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

The United Nations does not charge a fee at any stage of the recruitment process (application, interview meeting, processing,
#raining or any other fees). The United Nations does not concern itself with information on bank accounts.

Applicants who are seriously being considered for a pasition will be contacted for an interview. For information on how to fil out
your application, please go to Creating your job application.
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This guide offers step-by-step procedures on how to search and apply for the 2010 NCRE Job openings published on the United Nations Careers Portal and using the e-tool inspira.
The preferred method for all applications to job openings published on the United Nations Careers Portal should be submitted electronically using inspira. 
General Remarks

All NCRE Job Openings are at the P-2 level, and there is one Job Opening per occupational group. It is recommended that you register and create a profile before submitting an application. When using the advanced search function of the Careers Portal (http://careers.un.org), you can find the NCRE Job Openings by selecting “P” for the “Category” and “P2” for the “Level”. 

Option 1: 
One possibility to apply is via the examinations page: http://www.un.org/Depts/OHRM/examin/ncrepage.htm.
On the left side of the screen, you will see the list of participating Member States. When you click on your country, the list of occupational groups will appear in the centre panel of the screen. Once you choose an occupational group, it will take you to a description of the discipline, and clicking the "apply now" button will lead to the "Login" page of the Careers Portal. If you are not registered yet, click on "Register Now" and complete the registration. Once registration is complete, the system will take you to the “Careers Home Welcome” page. On the right side of the screen is a box titled “My Career Tools”, where you can create your profile. It is important to fill in the two pages of the profile in detail and to save frequently while doing so. Once your profile is completed, you can create and submit your application for the Job Opening of the occupational group you are applying for. 

Option 2: 
Another possibility is to go through the Search Function of the Careers Portal: http://careers.un.org. You will find the NCRE Job Openings as follows: go to the search function of the Careers Portal at the bottom of the homepage. Use the "Search for Job Openings" function by selecting "Professional and Higher Categories" in the "Categories" section of the search function, and then choosing "P-2" in the "Level" section of the search function. The list of NCRE Job Openings will appear. Click on the Job Opening you are planning to apply for. On the page that will show next, you will find the "Apply Now" button, which will lead to the login page of the Careers Portal. If you are not registered yet, click on "Register Now" and complete the registration. Once registration is complete, the system will take you to the “Careers Home Welcome” page. On the right side of the screen is a box titled “My Career Tools”, where you can create your profile. It is important to fill in the two pages of the profile in detail and to save frequently while doing so. Once your profile is completed, you can create and submit your application for the Job Opening of the occupational group you are applying for. 
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IMPORTANT NOTE:
Applicants are required to choose one occupational group only. Applications for more than one occupational group will be disqualified.  If you have already applied for more than one occupational group, you must choose the most relevant occupational group and withdraw your application(s) from the other occupational group(s). Your application must be submitted through the website no later than 19 September 2010 (11:59PM EST). Late or incomplete applications will NOT be considered. 

For more information, please refer to the Examination Notice.

Applying to an NCRE Job Opening

Applicants should be aware that applying to a NCRE Job opening will require and be accomplished in several steps.

STEP 1: Search for Job Openings

 It is important to remember that login is not required when searching for job openings; however, a one time registration and creation of a login account is required in order to enter or update any information or to submit an application
STEP 2: Register and login to Inspira
In order to apply to a NCRE job opening, a one-time registration and creation of login account is required by completing the registration process. We will strongly advise that you complete the registration process before you submit an application. Also, the registration process and the creation of a profile has to be completed in a single session; otherwise data entered for an uncompleted registration will be lost. After a successful registration, you must use the same login account when returning to the system in order to access previously entered information.

STEP 3: Create and Update My Profile

Enter all needed pertaining to your personal information i.e. name, address, phone number and e-mail. It is this information that the United Nations will use to contact you during the application process.  

STEP 4: Complete the Application

Under this section, several steps will require your action. Education and Work Experience, Skills, References, and Cover Letter and Additional Information you may wish to add (certificate, copy of diploma or transcripts). Prepare your application and answer all pre-screening questions.

STEP 5: Submit the Application

Submit your application as early as possible and before 19 September 2010. You will receive an e-mail acknowledgement confirming successful submission of your application for the NCRE job opening.

