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@ UNOPS

. Before applying — what is a UNOPS roster profile?

A roster profile is a generic job type in a specific area of work. Qualified candidates are invited to
apply to the roster profiles which interest them.

UNOPS roster profiles reflect those jobs we most frequently hire for, in our primary areas of work.
They do not necessarily indicate a current recruitment need. Most roster profiles will not have a
closing date and will remain continuously open for new applications. When UNOPS needs to recruit,
we will use our roster to identify qualified applicants and invite them to confirm their availability and

interest as well as giving them an opportunity to provide a specific cover letter, or update their
details with any additional qualifications or skills.

Il. Log-in/Registration

Visit the UNOPS external website www.unops.org, select ‘Employment’, and then select

View current roster profiles (GPRS) to bring you to the front page of the application:

g@ U N D P Global Personnel Lgpn
p R, Recruitment System
Vacancies Roster,

Roster

Sign up here to the UNOPS roster, part of our Glebal Personnel Recruitment System (GPRS). This roster iz used by U

S for efficient deployment of personnel
to our global peacekeeping, development and humanitarian operations.

Applicants must create a GPRS sccount and apply to a “roster profile’ to be considered for inclusion in the ros

. UNOPS roster profiles reflect those jobs we
most frequently hire for, in our primary areas of work: project management, procurement, finance, huma,

esources and more.
UMOPS hiring managers will use the roster to identify qualified applicants and invite them to confirm

ir availability and interest for specific positions.
Applicants can then provide a specific cover letter, or update their profile with any further qualific

ns or skills.

For detailed information on creating a profile click here. For instructions on applying to a profj click here.

[»] Search

Title Posting Date
17-lan-2012 Apply

Human Resources Assistant (ICS-4] 17-Jan-2012 Apply

Human Resources Associate (IC5-6) 17-Jan-2012 Apply

Design Engineer (ICS-11) 17-Jan-2012 Apply

By clicking on the ‘Logi
where you can log in.

link in the upper right corner of this page, you will be directed to the page


http://www.unops.org/ENGLISH/WHOWENEED/Pages/Vacancies.aspx
https://gprs.unops.org/pages/viewvacancy/RosterListing.aspx

@ UNOPS

Please enter the email address and password you used when you created your personal profile:

@ Global Personnel Login
Recruitment System
Vacancies Roster

Log in

Please enter your username and password. If you do not have an account yet, you can register here.

Account information

Email:
Password:
] keep me logged in

Forgot Password?

N.B.: If you have not registered yet, please click on the ‘register here’ link and if you need help follow
the step by step guide on account creation in ‘how to create a personal profile in GPRS’

lll.  Searching for roster profiles

Once you are logged in, you will be redirected to the front page of the application, where you can
view all roster openings currently posted.

Vacancies Roster My profile My applications

Roster

Sign up here to the UNOPS roster, part of our Glebal Personnel Recruitment System (GPRS). This roster is used by UNOPS for efficient deployment of personnel
to our global peacekeeping, development and humanitarian operations.

Applicants must creste 8 GPRS account and apply to a ‘roster profile” to be considered for inclusion in the roster. UNOPS roster profiles reflect those jobs we
most frequently hire for, in our primary areas of work: project management, procurement, finance, human resources and more.

UNOPS hiring managers will use the roster to identify qualified applicants and invite them to confirm their availability and interest for specific positions.
Applicants can then provide a specific cover letter, or update their profile with any further qualifications or skills.

For detailed infarmation on creating a profile click here. For instructions on applying to a profile click here.

[*] Search
Title Posting Date

Civil Engineer { IC5-10) 17-Jan-2012 Apply
Human Resources Assistant (1CS-4) 17-Jan-2012 Apply


http://www.unops.org/SiteCollectionDocuments/GPRS_help/How%20to%20create%20a%20profile%20in%20GPRS.pdf

@ UNOPS

To narrow down your search for suitable roster profiles, please enter a key word, and press the
‘search’ button. To start a new search, please press the ‘clear search’ button.

[v] Search
Post Title: Human Resources|
Posting Date:

Closing Date:

Clear Search | Searchl

Your search will only show results if there are any profiles matching your criteria. To view the roster
profile in question, please click the link in the ‘title’ column:

[¥] Search

Post Title: Human Resources

Posting Date:

Closing Date:
Clear Search |
Title Posting Date

11-lan-2012 Apply

After clicking on the title of the profile, you will be able to see more detail.

