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At a glance...

Overview

The United Nations posts job openings electronically on the United Nations 
Careers Portal (http://careers.un.org) and only accepts applications to job 
openings electronically. When applying to a job opening, be sure to submit your application well 

before the deadline date stated in the job opening as Job openings posted on the Careers Portal 
are taken off at midnight (EST) on the deadline date. 

Once you apply to a job opening, your application will go through a pre-screening process. The 

process checks the information you entered in your application against the eligibility criteria 

established for that job opening. Applicants who pass the pre-screening process are eligible for 

further consideration.

You may search the compendium for available positions and/or create a Job Alert, which allows 
you the save specific criteria about the type of position you are looking for and receive a 

notification (via e-mail) when positions that match your criteria are posted.

Your application

The application will be used to evaluate your eligibility and suitability for the job opening, 

therefore, it is suggested that you:

• Prepare the application in advance even when there is no immediate intention to apply 

for a job opening to ensure a precise and effective application.

• Highlight the salient points in your background in relation to the job opening of interest. 

The more time and thought allotted in putting the application together, the more precise 

and effective the application will be. 

• DO NOT substitute your resume or CV for the application. It is not accepted and is      

considered neither a substitute nor a complementary document to a duly completed 

application. 

• It is important to complete all information about your education and work experience 

accurately. This information will be used for system automated pre-screening and it 

serves as the basis for evaluating your eligibility                                                                            

and suitability for a job opening. 

• When completing your work experience, list 

every position held and not only the most recent                                                                              

or  what is required for the position. In cases 

where you worked with one employer but held 

several positions, you must indicate every 

position held separately. This is important for 

determining your eligibility and suitability. 

• When completing your education details, ensure                                                                              

to include all institutions, listing clearly those                                                                    

academic credentials (degrees, certificates and                                          

diplomas)conferred.
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Non-Staff Members

Non-staff members must register with a valid e-mail address and 

create a login account in order to apply to a job opening, refer to 

Chapter 1, paragraph 1.3 in the Instructional Manual for the 

Applicant.

Log into inspira through the United Nations Careers Portal (http:>//
careers.un.org)and click on the Login link in the menu.

Once registered and logged in, proceed to create your profile.

Staff Members

Staff members are not required to register since you should have been 

pre-registered and provided with a login user name (your index 

number) and temporary password. 

Log into inspira using https://inspira.un.org. 

Review your Home and Permanent Address

1. A serving staff member who has active data on file with OHRM or a 

local human resources (HR) office will have a pre-existing user 

profile. 

2. A serving staff member is strongly encouraged to first review the 

accuracy of his/her postal address as pre-recorded in inspira 

before making any updates to My Profile.

inspira: Log into inspira and select Self Service>Personal 
Information>Home and Mailing Address, then click Edit next to any 
information that is incorrect.

Login using your user 
ID and password

First time non-staff 
members must 

register and create a 
user account
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Complete My Profile
inspira: 

Non-Staff Members - Log into inspira and select Careers, then click on My Profile

Staff Members - Log into inspira and select Self Service>Recruiting Activities>Careers, then click My Profile. 

Update or complete the required information in 

all sections of the My Profile page. 

For Staff Members, some fields can not be 

changed, e.g. Permanent Address. The 

information is taken directly from the personal 

information in your IMIS file. To change the 

information, refer to the “Review your Home 

and Mailing Address”.

For Non-Staff Members, all fields can be 

changed with the exception of your User Name. 

Percentage of profile 
completed and each 

completed tab (3) of your 
profile will display a green 

check mark

Some fields cannot be 
edited depending whether 
you are a Staff Member or 

non-Staff Member. 

Don’t Forget!
Save your entries once you 
have completed each tab 

of your profile
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Create a Job Alert

You can save the job search criteria as a Job Alert and have the matching results sent to your specified e-mail address. You can create up to five 

(5) job alerts and they are valid for one (1) year.

inspira: From the Careers Home page, click on the Advanced Search link

Step 1 - Advanced Search

Click on the Job Search tab.

Step 2- Search Criteria

Enter the search criteria for which you want to create 

a job alert.

Step 3 - Save Search Criteria

Directs you to the Save Search page where you can 

name your job alert. 

Step 4 - Name your search

Enter the name of your Job Alert, it should be easy to 

identify, it is suggested that you include the position 

title, level and location e.g. HR Officer/P4/NY.

