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I. 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. 

 

II. 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: 

 

By clicking on the ‘Login’ link in the upper right corner of this page, you will be directed to the page 

where you can log in. 

 

 

http://www.unops.org/ENGLISH/WHOWENEED/Pages/Vacancies.aspx
https://gprs.unops.org/pages/viewvacancy/RosterListing.aspx
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Please enter the email address and password you used when you created your personal profile: 

 

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’  

 

III. 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. 

 

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

 

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: 

 

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.  

N.B.: before applying, you should make sure your personal account information or profile is 

complete, especially with regards to your work experience and education. 
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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 (*). 
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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. 

 

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. 
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 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. 

 

Once you have filled in all the required sections, please click on the ‘submit application’ button at 

the bottom right corner of the page.

 



 

 

8 

 

 

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: 

 

 

This will direct you to a printable version of your application, with all the relevant details: 
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From this summary, you can also access files attached to your application: 
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If you click on the ‘your applications page’ link: 

 

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’. 

 

 

V. After applying – next steps 

 

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

 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. 
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 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. 

 You withdraw your application, using the link available. 

 The pool is 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’ 

 

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

  

Select either Update application or Withdraw application. 


