on
Al eaina = your selection on Job Classification,
c icat . : .
il ! Recruiting Location, Duty Station
Recruiting Location: All and Grade.

RS

Select your search criteria, then
click “Search”. It will give you the

Duty Station: Al search result.

Afghanistan

Aland Islands « If you want to save your search,

Albania . “ ”
Algeria click “Save Search.

Grade: All =
ICS01/G1 —/

ICS02/ G2

ICS03/G3

ICS04 / G4 ) -

&
| search | | Clear >

e

Arab States
Asia and Pacific
Eastern Europe, Central Asia

1

[m] »

1
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el
STEP 8: SET UP JOB ALERTS

» If you want to set up your job alert and get email
notifications for the jobs you are interested in,
please “Save Search” first.

Search Job Openings Job Search and Alert:| None

< Search Criteria

* You will go to "Save
Search” Page.

Hold down the Ctrl/Command button to select multiple options

Job Classification: All
Administration

 Check the Job Alert Box.

Communication

 Then Click “Save”.

Recruiting Location: All ~
Africa E
Arab States
Asia and Pacific
Eastern Europe, Central Asia

Duty Station: All 4 = Step by St
Afghanistan
Algnd o E Job Openings My Applications Job Search and Alert Logout
Albania
Algeria ad .

— s 4 = Search lob Openmgs Job Search and Alert:| None [+]
L Save Segjch
ICS13/D1 &l

red Search Name i'l;egthinanceF"»

ICS14 /D2 -
Job Alert: l

Search ||  Clear " ) Cancel |
’ @
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el
STEP 8: SET UP JOB ALERTS

* Now in the “Job Search and Alert” Section, you will see the saved job
alert.

 When there are job openings that meet your criteria, you will get an email
notification from vacancy@unfpa.org.

» Please note that each applicant can set up a maximum of 5 job searches

and alerts
» If you want to change your job search or job alert, please select the job
search and alert you want to change.

Step by St
Job Openings My Applications Job Search and Alert Logout
Search Job Openings Job Search and Alert: | None [+]
Save Seargh
Sgored Search Name Test-FinanceP4
Job Alert: [¥] |

b

4 | Cancel |

Save
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mailto:vacancy@unfpa.org

GOOD LUCK!

Stay connected with us via:

- https://www.linkedin.com/company/unfpa
- https://twitter.com/UNFPACareers

- https://www.facebook.com/UNFPA
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https://www.linkedin.com/company/unfpa
https://twitter.com/UNFPACareers
https://www.facebook.com/UNFPA

