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Information for New Users

At the moment only vacancies in the category “Professional Vacancies” are
published in iRecruitment. The iRecruitment site is available in English only. In
future it will be available in French and Spanish.

Internet Explorer settings
Before using the FAO iRecruitment site please ensure that your Internet Explorer settings are set
appropriately. Please consult the section Browser Requirements for full information.

System Unavailability
The FAOQ iRecruitment system is unavailable every Sunday from 16:00 to 18:00 CET for regular
maintenance.

Deadline for Applications
Applications must be submitted until 11:59 CET on the “Deadline for Applications” date; vacancies will
be automatically removed thereafter.

How to Apply

Browse the available vacancies at the Employment website and access iRecruitment by clicking on the
link provided at the bottom of the vacancy announcement.

Step 1- Login to iRecruitment

Login to Oracle and select your iRecruitment Employee Candidate responsibility.

Step 2 - Complete your online profile

Complete all the required information under “My Account” (Personal Information, Qualifications and
Skills and Additional Information). Please ensure that you have completed all the required information
before applying to vacancies.

Step 3 — Search for vacancies and apply

Once you are ready to apply, click on the tab “Jobs” to search for the vacancy of your interest, select
the vacancy and click on the “Apply Now” icon to start the application process.

FAO Personal Profile Form (PPF)

After completing all required information under “My Account”, click on the button “Refresh my Resume”
to create your system generated FAO Personal Profile form (PPF). A copy of your PPF will be added
to your Documents section. Please note that iRecruitment maintains only one online profile and relevant
system generated PPF for each applicant. Every time you update and save information to your account,
click on “Refresh My Resume” to also update your PPF. iRecruitment does not maintain multiple
applications.

Help Desk
If you need assistance or receive error messages, please send a screenshot and the description of the
problem to our Help Desk at iRecruitment@fao.org.

Navigating iRecruitment

» To move from one page to another, please use the available links (e.g. Home: My Account >, Jobs
or Qualifications and Skills) or available buttons such as Back. Avoid using the Internet toolbar,

especially the €L arrow, as this may sometimes cause error messages or the interruption of
your session.

»  The torch icon next to a blank field I 'fﬁ?indicates that there is a list of values for your
selection. To view the available values type the % symbol and then click on the torch.

For enquiries please contact IRECRUITMENT@FAO.ORG 30F32 3
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iRecruitment Guidelines for FAO Employees

This reference guide provides FAO Employees with instructions on how to update their information in
iRecruitment, search for vacancies and apply.

FAO Employees refer to all staff members and non-staff HR who are employed by the organization.

All employees who have been granted access to Oracle have been assigned the iRecruitment
Employee Candidate responsibility which gives access to iRecruitment.

If this responsibility is not displayed in your ORACLE navigator, please contact Oracle-Support-Access.

If you need help, or have queries, please contact: IRECRUITMENT@FAO.ORG

For enquiries please contact IRECRUITMENT@FAO.ORG 40F32

4



iRecruitment User Guide for FAO Employees

1. Logon to iRecruitment

FAO Employees can access iRecruitment either via the FAO Intranet (HQ LAN) or externally from the
FAO Employment website.

1.1 Intranet Access

1. Go to the FAO intranet and click on Logon to Oracle Financials/ Administrative Applications.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS
ng to build a world without hunger

I Staff Members ;I Search

FAO InTouch Advanced Search My Intranet

Today at FAO

Saturday, March 12 2011
David Lubin Eibrary ) UNJSPF Annual Letter from CEOQ to Participants in the Pension Fund

FAO renewal portal
FAO and the UN Reform

Field Security
Systems Links = The 2011 Annual Letter from the Chief Executive Officer of the Fund, Mr Bernard

= Management Information Cocher_né is_ now avgilable on th_e Pension Fund's website.
Systemn (MIS) Reports It provides information on pension related matters and developments that occurred
M t Inf ti during the prior fiscal year. Updated information is also provided on the operations
Ranaﬂemer;\ﬂ}; armation of the Fund and on the recent performance of the Fund's assets.

