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JPO Service Centre

How to join For Countries For UNRC Offices For UNDP Offices For UN Agencies

For JPOs & SARCs

Home > For JPOs & SARCs > Learning and Career Develepment >  Managing Your Career >  Applications & Interviews > Cover Letters

Pre-departure briefing C Ove r Lette rs

Employers use a cover letter to quickly make a
Leamning opportunities at UNDP decision about whether an applicant

demonstrates the background and professional

experience for an advertised position.

Orientation Trainin
9 It is likely that your cover letter will be one out of

many hundreds of cover letters that an employer
will receive. This is why it is essential to make

¥ Training Allowance
yours stand out from the crowd

An effective cover letter will accomplish the

JPO & SARC Workshops

following
1. Make a positive firstimpression on the reader
Career Support for UNDP JPOs 2. Demonstrate that the applicant has understood the position and done their research
3. Clearly outline how the applicant’s experiences makes them suitable for the position

* Managing Your Career
Tips for an outstanding cover letter

The Career Management Cycle To get a call back for an interview, your cover letter needs to clearly demonstrate your relevant
experiences and be easy for the recruiter to follow. With that in mind, here are some tips to make

your cover letter stand out from the rest.
UNDP - JPOSCx 749« bCEMASHY
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How to join For Countries For UNRC Offices For UNDP Offices For UN Agencies

For JPOs & SARCs

Home » ForJPOs & SARCs > Learning and Career Development > Managing Your Career > Applications & Interviews > Reésumés

Pre-departure briefing Rés umés

. . in
L eaming apportunities at UNDP What is the purpose of a résumé?

A résumé is a document that gives an employer
a concise overview of your professional
experience, your educational background and
skills. Your résumé is the primary means of
marketing yourself and convincing a
prospective employer that you are the right
candidate for the job.

Orientation Training
¥ Training Allowance

JPO & SARC Workshops It is important to note that a résumé does not
necessarily need to showcase every single job
you have ever had. It should, however, always
be tailored to the position and highlight your -
most relevant competencies, achievements and

ificat o you N8 ar vhether v Il be long-listed
ualimcauons I N
* Manal Your Career q far an interview

Remember: A well written résumé will land you an interview; but it will not get you the job -

that's what the interview will do!

UNDP - JPOSCx 7%« bcHilHY

Career Support for UNDP JPOs

The Career Managament Cycle
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