Checklist 

It is recommended to have the following information on hand before creating your profile

a.  Employment details as follows: (Not required for NCRE participation)

· Name(s) of current and previous employer(s) if any as well as their Postal address(es)

· Employer contact numbers. (phone & fax) 

· Jobs held (current and previous, if any)

· Name(s) of supervisor(s)

· Email address(es) of supervisor(s)

· Employment start and end dates, Salary history, Duties performed on a daily basis for each job held, Summary of achievements for each job held

b. Education details as follows: 

· Name(s) of educational institution(s) attended from age 14

· Course(s) attended  and Course start and end dates

· Diploma(s)/degree(s) obtained

· Postal address(es) of educational institution(s) and Website(s) of educational institution(s) attended

· Copies of Certificates 

· Cover letter (ready to be uploaded)

Remarks on Inspira
Each page provides various navigation features for quick access to information. A typical inspira page may include:

· Buttons appear as rectangles. They execute specific commands such as the following:

· Save & Add More which allows you to save an entry made and add a new record;

· Save & Return which allows you to save the entries made and return to the main page associated with the workflow;

· Save which allows you to save all data entries you made in the system.

· Drop-down arrows provide a list of items to select from. By default, one choice is visible in the field. Click on the drop-down arrow to reveal additional choices.

· Hyperlinks redirect to another page associated with the selected workflow where additional information can be viewed or entered, i.e. First, Previous, Next, Last which allow you to sort through the first, previous, next and last pages respectively.

· Fields marked with an asterisk (*) are required fields that need to be completed.

· When completing the application, remember to save regularly to avoid losing information as the system times out every sixty (60) minutes after inactivity.

· Any changes you make to your profile will automatically be reflected in all of your application(s). 

· You can update the information in your profile at any time except for the following fields: First Name, Last Name, Date of Birth and E-mail Address.
Tips:
· It is important to remember that login is not required when searching for job openings; however, a one time registration and creation of a login account is required in order to enter or update any information or to submit an application. 

· We will strongly advise that you complete the registration process before you submit an application. Also, the registration process and the creation of a profile have to be completed in a single session; otherwise data entered for an uncompleted registration will be lost. After a successful registration, you must use the same login account when returning to the system in order to access previously entered information.

NOTE: All fields marked with an asterisk are required fields

External applicants who encounter problems using inspira should send an online help request specifying the issue to inspirasupport@un.org. An e-mail shall be sent to acknowledge receipt of the request and to provide the ticket number assigned for each problem reported. Should solving the problem require subsequent correspondence, please always refer to the particular ticket number assigned to a specific problem reported.

Option 1

Step 1: 

From the UN Careers Portal http://careers.un.org/, click on the link for the National Competitive Recruitment Examination.
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Step 2: 

Once directed to the National Competitive Recruitment Examination webpage, scroll down and select click here.
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National competitive recruitment examination (NCRE)

The United Nations is looking for highly qualified candidates with various academic backgrounds
in polifical, economic, social, legal, administrative and other fields who are ready to start a
professional career with the Organization.

The national competitive recruitment examination is @ long-standing, recruitment inifiative that
brings new talent to the United Nations through an annual entfrance examination. For young,
high-caliore professionals across the globe, the exam is a platform for launching a career as an
infernational civil servant.

Are you eligible to participate in the national competitive recruitment
examination?
Do you hold at least a first-level university degree?

Are you 32 years old or younger by the end of this year?

Do you speak either English and/or French fluently (knowledge of other official United Nations
languages are an asset|2

The exam is held worldwide and is open fo nafionals of Member States participating in the

annual national competitive recruitment examination - the list of participating countries is published annually and varies from year

toyear.

The exam tests your substantive knowledge, analytical thinking, drafting abilfies as well as your awareness of intemational affairs.
Once you have passed the exam you are then put on a roster until you are matched with a suitable job opening. Initially you will
be appointed for two years and then reviewed for a continuing appointment.

The Organization promotes mobility within and across duty stations and job families. As a new recruit you are strongly encouraged
to work in at least two different functions within your first five years of service. You will be offered orientation and mobility training as
well as career support. This will help you adapt and accelerate the learning period leading to productive work and job safistaction
as an infemational civil servant. The Office of Human Resources Management presents staff with the available opportunities and
facilitates these moves through a managed re-assignment programme.