cporting (MR You may access the Annual Letter by visiting, www.unjspf.org/UNJSPF_Web/,

FAD Conference

FAO in the news

= Document and Workflow clicking on Participants and then on "Annual Letter”. Shared Services Centre
Management System
(DocFlow) HRMS Learning Programme
= Webmail EASYPoL - On line resources for policy making T z ;
m Electronic Information o Y e
Management . ae EASYPol EASYPol’s new look and updated features aim at providing a better organized and il
SENICESIEleCtgonIc x ‘ o 20T user-friendly site for disseminating FAO policy resources.
Processing and Retrieva ”
System (EIMS/E-DPR) Today meetings

SSC PDMS HR Servicing
® S5C PDMS Travel

Website improvements

A wider screen layout and top bar search options aim to enhance usability with drop down menus.
New materials are now short listed directly on the home page. See Resource packages to find
sets of interrelated material, and Browse by Type to filter materials according to their EASYPol
category, e.d. Issue papers, applied work etc... There is also a new area highlighting forthcoming
releases, see Planned resources.

Financial /HR Applicatio

= Logon ta FAG
Administrative Resource

Management

System/Administrati

Continued commitment
The EASYPol team will continue to prepare, collect and disseminate conceptual, analytical,

2. The FAO Administrative Applications welcome page will be displayed. Click on FAO
Administrative Resource Management System.

Keep up{lo date Forissues related to password reset or forgotten passwords,

Welcome kindly contact CIO Service Desk (ext. 53996).

« FAO Administrative Resource < & User Name |
Management System w Password |

« Data Warehouse m Domain  [FAoDOMAIN =] (s |

Instructions are available on-line, but should users require assistance or

explanations on the use of the system, Available Administrative Applications
they can contact the SSC Help Desk (ext S6888) - AF| Desktop Deployment System

|
|
i
|

- Budget Maintenance Madule - eBMM
- Country Office Information MNetwork

Access t her Applicat - Country Office Information Network - 2

- Enterprise Travel System - eTravel

- Identity Card Management

- Integrated Security Management (ISM)

- On-line Telephone Costs Budget Holder Module

- AFHS ESBMS Pension Files
- Consultant Information System

- Credit Union - Room Booking On-Line Request
- DW MIS - Session Programming Form
- DocFlow

- Staff Development Management

- EAQ Security reception desk - Time Management System

- Flexi-Time Reporting System
- Management Forum Registration
- Management Information Reporting - MIR

For enquiries please contact IRECRUITMENT@FAO.ORG 50F 32 5
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3. You will be directed to the screen below which contains important information regarding passwords.
Click on FAO Administrative Resource Management System.

FAQ Administrative Resource Management System

—USER NOTIFICATION

Users who have forgotten their Oracle password should contact the ClIO Senice Desk (email: ClO-Senvice-Desk@FAO.ORG or call on extension 53996) to
have their passwords reset.

Requests to reset passwords will only be accepted from the users directly concerned and under no circumstances will the request to reset someone
else's Oracle password be authorized. Upon receipt of the new one-time password from CIO Service Desk, users should change it immediately to
something only they know and not disclose this information.

Please note that for all other requests relating to extensions, changes in the levels of access or functions in Oracle should follow standard procedure
which require that an e-mail be sent to Oracle-Suppont-Access. Further information is available on the intranet at

http:/fintranet.fao org/csd/ssc/administrative_systems/access_to_faos_administrative_systems/

Please refer to the updated IT security policy section on the Intranet (available at
http:/fintranet fao.org/en/departments/KC/KCT/en/techsecur/100054/73921/index.html) for more details.

e
= FAQO Administrative Resource Management System -4

4. The Oracle login screen will be displayed. Enter your username and password.

ORACLE E-Business Suite

Login

Username I\

Password |

Login

I_l]

Copvright (ch 2006, Oracle. Al rights reserved.

5. At the Oracle Navigator, click the [ iRecruitment Employee Candidate |ink. Your iRecruitment
Home page will be displayed.

