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• Established in 1945 in the UN Charter
• One of 6 organs headed by Secretary-General
• Main mandates relating to development, peace and 

security, humanitarian aid, human rights.
• 193 Member States
• 37,500 staff (offices in 6 continents; 38 field missions; 

130+ Resident Coordinator Offices)
• 46% in field missions
• Over 89,000 uniformed personnel in field missions

The United Nations 
Secretariat



Evolving world

• Climate Change
• Inequality
• New patterns of violence
• Advance in technology 
• Changes in population



Decade of 
Action

• Mobilize everyone, 
everywhere

• Demand urgency and 
ambition

• Supercharge ideas to 
solutions



"Together we can learn from peoples across the world how we 
can improve in tackling the global challenges of our time.“

Secretary-General António Guterres

UN75 Toolkit (www.un.org/UN75)

You can participate 
in UN75!

• Social media and online discussions
• Survey



• Diverse workforce (nationals from all member states)
• Women and men
• Embrace the values and objectives of the Organization
• Demonstrate the competencies of the Organization
• Inclusive: young professionals, women, people with disabilities
• Multi-lingual: English and French are working languages; Arabic, Chinese, 

Russian and Spanish are other official languages

Who are we looking for?

Help us create a better world – contribute your talent with pride 
to advancing the objectives of the UN!!



Opportunities
Internationally-Recruited
• Young Professional Programme (YPP) – 0 years WE
• Regular Vacancies 
• Language Competitive Exam (LCE)
• Junior Professional Programme (JPO)

Locally-Recruited
• National Professional Officer (NPO)
• General Service

Other
• Temporary Job Openings
• Consultancies
• United Nations Volunteers (UNV)
• Internship Programme – 0 years WE



Audit
Administrators
Aviation
Cartography
Conference and Language Staff
Drug Control & Crime Prevention
Demographics
Economic Affairs
Electoral Affairs
Engineering
Information and Communications 
Technology
Information Management
Library Science
Logistics

Procurement
Medical
Programme/Project Management
Security
Humanitarian Affairs
Human Rights
Legal Affairs
Political Affairs
Public Administration
Public Information, Radio & TV
Rule of Law 
Social Affairs
Statistics
Supply Chain

Opportunities



Benefits of working in the UN
Enabling and flexible 
work Environment  
Family-Friendly 
Policies

Mobility 
Focus on Learning and 
Development

Competitive 
Salaries

Competitive 
Salaries

Home LeaveHome Leave

Maternity & Paternity 
Leave

Maternity & Paternity 
Leave

Pension benefits

Health 
Insurance

Education GrantEducation Grant

Mentoring 
Programme for 

New Staff

Mentoring 
Programme for 

New Staff

Development & 
Learning 

opportunities

Development & 
Learning 

opportunities



Regular Recruitment Process



Searching for Job Openings



Creating profile and application

Before applying:

• Consider your interest, passion and strengths

• Familiarize and understand the job opening: location, functions and 
requirements

• Ensure you provide information about your qualifications and how they 
meet the requirements of the position and the needs of the hiring office



Creating profile and application

Before creating your profile and application gather information:

• Personal Information
• Education qualifications (university degrees, academic qualifications, 

training, etc.)
• Employment history: List all past and present employments, 

responsibilities, achievements, periods of employment, names of 
supervisors, contact details.

• Languages: List all languages you know, including mother tongue
• Publications, References
• Cover letter



Creating profile and application

Employment history:
• Duties and achievements: 

Describe/list your responsibilities with careful attention to the job opening  
Describe how well you did your job and your achievements by providing specific 
examples where you made an impact or contribution - use figures (e.g. budget 
size; number of supervisees; number of partners)
Be concise, specific, and honest. 
You may use up to 5000 characters (about 1000 words).

• Advisable:
Start with action verbs
Current job:  present tense
Past job(s): past tense
Fill as many fields as possible
Spell check!!



Creating profile and application
Job Fit Questionnaire NEW!