For more information on the procedure of these examinations, the eligibi

lity requirements, application procedure, salary and

benefits as well as NCE related frequently asked questions, please click here.
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Step 3: 
Access the examination page: http://www.un.org/Depts/OHRM/examin/ncrepage.htm. 
On the left side of the screen, you will see the list of participating Member States. 
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Step 4: 
When you click on your country, the list of occupational groups will appear in the centre panel of the screen. The example below shows the country page for Afghanistan. 
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Step 5: 
Once you have chosen an occupational group, it will take you to the description of the discipline. 
Click on [Apply now].
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ADMINISTRATION
(OCCUPATIONAL GROUP DESCRIPTION)

Work periormed within this group relates fo @ wide range of assgnments in fhe provision of staff support 1o the infenal operafions and projects o
ihe crganization. These varous areas of support inciude, but are not imited o, he folowing:

1. Management of staff resources, which includies work concerned with formuiafing and implementing poicies reiafing fo fhe management o
human resources for fhe Organzation and conducting programmes concerning staff recruitment, fraining, caresr Gevelopment, promofion
compensation, benefs and staff-management refations

2. Budgst analyss, which includes work concemed wilh reviewing fhe budgetary requiements of fhe Organizafion and making
recommendiations on the appropriafion of funding levels and revenue projections

3. Monagement analyss, which includes wor concemed with reviewing, examining and evaluating organizafional structures and
management systems it aiso includes recommendafions 1o fne management regarding changes in organzational siructure, management o
Physcal, financial, and human resources, organization methods, Procedures, forms and records management o promoe efficiency within unts

4. Procurement management, which includes work concemed with negofiafing and confracting for the purchase or rental of equipment,
Eroducts, suppies and services

5. Acministiafive support, which Includes work of o general adminsatve nafure concened with providing sfaff servicss for management such
a5 personne! processng, budge! preparation contral, housskeepng and sUppies

6. General Service management, which inciudes work concemed with the management. mainfenance and securty of the pryscal piant
facifies, communicafion systems and fransporiation systems of the Organizafion; the direction of acfivites of staff engaged i the operation and
maintenance of equipment and facifies, and amanging and morvtoring fhe work of ouside Confractors n s area:

7. Project adminsiation inciudes wark concemed with providing stoff suppart 1o fhe Organzafion's fechical asssiance, dsaster refef and
‘economic development projects. Dufies include Preparing budges for projects, PUIChasing suppies, developing staffing requrements and work
lons, mobizng refel in @ disaster stuaton, ananging such ofner services necessary 1o facTate compiefion of prajects, and researching and
deveioping disaster refet pians n cooperafion wih ofer countres.

Acceptabie frstevel universty degrees for consdieration by the Board for candidates apBlng In Adminsiration ore os folows: PUBIC or Busness
Acministiafion, Commerce, Matefing, Human Resources Management or ofher relevant discipine.

Exomingiion samoie
Done T e aoon -





Step 6:
On the Job opening details webpage, click again on the [Apply now] button and it will bring you to the "Login" page of the Careers Portal
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Step 7: 
If you are not registered yet, click on "Register Now" and complete the registration.
NOTE: All fields marked with an asterisk are required fields
[image: image7.png]Applicant Home - Windows Internet Explorer

{9 = ] hpsiffnsiva.un.crglpsc/UNCAREERS/EMPLOYEEHRMS/c/HRS._HRAMLHRS_CE.GEL7Pag:

RS_APP_LOGIN _EXPEAction=A¢

Fle Edt View Favortes Took Help

Appicent Home

¢ ) s

wyCcareers

Login

UN Secretariat staff members click here: UM Secretariat Staff liembers (Login

User Name:

Password:

o9 | Loginelp Reqitertion

‘The United Nations Secretariat s transitioning to a new online recruitment system. During this transition

period, both the previous Galaxy recruitment system and the new system will unin parsliel

Galayis used for job openings in Field Hissions (peacskeeping and special poliical missions) as well

‘as job openings in the rest of the Secretariat that were posted prior to 22 April 2010.

Click here to log into the Galax recruitment svstem.