ORACLE' E-Business Suite

Navigator Favorites

| Edit Navigator | | Change Passward |
(1 FAQ PEMS MultiRater Pleaze select a responzibility. YDU_ have n.Dt selected
[[3 FAQ Vacancy Administrator Edit Favorites” button
3 iRecruitment Employee Candidate

Diagnostics | Logout | Help

Copyright (c} 2006, Oracle. All rights reserved.

iRecruitment Home Page

For enquiries please contact IRECRUITMENT@FAO.ORG 6 OF 32
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F000 A0 AEmcnrisE 0823 - Click on My Account Recruitment iohBestet Heme Loopsd Diaceostcs
: tab to complete your

How to Update your Account and Apply for a Job
To Complete or Update your Ondine Account Information
Logn information.

b, Chck on =ach iab and &nber or seiect relevant information for sach field on &ach scresn
€. Chck Sawve button at the betlom of Bach Screen.
g
&

Use My Accouwnt bo updale and save your account delsis 8 necessary
To Search for Available Jobs and Apply 1o a Vacancy of Interest

&, Chck Jobs tab on the right side of the screen to display Jobs search soreen and conduc! the ssarch

above

c. A review screen wil be presented. Chick Finish and confirmation of your appication will be displayed
d. From the Home fab, Cick General to view all pbs bo which you have applied

M you EXpenencs probiers pease contsc! our Hepdesk al Hecruimenli fac 6rg

Copyright (c) 2006, Oracke. Al rights reserved

online profile Jobs

Welcome to our Job Site Quick Links

» Mew Jobs (Last T cave)
Notifications = Search for Jobe
YWour e most recent notifications ane listed below Click the subject to respond. Choose the Full List button to see all your | Full List
notifcations
From Subjoct Sant Click on Jobs
Mo resuils foand tab to search
Jobs Applied For ¢ for available
Bisdow = @ lest of the jobs for which you have spphied Seact Full List to see the complete list of Job Spplications Full List vacancies.
Hame Jdeb Tighe Organization Location Stntus Application Details Before applymg
Mo results found

a. Chck My Account ink on iop of the screen lo display the four tabs avaiiable: Personal information, Qualfications & Skils, &dd

please ensure
that you have
completed all
information
under “My
Account”.

Chck Refresh My Resume to generate a FAQ resume. Go i Documents secion (on Personal Information tab) fo review your FAD resume.

b.  Select a vacancy and click Apply Now icon 1o ink your oniing agplcation 1o the vacancy. Or use Apply Now button in the vacancy announcemant
Please make sure your account is updated before apphying to a ¥. To update your account information, follow steps outlined

Home | Jobs | Job Basket | Home | Logowt | Diagnostics

The Notifications section will display any notifications received by you.

The Jobs Applied For section will display the list of vacancies you have applied for and the status

of each application.

For enquiries please contact IRECRUITMENT@FAO.ORG
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1.2

Internet Access

1. Open Internet Explorer

2. Go to the www.fao.org website. Click on Employment and then on Professional Vacancies.

FAD Hommee

fpourt FAQ
Cepanments

Evaliaion
FAD and the UN
In e fiald

I
FAD

E Haps
Seni W ancies

Profes siona VeCancies
chosgd
canculisd
fikgd

Project Vacanoes

Consufians
BRROCE Professonal

Professional Vacancies

Pigass nole for /acancies cumently pubiished in Engiish only, 6 Spanish and Srench warsions Wil be

avadiabie shoty

T
Hehery Hesources (Hicer

Programma Cmcer
Sl OFhces . [Riom infes fonss &
Production Diseases)

Fioid Programimss Ofcar

Conlerence OMca

[ —

Strategy sl Plannng Ofcer, (Emepmae
Hink Managemanti

2494-FIR  Fizherss and
aniarufre
P2 CPTCE Technical Cosperainn
P ]

P4 4LBEC

ET-CHC Cor
Human Resmroes and
Finarce

PS5 RC20E3

Fa DOBF D

sy Dste.
1803201

0303F011

Lokl bl

ot il B

1602011

15023011

1anzEn

Canaral Regureamerts

P B |neiregr s Easg
Countries

adeknes ¥ Appicanty
iRecrutmen
—
Useful documents

Permonal Higlory Fomm (44 and
e )

3. Click on the title of the relevant iRecruitment vacancy to display the vacancy details and click on
the link provided at the bottom section of the vacancy announcement to access iRecruitment.