Step 5 - Use As Job alert
By default, this box is checked, if you do not wish to 

receive job alerts for future positions similar to this 

one, deselect the field.

Step 6 - Send Job alert notification to

Enter a valid email address where you want the Job 

Alerts sent 

Step 7 - Save Search

Click on ‘Save Search’, you will now be receiving job 

alerts that match the criteria entered. 

Step 1
Click on the Job 

Search tab

Step 2
Enter your search 

criteria

Step 3
Click on Save Search 

Criteria

Step 4
Enter the name of 

your search

Step 5
Select the Use as 
Job Alert field

Step 6
Enter your email 

address

Step 7
Click on Save Search 
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Complete your Application
You can complete your application in advance, without having to apply to a job opening.

inspira: 

1) From the Careers Home page, click on the Create Draft Application link.

2) On the Apply Now page, read the information, then select Confirm and click on the Continue button.

Your Application
Your application is comprised of six (6) tabs.

• Screening Questions - This section is blank, but 

will be populated with questions that are 

relevant to the position when you apply to a 

position.

• Preferences - Indicate your preferred field of 

work and preferred work location(s) in this 

section. 

• Education and Work Experience - Provide all 

details on your work history, educational 

institutions attended, and diplomas/degrees or 

equivalent academic qualifications obtained. 

• Skills - Provide details on skills you possess that 

are relevant to the position you are seeking.

• References - You are required to list three (3) 

persons as contact references who can attest to 

your work history and qualifications. You can 

include present or past supervisors, colleagues, 

mentors and/or thesis advisors, but do not list 

any family members. 

• Cover Letter and Additional Information - This 

section should be completed once you have 

identified a position. It allows you to create a 

cover letter that is specific to the position you 

are applying for, relating your skills and 

experience to those noted in the job opening. In 

addition, you can attach additional information 

that is required by the job opening.

• Preview and Submit - you can preview your 

application and when you have identified a 

position, you can submit your application.

All six tabs must be 
completed before you 

can submit your 
application

Each completed tab 
will display a green 

check mark

Screening questions will 
only appear when you 
apply to a position, at 
which time they must be 

completed
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Adding Academic Degrees - IAU/UNESCO List

Scenario 1 - Instituions listed in IAU/UNESCO

Step 1 - Adding Education Details

Click on the Education & Work experience tab. Click on 

the “Add Education” button.  The Add Education 

Details page will be opened.

Step 2 - Navigating “Add Education Details Page”

For the Add Education Details page, please ensure that 

the following required fields, indicated with an 

asterisk (*), are completed:

• Click on the dropdown “Type of Institution” 

and select “University/Tertiary”.

• Select country where attended

• For the question “Attended in the same 

country?” select “Yes”.  If you did not study 

in the same country, please select “No” and 

proceed to complete “Country where 

attended”.

• Type in the “City” where attended.

• Click on the “Name of Institution” look-up to 

search and select your institution from the 

IAU/UNESCO list. If you cannot find your 

institution, please refer to “Scenario 2”.

• Select “Degree/Diploma.

• Select “Main Course of Study”

• Select “Field of Study”

• Complete the remaining required fields, 

marked with an asterisk (*).

• Make certain to click “Save” after the 

completion of each section.
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Adding Academic Degrees - IAU/UNESCO List 

Scenario 2 - Institutions not listed in IAU/

UNESCO

If you do not find the name of your institution when 

clicking on “Name of Institution”, please complete the 

following steps:

• Type “Other Institution” in the “Name of 

Institution” field and hit Enter. The “Please 

enter name of institution” field will appear 

below.

• Manually complete the fields: “Please enter 

name of institution” and “City where 

attended”.  The field “Institution Web Site” 

is optional.

• Proceed with the remaining steps as with 

Scenario 1.

NB - When selecting “Military Academy”, “Other” 

or “Seminary” in the “Type of institution” field, 

the procedure will be identical.

Scenario 3 - Application is in Draft and you 

wish to submit this application

• When clicking the “Submit” button for your 

application, a message indicating 

incomplete information will appear.

• Go to the “Education & Work Experience” 

tab. A message with the details of the 

education entries to be reveiwed will be 

displayed.

• On the same page, in the “Education 

Details” section, click on the education 

entry you wish to review and re-enter your 

education details using the dropdowns and 

lookups for the highlighted fields, e.g. 

“Country”,  “Name of Institution” “Degree/

Diploma”.>

Upon submitting, 
“incomplete 

information” message 
appears.

