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Main Steps and Timelines of Selection Process

The overall selection process from when a vacancy closes to when an offer is made to the selected candidate is between 2 to 6 months.
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Vacancies advertised on UNFPA’s website (for international posts and local posts in New York), local posts outside 
HQ are advertised locally.

Applicants must apply before closing date via e-recruitment system for international posts (or local posts based in 
HQ in New York). For other positions advertised locally, vacancy announcement will specify application process to 
be followed.

After closing date, all applications are reviewed against job requirements specified in vacancy announcement, and a 
number of candidates are short-listed for assessement. Short-listed candidates are contacted by UNFPA and invited 
to participate in the evaluation proccess.

Candidates are evaluated by means of competency-based interview (conducted in-person, by video-conference, or by 
telephone). This may be supplemented by testing and use of other assessment tools. The candidate is requested to 
provide recent performance evaluations, the candidates’ references are checked and qualifications verified.

Candidate evaluations are considered and selection report together with hiring recommendation is submitted to 
Compliance Review Board (CRB).

CRB reviews submission to ensure selection process and criteria have been correctly applied, and submits 
recommendation to Executive Director for decision.

Once decision has been made the selected candidate is notified and provided with offer of employment. Other 
interviewed candidates who are not selected will be notified. If they were found suitable they may be contacted to see 
if they would like to be placed on roster for future openings of same vacancy.
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At the Interview

UNFPA would normally short-list around 4 to 6 candidates to 
participate in interviews for a position. UNFPA uses interview 
panels to conduct interviews. There would normally be 3 
members on a panel: a representative from the Department of 
Human Resources, a representative from the Hiring Office, and 
a representative from another Office within UNFPA (normally 
an Office that the selected candidate would often interact with 
during the course of his/her work).

The interview could be conducted via telephone, video-
conference, or in-person (depending on the location and facilities 
available to the candidate). The interview would normally be 
between 45 minutes to an hour in duration. During this period, 
you would typically be asked between 5 to 10 interview questions. 
At the end of the interview, you will have the opportunity to ask 
any questions you may have.

UNFPA conducts interviews utilizing a competency-based 
interview approach. This type of interview operates on the 
premise that a person’s past behavior is the best indicator of 
future performance. This approach provides valuable insights into 
a person’s preferred style of working and helps predict behavior 
that can be expected in future situations.

Interviewers will pose a series of questions, asking you to provide 
examples from your past experience that show you demonstrate 
certain competencies or skills. The type of competencies that 
you may be asked to provide examples for include: Leadership, 
Influencing, Integrity, Team work, Cultural sensitivity/ Valuing 
diversity, Fostering innovation and empowerment, Developing 
people / Coaching and mentoring.

Interviewers will seek to generate a STAR interview response, 
namely they will expect you to:
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If I am requested to interview with 
UNFPA what can I expect?

Situation 

Task

Action

Result

Describe the situation that fits the question 
you have been asked

Briefly discuss what your task was in relation 
to the situation

State what actions you took and why

What was the result of your efforts