—_—

In order for your candidature to be properly evaluated, please ensure to complete

To apply: visit the iBecruitment website:

HT TP WWW.FAS.ORGNVANRECRUITMENT/INDEX _EM.HTML

and complete the on-line application

the on-line application in all sections

FAQ IS5 & NON-SMOKING ENVIRONMENT

Plessa not that FAO staff members are intemational civil servants subjsct to the authority of the Dirsctor-Ge neral and may be assigned to any
activitizs or offie of the organization.

For enquiries please contact IRECRUITMENT@FAO.ORG
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In alternative, click on iRecruitment on the “Professional Vacancies” page and then on the link
provided on the next screen.

Employment
Professional Vacancies
Food and Agriculture
P Please note for vacancies currently published in English only, the Spanish and French versions will be
Organization of the i
5 & available shortly.
United Nations
for a world without hunger Title Grade Number Department Expiry Date
Fishery Resources Officer P3 2494-FIR Fisheries and 18/03/2011
q SRS Related Information
Programme Officer P2 CPTCl- Technical Cooperation 03/03/2011 General Requirements
FAO Home 023 —— -
Senior Officer - (Hon-Infectious & PS5  2500-AGA Agriculture and 02/03/2011 sznmeg Sos L
Employment Home Production Diseases) Consumer Protection
Seniorlevel Vacancies Field Programme Officer P4  2496-SEC Regional, Subregional  25/02/2011
Professional Vacancies and Liaison Offices
closed Conference Officer P4  2467-CSC Corporate Senices, 1610212011
Human Resources and
cancelled Finance Useful documents
filled Senior Forestry Officer P5  IRC2023 Regional, Subregional 1510212011 Personal History Form (A4 and
Project Vacancies and Liaison Offices letter )
B ETE Strategy and Planning Officer, (Enterprise P4  2482-0SP Office of Strateagy, 1410212011
Risk Management} Planning and Resources
Associate Professional Management, OSP

Employment

iRecruitment

e g. - onl bers beginni ith IRC blished i iR it t syst: Cli kt
. nly vacancy numbers beginning wi are published in our new iRecruitment system. Clicl Hto
Organization of the C .

login to iRecruitment.

United Nations

Far all other vacancies, please follow the instructions provided in each vacancy announcement.

Custom Search Q

4. The following page will be displayed. Go to the section FAO Employees — Access via Internet
and click on the link Enter iRecruitment here.

For enquiries please contact IRECRUITMENT@FAO.ORG 90F 32 9
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F-.;\'

\

f

B Welcome to iRecruitment
O Browser Requirements
[0 Navigating iRecruitment

O Registering with FAO
iRecruitment

[ Create your online
application

O Print & View your online
application

O Access and Update your
Account

O Search for Jobs and Apply

O View your application
status

OFAQs

0 Questionnaire

\A/ FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS
Y, 0 helping to build a world without hunger

[ WELCOME TO IRECRUTTMENT |

3 System is unavailable every Sunday from 16:00 to 18:00 CET.

FAQ is currently launching iRecruitment, the FAO on-line application
system. During this phase iRecruitment will be available in English only.
After the completion of the pilot, all FAQ vacancies will be available in
English, French and Spanish.

To apply for FAQ vacancies, please follow these steps:

1. Register in iRecruitment if you are a new visitor and create your
account

2. Complete the required information in all sections of "My
Account" (Personal Information, Qualifications and Skills and
Additional Information)

3. Search for vacancies
4. Select your vacancy of interest
5. Submit your application

Consult our Guidelines for Applicants, available on every screen of
your account.

If you need help, or have queries, please contact:
iRecruitment@fao.org

ACCESS iIRECRUITMENT

@ External Applicants

Enter iRecruitment here
Access for new or returning external applicants who wish to register,
search for vacancies and/or apply.

