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STEP BY STEP GUIDE TO APPLYING IN THE E-RECRUIT SYSTEM OF UNFPA
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« Current Vacandies
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« Junior Professionals
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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
gender distribution and thersfore 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.

nals

General Requirements for Profes

Pre-requisites for employment with UNFPA generally include an advanced degree in 3 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.

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.
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UNFPA's online application management system, eRecruit, allows you to create a profile that can be updated
regularly and submitted for more than one vacancy.

How to Apply

Download the Step by Step Guide to Applving in the E-Recruit System of UNEPA. Please prit out the Guide for
your reference during the registration and application process.
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Go to “Job Seekers”.





Then go to “Current Vacancies”.





Make sure to read the “Step by Step Guide and then click on the link to Current Vacancies and “Apply Online”.


This will bring you into the eRecruit system.





Applicants can browse the vacancies without registering.  Just click on the hyperlinks to see the detailed job descriptions.





Before applying to any of the vacancies, users must register.  Returning users can login using their user name and password.





To register: Enter username and password and repeat the password.  Then click ‘Register’.





TIP:  We recommend that you apply to only one vacancy first to establish your profile and enter your work history etc.  Once you have completed this first application, you can easily submit the application form for any of the other vacancies.





You can now select one or several vacancies for which you would like to apply.  Click on the little square boxes to select vacancies and then click the ‘Apply Now’ button.





This is what the page looks like after you have registered.





On this page you are asked to confirm that you will complete all parts of the application form.  Please make an effort to do this.  Otherwise, we might not be able to consider you application.





Create your profile as appropriate.





Please fill in the fields of this page, then click the ‘Save’ button.





This is a very important button!  Each time you complete one of the sections of the application form and return to the main application page, make sure to save the information you have entered.  Never close the application before saving.





Now the profile information appears on the next page.  The profile can be edited at any time by clicking the ‘Edit Profile’ hyperlink (for example to add an email address or change a telephone number etc.)





The first part that you may want to complete is the ‘Cover Letter & Documents’ part.





There are three possible options: 


- Adding a cover letter


- Adding a list of publications


- Adding any other document





Choose a document type.





Then copy and paste or type into the box.  The system allows 5000 characters of text.





After clicking the ‘Cover Letter and Documents’ hyperlink you will reach this page.  





TIP:  You can have only one of each type of documents.  E.g. there can only be one cover letter per application.





The system will save your cover letter like any other application data and show it in any subsequent application.  If you would like to have specific cover letters for each application, you can just overwrite your ‘old’ cover letter in each new application.





Here you can see the sections of the application form that we are asking you to complete.  By clicking on the hyperlinks you will reach the sub-page where you will enter information such as work experience etc.





When you click the ‘Add Work Experience’ hyperlink you will reach this page.  For each of the jobs in your work history, please enter start and end date, employer, job title and city.  Then enter the description of your duties. 





After completing this part, you can ‘Return’ or ‘Add More’ work experience.





TIP:  You can easily copy and paste the description of your duties from your CV or from your P11 form.








When you click the ‘Add Post-Secondary Education History’ hyperlink you will reach this page.  Enter the degree and major that comes most closely to the ones you hold.  Note that the exact date of the graduation is not required.


To get back to the main page, press ‘Return’.





When you click the ‘Add Language’ hyperlink you will reach this page.





You can look up a language by clicking the little icon that looks like a magnifying glass or you can enter the first letters of the language (e.g eng for English, fre for French etc.)





TIP:  Every time you come back to this page, take a moment to scroll up or down to the ‘Save’ button to avoid losing any information in case the system time out etc.





The information you have entered on the different sub-pages appears on the main application page.





At the bottom of the main page, please answer the questions by clicking on the appropriate fields.





After you have completed all sections of the application form, you can submit the application by pressing the ‘Submit’ button.





Agreeing to these terms is legally binding.  Clicking this button before submitting the application is the equivalent of a signature on the P11 form.





TIP:  If you want to make changes to an application that was already submitted just apply again.  All your information is stored under your username and will appear in the new application.  By ‘applying again’ you can make any changes you would like and submit the application again.
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