If you see a match with your qualifications and wish to apply to this profile, please click on the ‘apply
now’ button.

DISCLAIMER: Screening of your Mplication will be conducted based on the information you put into your profile. Failure to put all
important and relevant information W@y result in your application scoring fewer points than it potentially can. For your convenience,
the skills, languages and certification\relevant to this position have been provided below for you to enter / update. However, we
strongly suggest that you review your Wgmplete profile, especially the education and experience sections, to ensure completeness.

Details
pProfile Title Human Resources SpecialisNtest)
Application Period 11-13n-2012 to 12-Jan-2012

United Nations Core vBluesk?rity, Professionalism, Respect for Diversity

D

Apply Now

Background Info - UNOPS

“UNOPS plays a critical role in providing management services for our life-saving, peacebuilding, humanitarian and development operations. | have seen
many examples of how these activities help suffering people in troubled parts of the world.” Ban Ki-moon, United Nations Secretary-General

UNOPS mission is to expand the capacity of the UN system and its partners to implement peacebuilding, humanitarian and development operations that
matter for people in need



IV. Applying to a roster profile

After clicking on the ‘apply now’ button, you will be prompted to enter information on your skills,
languages and experience.

The application page will reflect any languages and skills you entered in your profile or used in
previous applications. For example, if you entered in your profile that you speak English fluently, this
information will be automatically visible in the application page. You will be prompted to enter more
information about only those specific skills, certifications and languages that are relevant to the
profile you are applying for. However, all the certifications, languages and skills that are already part
of your profile along with details of your experience and education will be included in your
application. The functionality to prompt you only for the skills, certifications and languages that are
relevant to the roster you are applying for is just provided as a convenience to you.

You also have the possibility to attach documents to your application (for example a cover letter, a

CV or certifications, but this is optional). The mandatory fields are marked with an asterisk (*).

DISCLAIMER: Screening of your application will be conducted/based on the information you put into yvour profile. Failure to put all important
and relevant information may result in your application scorinfy fewer points than it potentially can. For your convenience, the skills,
languages and certifications relevant to this position have befn provided below for you to enter / update. However, we strongly suggest that
you review your complete profile, especially the education gnd experience sections, to ensure completeness.

Vacancy Details

Profile Title Humzn Resources Spacialisf [test)
Application Period 11-1an-201Z2 te 12-Jan-f012
‘our Details

Pleasz indicate the number of years of experience youfhave in the following arsas

Policy Advice: * 0

Benefits and Entitlements 0

Management: ¥

How many years of working experience d

you have in providing HR services?: =

Please indicate your expertise in thgfbelow languages:

English

Ability to read: * [ Fluent B
Abiliy to write: * [ Fiuent |
Ability to speak: * [ Flusnt =1

Aftachments

lease attgch a covexetter in support of your application. You may also attach your resume / CV or any additional documents. Note that
attaching/additional dodguments is not reguired to complete your application.

Select

Maximum allowed file size i 4MB.

By applying to this vacghcy, you certify that the above information is true and correct to the best of your knowledge and belief.

If you are under consideration, UNOPS may conduct reference checks with your present and / or previous employers. You will be contacted
before such reference checks are conducted.

‘Submit Application



@ UNOPS

The attachments you already have in your profile are showing by default and you need to tick the
ones you want to attach to the specific application.

— Attachments

You may attach a cover letter, your resume/CV or any additional documents. We strongly recommend attaching a cover letter to
each application, but please note that no attachments are required to complete your application.

Cover letter

| Select |

Maximum allowed file size is 4MB.

By applying to this vacancy, you certify that the above information is true and correct to the best of your knowledge and belief.

If you want to attach a document which is not already in your profile you need to upload it.

Please press the ‘select’ button in the ‘attachments’ section, choose the file you want to attach and
double click on it.

' AL L LT

il areas:

Look in: I;aljblaries j ﬁ |:!: = '

)

-.-‘-\.
N "-'L Documents Music
Recent Places ___-;/ Library __H/ Library

p L g Pictures Videos

Desktop __J Library ; Library

=

Libraries

File name: || j
Files of type: I‘.jpg; * jpeg; ~.oif; “bmp; “tiff; * doc; * docx; “xl ™

I

— Attachments

Please attach a cover letter in support of yvour application. You may also attach y
attaching additional documents is not required to complete your application.

| Select

Maximum allowed file size is 4MB.,




@ UNOPS

The file will be automatically added as an attachment to you application. You can remove it by
clicking on the ‘remove’ icon next to it.