In the “Education & Work 
Experience” tab, message 
will indicate education 
entries requiring review.

Select the education 
entry requiring 

review.
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Consult the IAU/UNESCO List

This feature is available for internal applicants only.   Inspira has an interface allowing you the opportunity to verify that your academic credentials 

were obtained from an institution recognized by the IAU/UNESCO World Higher Education Database.  

To consult the IAU/UNESCO list in Inspira, complete 

the following steps:

• From the “Main Menu” tab on the Home 

page, select: Self-Service > Recruiting 

Activities > Consult IAU/UNESCO list.

• Select the country from the dropdown 

menu.

• Click on the “Name of Institution” lookup to 

search and select your institution from the 

IAU/UNESCO list.

• From the “Degree/Diploma” dropdown 

menu, select the degree/diploma obtained.

• The level of the degree/diploma, as 

recognized by the UN, will be displayed.

Information concerning institutions in former 

countries and territories.

Institutions previously in the former countries or 

territories are listed in their current country or 

territory.

Questions and/or queries related to academic 

credentials.

For specific queries concerning academic credentials, 

please contact: academicsconsult@un.org.
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Choosing an Existing Application

When applying to a job opening, you can use a previously created or submitted application, or create a new application at the time you apply.

inspira: 1) Log into inspira and perform a job search.  

Step 1 - Apply Now
Select the job opening you are interested in and click on Apply Now.

Step 2 - Confirm
Review the information and select Confirm

Step 3 - Choose an application
Select Choose Existing Application

Step 4 - Select the Application
Locate and select the application you wish to use.

Step 5 - Modify
Review the application and modify the information 

according to the requirements of the job opening.

Step 6 - Apply to the job opening
Apply to the job opening, refer to the Applying to a Job 

Opening section for steps to perform.

By default, the last 
application create appears.

Locate and select the 
application you wish to use. 
Even those you have already 
submitted to another job 

opening.
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Apply to a Job Opening

 inspira: Log into inspira, locate and select the job opening of interest.

You can only submit one application to a job opening and if you withdraw your application, you can not resubmit it to the same 

job opening. In addition, once you apply to a position, you can not update your application associated to that job opening. 

Step 1 - Review and Apply
Review the requirements of the position and if 

interested, click on Apply Now. 

Step 2 - Select Application
Read the information provided on the Apply Now page, 

select Confirm, then select an existing application or 

create a new application and click on Continue.

Step 3 - Answer Screening Questions
Click on the Screening Questions tab and answer the 

questions. 

Step 4 - Application
Complete or modify the sections of your application.

Step 5 - Cover Letter and Additional 
Information

Completed when applying to a position. Create a cover 

letter that is specific to the position you are applying 

for, relating your skills and experience to those noted 

in the job opening.

Don’t forget to attach additional information require 

by the job opening, for example: staff members are 

required to attach their last two (2) ePASes.

Step 6 - Preview and Submit 
Click on the Preview and Submit tab, review your 

application and then click on the Submit button. The 

certification page appears.

Step 7 - Certify and Submit

Read the information, indicate whether you agree with 

the terms and click on the Certify and Submit button. 

Your application will be submitted to the position. You 

will receive a notification acknowledging your 

submission and the application will appear in the “My 

Application” section.

Select whether you will be using 
an existing application or 

creating a new application for 
this position.

Certify and submit your 
application to the position
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References

The following documents provide additional information:

• ST/AI/2010/3 of 21 April 2010 on the staff selection system

• Instructional Manual for the Applicants on the Staff Selection 

System

Need Help?

For policy enquiries and technical help, simply click on “Contact Us” 

in the UN Careers portal (http://careers.un.org) and complete the 

online request form. Your request will automatically be assigned a case 

number for easy reference and tracking. 

You can also click on "Contact Us" anywhere in Inspira (https://

inspira.un.org) to complete the online request form. Your request will 

automatically be assigned a case number for easy reference and 

tracking. 

To better assist you, make sure your request always includes:

• Your index number

• Your UN email address 

• In the event that you are reporting a technical problem, the steps 

leading to this problem and one or more screenshots of the error/

warning message and of the page on which it appeared.

For staff members who wish to find information (FAQs, information 

sheets, etc.) on staffing and research a particular topic, please visit 

the it’s for real! website on the human resources Talent Management 

framework (https://itsforreal.un.org/). This feature is only available 

through the intranet.