• Substantiate your experience, qualifications, achievements
• Examples:

• Over 15 years of progressively responsible professional experience, of which at 
least 5 years are in human resources management, leadership development 
and learning, policy formulation and implementation, and organizational 
development initiatives is required. Please explain below how your experience 
meets this criterion using examples.

• Experience in design and implementation of forward-thinking and innovative 
business practices, organizational reform and change management is required. 
Please explain below how your experience meets this criterion using examples.

• Experience in building and maintaining effective partnerships across 
organizations is required. Please explain below how your experience meets this 
criterion using examples.



Creating profile and application
Cover letter:

• Customize your cover letter for each job opening 

• Cover Letter Structure:
Open with a statement of interest and passion
Summarize and describe how your qualifications, knowledge, and skills 
match the job you are applying for.
Highlight a couple of most relevant achievements.
Close with a brief recap and commitment

• Your cover letter is recommended to be brief, three to four paragraphs, not 
exceeding one page, and as targeted as possible to the position for which 
you are applying.



Summing up - Creating profile and application
Completing your application in Inspira
• Gather information and create your application/resume (university degrees, professional 

experiences, languages…)
• Find information about the job and understand the job before applying

Preparing the cover letter
• Describe how your experience, qualifications and competencies match the job 
• Highlight what makes you the best match 
• Brief (three to four paragraphs) and targeted

General tips for describing your experiences
• Be concise
• Use action verbs
• Avoid passive sentences and clichés 
• Customize the application to the job
• Highlight your achievements 

Job-fit-questionnaire in the job opening  – respond to questions truthfully based on evidence from 
your experience and qualifications.



• Competencies: The combination of skills, attributes and behaviors
which are essential for the staff.

• 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.

Competency-Based Interview



Core Competencies Managerial Competencies
Communication
Teamwork
Planning and Organizing
Accountability
Creativity

Client Orientation
Commitment to 
Continuous Learning
Technological 
Awareness

Vision
Leadership
Empowering Others
Managing Performance
Building Trust
Judgement and Decision-
making

United Nations Competencies 



Competency-Based Interview

UN Career portal – At your interview – Useful Tips for Your Interview + 30 minutes online
training on: “Competency-based Interviewing for Applicants”



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.



• 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!!

Prepare and Practice CBI



Prepare and Practice CBI
Response Structure
• Context

An overview of the situation:
What, when, how, who?
What were the key events and the time frame?

• Actions
What did you specifically do?
What was the reaction of clients, stakeholders?

• Results
What was the outcome, impact or results of your actions? How
did it turn out? What was the final result?

• Learning
What did you learn from it?
What would you do differently?



CBI – Do’s
• Make a good first and last impression. (“Thank you for this

opportunity”)

• Maintain eye contact with the person who asked the
question.

• Even on the telephone, smile.

• Listen carefully to the complete question. Make notes if you
are not sure. Ask to repeat the question.

• Keep to the point. Be succinct. Be as specific as possible.

• Provide concrete examples. Be honest.



CBI – 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.

• Not being truthful.



Interview Questions
• Professionalism:

Why are you interested in this job? Why are you the most 
qualified candidate? 
Give us an example of implementing an important project in 
xxx area. 

• Teamwork:
Can you give me an example of dealing with a difficult team 
member? What did you do? Anything you would do 
differently?

• Planning & Organizing:
Tell me about a time where you had a number of demands 
being made on you at the same time. How did you handle it?
Give us an example when you could not meet a deadline. 

• Creativity:
Give us an example of implementing a significant change. 



Interview Questions
• Client Orientation:

Tell us about a situation where you went above and beyond 
your client’s needs. 

• Communication:
Describe a situation where you had to use your listening 
skills. 

• Managing Performance:
Give us an example of dealing with a bad performing team or 
underperformer. 

• Judgement and decision making:
Tell us about a situation where your decision was not
consistent with your supervisor or senior management. What
was effective and what was not effective?



Follows Us!



Arigato Gozaimasu