Step 8: 

Complete the registration information. Remember your username and password.
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Step 9: 
If you have completed your registration, enter your “User Name” and “Password”
[image: image9.png]Applicant Home - Windows Internet Explorer,

[CISM (€] hitpssfinspira.un orofpsc/UNCAREERS/EMPLOYEE HRMS]c/HRS_HRAM.HRS_CE.GBL7Page=HRS_APP_LOGIN_EXPEACt

Fle Edt View Favortes Took Help

z
VV V United Nations

grcareers

Login

UN Secretariat staff members click here: UM Secretariat Staff liembers (Login

User ame: [jachen1z3 | passwore: |

o9 | Loginelp Reqitertion

‘The United Nations Secretariat s transitioning to a new online recruitment system. During this transition
period, both the previous Galaxy recruitment system and the new system will unin parsliel

Galayis used for job openings in Field Hissions (peacskeeping and special poliical missions) as well
‘as job openings in the rest of the Secretariat that were posted prior to 22 April 2010.

Click here to log into the Galax recruitment svstem.





Step 10: 
After logging in, you need to create your profile by accessing on the right side of your screen the box titled “My Career Tools”. Select “My Profile” and enter all required information. It is important to fill in the two pages of the profile in detail and to save frequently while doing so.
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Step 11: 
To access all NCRE Job openings, in the box “Basic Job Search”, enter the following

Keywords: NCRE*

Posted: Anytime

Click [image: image11.png]Search
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Step 12: 

And it will show all NCRE Job Openings, select a job opening.

IMPORTANT NOTE:
Applicants are required to choose one occupational group only. Applications for more than one occupational group will be disqualified.  If you have already applied for more than one occupational group, you must choose the most relevant occupational group and withdraw your application(s) from the other occupational group(s). Your application must be submitted through the website no later than 19 September 2010 (11:59PM EST). Late or incomplete applications will NOT be considered. 

For more information, please refer to the Examination Notice.
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Step 13: 
Once you select the job opening you are interested in applying, you will be directed to the Job opening details. Click on the [image: image14.png]Apply Now




  button.
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Job Opening

Job Title: NCRE-ASSOCIATE ADHINISTRATIVE OFFICER

Departmentl Office:  OFFICE OF HUMAN RESOURCES HANAGEHENT

Duty Station: OTHERVIENNASANTIAGO'ADDIS
ABABANAIROBIBEIRUT BANGKOKNEW
YORKGENEVA

Posting Period: 7 June 2010-19 September 2010

Job Opening number: 10-ADH-HUIAN RESOURCES WANAGEMENT-15522-P-NEV/ YORK.

United Nations Core Values: Integrity, Professionalism, Respect for Diversity.
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0rg Setting and Reporting

‘These positions are located throughout the United Nations. They encompass sub-functional
‘specialities such as human resource sgministration, planning, programming/budgeting, and
implementing, monitoring and evaluation of business functions. The Associate Administrative
Officer usually reports to an Administrative Officer, Executive Officer, Head of the Unit orto 3 Chist
Administrative Officer. There is 3 functional reporting relationship to the various ofices in the
Department of Wanagement,

Responsibilties

“The duties of an Associate Administrative Officer are likelyto include, but not imited to: (These
duties are generic and may not be cartied out by all Associate Administrative Officers.)

« Management of staff resources, which includes work concemed with formulating and
implementing policies relating to the management of human resources for the Organization and
conducting programmes concerning staffrecruitment raining, career development, promotion,
compensation, benefits and staf-management relations:

« Budget analysis, which includes work concemed with reviewing the budgetary requirements of the
Organization and making recommendations on the appropriation of funding levels and revenue
projections:

« anagement analysis, which includes work concemed with reviewing, examining and evaluating
organizational structures and management systems; t also includes recommendations to line
management regarding changes in organizationsl siructure, management of physical, financial
and human resources, organization methods, procedures, forms and records managementto
promote efficiency within units;

« Procurement management, which includes work concemed with negotiating and contracting for
the purchase or rental of equipment, products, Supplies and services;

« Adminisrative support, which includes work of a general administrative nature concerned with
providing staff sevices for management such as personnel processing, budget preparation control
housekeenina and supolies:





Step 14:
Once logged you will be asked to select the button “I wish to continue”, then click on [image: image16.png]Continue
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Step 15: 
Complete the application in its entirety in one session.  It is important to save frequently while doing so. Once your application is completed and reviewed, click on [image: image18.png]Submit
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Step 16 : 
Once you have submitted your application, you will be directed back to Careers Home and it will show that you have correctly sent an application.
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NOTE:

Submit your application as early as possible and before 19 September 2010. You will receive an e-mail acknowledgement confirming successful submission of your application for the NCRE job opening.
OPTION 2
Step 1: 
Go to the Careers Portal : http://careers.un.org. Click on Job opening under the column “How to apply?”, and click on the link “Job openings”.
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Step 2 : 
By clicking on Job openings, it will lead you to the full list of Jobs offered by the United Nations. Go to the "Search for Job Openings" function at the bottom of the page. 
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Step 3: 
Select “Professional and Higher Categories" in the "Category" section and then choose "P-2" in the "Level" section of the search function. And click Search.
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Step 4:

There will be two pages of NCRE Job openings. It is strongly encouraged that you to consult the link “Creating your job application” before you submit an application.


Step 5: Once you select the job opening you are interested in applying. You will be directed to the Job opening details. Click on the “Apply now”
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The United Nations does not charge a fee at any stage of the recruitment process (application, interview meeting, processing,
#raining or any other fees). The United Nations does not concern itself with information on bank accounts.

Applicants who are seriously being considered for a pasition will be contacted for an interview. For information on how to fil out
your application, please go to Creating your job application.
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Step 5: 

Once you select the job opening you are interested in applying, you will be directed to the Job opening details. Click on the “Apply Now” button.
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Departmentl Office:  OFFICE OF HUMAN RESOURCES HANAGEHENT
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YORKGENEVA

Posting Period: 7 June 2010-19 September 2010

Job Opening number: 10-ADH-HUIAN RESOURCES WANAGEMENT-15522-P-NEV/ YORK.

United Nations Core Values: Integrity, Professionalism, Respect for Diversity.
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0rg Setting and Reporting

‘These positions are located throughout the United Nations. They encompass sub-functional
‘specialities such as human resource sgministration, planning, programming/budgeting, and
implementing, monitoring and evaluation of business functions. The Associate Administrative
Officer usually reports to an Administrative Officer, Executive Officer, Head of the Unit orto 3 Chist
Administrative Officer. There is 3 functional reporting relationship to the various ofices in the
Department of Wanagement,

Responsibilties

“The duties of an Associate Administrative Officer are likelyto include, but not imited to: (These
duties are generic and may not be cartied out by all Associate Administrative Officers.)

« Management of staff resources, which includes work concemed with formulating and
implementing policies relating to the management of human resources for the Organization and
conducting programmes concerning staffrecruitment raining, career development, promotion,
compensation, benefits and staf-management relations:

« Budget analysis, which includes work concemed with reviewing the budgetary requirements of the
Organization and making recommendations on the appropriation of funding levels and revenue
projections:

« anagement analysis, which includes work concemed with reviewing, examining and evaluating
organizational structures and management systems; t also includes recommendations to line
management regarding changes in organizationsl siructure, management of physical, financial
and human resources, organization methods, procedures, forms and records managementto
promote efficiency within units;

« Procurement management, which includes work concemed with negotiating and contracting for
the purchase or rental of equipment, products, Supplies and services;

« Adminisrative support, which includes work of a general administrative nature concerned with
providing staff sevices for management such as personnel processing, budget preparation control
housekeenina and supolies:






Step 6: 
If you are not registered yet, click on "Register Now" and complete the registration. 
NOTE: All fields marked with an asterisk are required fields
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‘as job openings in the rest of the Secretariat that were posted prior to 22 April 2010.

Click here to log into the Galax recruitment svstem.





Step 7: 

Complete the registration information. Remember your username and password.
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Step 8: 
If you have completed your registration, enter your “User Name” and “Password”.
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For the next steps, please refer to OPTION 1 Step 10 on page 14 of this guide.
2010 National Competitive Recruitment Examinations (NCRE)





Step by Step Guide to





Applying for the 2010 NCRE Job Openings


In the UN Careers Portal
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