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How to apply 
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Application process 

 

• Search for job 
openings 

• Understand the 

position and location 

• Create a profile and 

draft application 

• Apply to a job 
opening 

 

 

 

• Evaluation of the 
application 

• Assessment exercise 

• Competency-based 
interview 

• Background checks 

• Selection notification 

 



Searching for job openings 

http://careers.un.org 
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Searching for job openings 
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 Job Title:   Public Information Officer, P3 

 Department/ Office: DEPARTMENT OF PUBLIC INFORMATION 

 Duty Station:   NEW YORK 
 Posting Period:  5 May 2011-4 July 2011 

Competencies    
Professionalism:  

Knowledge of rules, regulations and policies relating the 
use of UN premises;  

Demonstrated ability to coordinate complex tasks among 
several entities;  

Evidence of ability to work under pressure and find 
creative solutions to practical challenges;  

Shows pride in work and in achievements; demonstrates 
professional competencies and mastery of subject 
matter; is conscientious and efficient in meeting 
commitments, observing deadlines and achieving results; 
is motivated by professional rather than personal 
concerns; shows persistence when faced with difficult 
problems or challenges; remains calm in stressful 
situations; 

Takes responsibility for incorporating gender perspectives 
and ensuring the equal participation of women and men 
in all areas of work. 

 

Communication:  

Speaks and writes clearly and effectively;  

Listens to others, correctly interprets messages from others 
and responds appropriately;  

Asks questions to clarify, and exhibits interest in having 
two-way communication; 

Tailors language, tone, style and format to match the 
audience;  

Demonstrates openness in sharing information and 
keeping people informed.  
 

 
 

 

Planning & Organizing: 
Develops clear goals that are consistent with agreed 
strategies; 

Identifies priority activities and assignments; adjusts 
priorities as required;  

Allocates appropriate amount of time and resources 
for completing work; 

Foresees risks and allows for contingencies when 
planning; 

Monitors and adjusts plans and actions as necessary; 
uses time efficiently.   

  

Education    
 Advanced university degree (Master’s degree or equivalent) 

in Public Relations, Communication, Journalism or related 
area. A first-level university degree in combination with 
qualifying experience may be accepted in lieu of the 
advanced university degree.    

Work Experience   

 A minimum of five years of progressively responsible 
experience in public information, journalism or related field. 
Experience in the organization and coordination of public or 
media events is required.  Experience in designing 
communication/information campaigns is desirable.    

Languages   

 English and French are working languages of the UN 
Secretariat. Fluency in English (both oral and written) is 
required; knowledge of the other is desirable. Knowledge of 
another UN official language is an advantage.    

Assessment Method    
 A written substantive assessment and/or                    

competency-based interview will be                                   
administered. 

 
 

 



Specialized Agencies, Programmes, Related 

Organizations, Funds and Other UN entities  

 

Step 1: Go to 

http://www.un.org/en/ 

Step 2: Click on “Structure and 

Organization” on the main page 

You will be able to access 

comprehensive links of agencies, 

programmes, organizations, funds 

and entities in the UN system 

http://www.un.org/en/
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Before preparing your application 

 

• Understand the position and location 

 

• Improves your ability to position yourself to meet 

the needs of the hiring office 

 

• Saves time and reduces frustration that results 

from applying for jobs not suited to your 

strengths, aspirations and personal circumstances 



Register and sign in 

 



Creating a profile & preparing an application  

inspira 
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 Personal History Profile (PHP) 

 

• Personal Information 

 

• Education and publications 

 

• Employment history 

 

• Languages 

 

• References 
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Personal History Profile (PHP) 

(Employment history) 

Description of Duties 

 

• Duties: 

o What you did in your job 

 

• Describe your responsibilities 

with careful attention to the 

vacancy for which you are 

applying 

 

• Use 

o Current job:  present tense 

o Past job(s): past tense 

Summary of Achievements 

 

• Achievements: 

o How well did you do in your 
job                                             

 

• Provide specific examples 

where you made an 

impact/contribution in the 

positions you have held 
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 Cover Letter 

• Describe how your experience, qualifications and competencies 
match the specific position 

 

• You can distinguish yourself from other candidates by highlighting 
what makes you a good match for the position 

 

• Structure 

 

o Open with a statement of interest 

o Summarize your qualifications, experience and competencies 
relating to the specific positions 

o Close with a brief recapitulation 

 

• Make it impressive and customize it 
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 Additional Tips 

 

• The UN will first get to know you through your 

application/PHP 

• Be truthful, accurate and specific 

• Make your words count 

• Prepare application/PHP offline using a word 

processor application (e.g. MS Word) 

• Print application/PHP on screen or paper to 

proofread and review 

• Save your applications 
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Thank you  

 

Merci  

 
ًشكرا   

 
谢谢  

 

Gracias  
 

Спасибо 

www.un.org http://careers.un.org 

.com/UN.Careers 