@ FAO ex-employees

Enter iRecruitment here
Access for former FAO employees who worked for FAO in any
capacity and wish to register, search for vacancies and/or apply.

When registering please enter only your Index number or your Last
name in capital letters. If this returns too many results enter other
information such as First Name and Date of Birth to filter the results.
If you receive an error message while trying to register such as "Our
information shows that you are a current employee. Current
employees should contact the system administrator for details of
how fto fog in" or any other error messages please contact
iRecruitment@fao.org. Please do not create a new account as an
external applicant.

FAOQ EMPLOYEES

As of January 2010, FAO employees currently working for FAO in
any capacity have been assigned the ORACLE responsibility
"iRecruitment Employee Candidate" which provides access to
IRecruitment.

@ FAO employees - Access via Intranet - P Click here

Login to ORACLE with your current username and password. At the
ORACLE navigation menu click on iRecruitment Employee
candidate and iRecruitment Home to access your iRecruitment
account.

“ FAO employees - Access via Internet - P Enter iRecruitment here|

Login to ORACLE with your current username and password to access
your iIRecruitment account.

For ORACLE account access problems or ORACLE password resets
please contact: Service-Desk (CIO) .

For further queries regarding the FAO iRecruitment please contact
iRecruitment@fao.org.

For enquiries contact iRecruitment@fao.org
@© FAQ, 2010

For enquiries please contact IRECRUITMENT@FAO.ORG
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The Login Page for FAO Employees will be displayed.

FOOD AND AGRICULTURE ORGANIZATION OF-JHE UNITED NATIONS

. - ) o Job Basket
helping ta build a woHd without hunger

‘im Jobs |

iRecruitment

Welcome to the FAQ iRecruitment Online Jobsite f‘,J Login
Login Page for FAO Employees
Enter your current FAQ ORACLE usemame and
password:
Username |
FAD Employees require an Oracle Username and Password and must be granted the Oracle

responsibility called "iRecruitment Employee Candidate” to access iRecruitment and apply to vacancies Password |

Ifyou do not have an Oracle Username/Password or the iRecruitment Employee Candidate responsibility, @
please send a requestto Oracle-Suppod-Accessi@fac.org. Please provide your Surname, First Name,
Index Mumber, and Organization Unit. You will be notified when the required system access has been
granted.

Need more information?

If you have forgotten your ORACLE password, please contact Service-Desk@fao.org. e Guidelines ta Aoplicants

+ FAQs

Login to iRecruitment

Type your Oracle Username and Passward and click Login.

Job Search
To start searching for Jobs | please click on the Jobs Button. Jobs )

Home | Jobs | Job Basket

Copyright (c} 2008, Oracle. All rights reserved.

5. Enter your FAO Oracle username and password and click on Login. Your iRecruitment Home

page will be displayed.

iRecruitment lobCasie Home Lignd Daorgsics

FOO0 AND AGRICIRTUNE O Click on My Accoynt to
e complete your online
profile

Welcome to our Job Site

O

Hotificatons <

Your fve most recent notifications are listed below Chck the subject to mspond Choose the Full List button to see all your | Full List

notfcations

From Sasbject Sent .

T —" Click on Jobs
Jobs Applied For — to S.earCh for
Btow 5 8 kst of the joba for which you have applied. Select Full List to see the complete list of Job Applications Full List ) available

Hame Jab Title Organization Location Stntus Application Details vacancies.

M40 resuits found Before applying

please ensure

How to Update your Account and Apply for a Job that you have

completed all
To Complete or Update your Online Account Information information
under “My
a. Chok My Account ink on lop of the screen 1o deplay the four labs avaiable: Personal information, Qualfications & Skils, .i.d|11 Account”.
Logn information.

b. Chck on =ach fab and &nber or select relevant information for sach field on =ach scresn

. Chok Save button at the boflom of each screean

d. Chck Refresh My Resume to generate o FAD resume. Go fo Documents seciion (on Personal information tab) to review your FAD resume.
& Use My Account to update and save your account delaiis as necessary