— Alttachments

Flease attach a cover letter in support of vour application. You may also attach vour resume / CV ¢
attaching additional documents is not required to complete yvour application.

i
@ LVooD *pomows

| Select

Maximum allowed file size is 4MB.

Once you have filled in all the required sections, please click on the ‘submit application” button at
the bottom right corner of the page.

— ‘Wacancy Details

Profile Title Human Resources Specialist [test]

Application Period 11-Jan-2012 to 12-Jan-2012

r— “our Details
Please indicate the number of years of experience you have in the following areas:

Bolicy Advice: ¥ 5

Benefits and Entitlements ]

Management: ¥

How many years of working experience do &

you have in providing HR services?:

Plzase indicate your expertise in the below languages:

English
Ability to read: * |Flnennt ;I
Ability to write: ¥ I Flusnt LI
Ability to speak: ¥ IFIuErIt ;I
r— Attachment: \

Pleaze attach a cover letter in support of your application. You may also attach your resume / CV or any additional documents. Note that
attaching additional documents is not required to complete your application.
® OVdoor  Xpomowe
| Seleet

Maximum zllowed file size is 4MB.

By applying to this vacancy, you certify that the above information is true and correct to the best of your knowledge and belief.

If you are under consideration, UNOPS may conduct reference checks with your present and / or previous employers. You will be\contacted
before such reference checks are conducted.




@ UNOPS

You will then see the screen below, and receive an email confirming that your application to this
profile has been received. Please click on the ‘application’ link in the sentence below:

Thank you for applying. Your application was sent successfully. You can track its status in your applications page.

This will direct you to a printable version of your application, with all the relevant details:



& UNOPS

Application Details
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From this summary, you can also access files attached to your application:



Attachments

Type |Filename Size

2l

12 KB

Do you want to open or save CV.docx (12.3 KB) from gprs.unops.org? Open Save |V| Cancel | I

If you click on the ‘your applications page’ link:

Thank you for applying. Your application was sent successfully. You can track its status in yolr applications page.

You will be redirected to the page called ‘my applications’. On this page, you will notice that the
status of your application is now ‘applied’. You can access the details of the roster profile by clicking
on the job title, and similarly you can access your application details by clicking on the link ‘view my
application’.

My Applications

Vacancies Roster Profiles

Date of

Application SEIS

View my
application
]

12-lan-2012 Applied

L~

V. After applying — next steps

The status of your application will remain ‘applied’ until one of the following happens:

e The entire pool is screened. At this point you will either pass the screening and remain in the
pool as a pre-screened candidate, or you will not meet the requirements and will fail the
screening and be removed. You will be informed either way. If you have failed the screening,
you can update your profile and reapply to the pool at any time for reconsideration. Failing
the screening does not impact on future applications.

10



@ UNOPS

=N

e There is a specific recruitment need that matches your skills and experience. At this point
you will be contacted and invited to confirm your interest and availability, and to update
your details. You will then be assessed and if successful you will either be offered the post,
or kept on the roster as a pre-screened applicant for future similar posts.

e You withdraw your application, using the link available.
e The poolis closed as UNOPS no longer has a need for this type of position.

Once you have applied, you will receive requests to update your profile on a regular basis.

How to update or withdraw your application.

Log in to your profile and click on the tab’ My applications’

Vacancies Roster My profile My applications
Vacancies Roster profiles
Tith Date of Application Profile
iHe Application Status Status
. . | . View my
Civil Engineer { IC5-107 04-May-2012 Applied Posted r—
application

Click on the title of the position, where you want to update or withdraw your application.

Roster Profile Details

DISCLAIMER: The screening of your application will be conducted based on the information in your profile. Before applying, we
strongly suggest that you review your profile to ensure completeness, especially the education and experience sections.

Details

Profile title Civil Engineer ( 1CS-10)

Date posted 17-Jan-2012

United Nations Core Values: Integrity, Professionalism, Respect for Diversity

You have already applied for this prafile.

Update application Withdraw application

Select either Update application or Withdraw application.
11