To Search for Available Jobs and Apply 10 a Vacancy of Interesi

a. Cick Jobs tab on the right side of the screen fo display Jobs search screen and conduci the search

b Sedsct s vacancy and chck Apply Now icon 1o ink your oning Bppacation 10 the vacancy. Or use Apply Now DUtlon in the VBCANCY ARNoUNCEemEnt
Piease make sure your sccount is updated before applying to a vacancy, To update your account information, follow steps outlined
above

c. A review screen will be presented. Chck Finish and confrmation of your appication will be displayed
d.  Fromthe Home tab, Click General to view all jobs to which you have apphed

M yDu ExXperencs probisms please contact our Helpdesk al Hecrumeniis fac org

Home | Jobs | Job Basket | Home | Logout | Diagnostics
Copyright (¢} 2006, Oracie. All rights resenved

For enquiries please contact IRECRUITMENT@FAO.ORG 110F 32

11



iRecruitment User Guide for FAO Employees

2. Update your Online Profile

2.1 Personal Information
Please complete all required information on this page. Mandatory fields are marked with an asterisk *.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS : ) e . .
heloing to Budld o world sithout Aunoes iRecruitment ez Bagisl toe Lot diaristos

General | My Account

My Account

Home Bl

Guidelines for Applicants | | Cancel | | Save Refresh My Resume |
Personal Infermation Qualfications and Skills Additional Information Login Infonmation

= Indicates required
& TIP | i you do not ThOl will b2 automantcally disconnec
& TIP After you L Resume button to generate your FAD on

{on the na oM ab) of "My Accoun ac T T ma. Lisa your inlemet browser functions

Basic Details

Please enter youwr personal information
& TIP Please indicate all valid nationalities

Family Mame “WOKNDERLAND
First Name ALICE

iddle Mame
Maiden Mame
Birth Date (05 Jun-1966
Gender Female
Email  Alice. Wonderlandafas.org
Present Nationaliy#  Uniled Kingdom
* | certify that all information provided by me is true and complete vI
* Certification Date E

OTE

By certifying that the infom

Phone Numbers
FAQ amployess are not requesied o enter Home phone numbers

Phone Number

Hame |

Wobile |

Work |

Wk Fax |

Diocuments

™ TIP Plgass click "Add Another Docurnam™ b B0 COve =i of publications refarencas

For publicatsons please prowde Title, F ) HOT A

To CREATE or REFRESH your FAD system penerated resume afier you enter and save your information. please click "Refresh My Resume” button. Chck the filename
to apen of save a prntable copy - fom your resume please use the "Back” bufton n your browsaer to retum 1o Ifecruiment once you have nished panting
Fike Name Fila Type Upload Date Description Delata
Ha resulte found
Add Angther Document | Print FFF | Refresh My Resume |

Personal Information Qualifications and Skills Agditional Informatsan Logn Infanmation

Guiselings Tof Applicants | | Cancel | ﬁ&‘\l\? Refresh My Resisme

Home | Jobs | Job Basket | Home | Logout
Copyright (£) 2008, Orace. Al righls resserved

2.1.1 Basic Details, Phone Numbers

For FAO Employees the Basic Details section of this page has already been completed with information
downloaded from HRMS, including your nationality. This information is read-only and cannot be
updated.

For enquiries please contact IRECRUITMENT@FAO.ORG 12 0F 32 12
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Please complete the two mandatory fields:

* | certify that all information provided by me is true and complete j

= Certification Date

MNOTE: By certifying that the information you provide is true and complete to the best of
your knowledge you accept that any false statements or omission to provide any
information required by this online form may provide grounds for the withdrawal of any

offer of appointment or other actions, including dismissal, if an appointment has been
accepted

Phone Numbers: FAO Employees are not required to enter Home phone numbers. Enter your
extension if desired.

2.1.2 Documents

To upload supporting documents to your online profile, please follow the steps below.

NOTE: files should not exceed 500 KB.

1. Click the \Add Another Document | pytton.

Documents

@ TIP Please click "Add Another Document” button to upload supporting documents (e.g.. cover letter, personal CV, additional skills, list of publications, references)
For pyblications please provide Title, Publication Date, Journal/Publisher, but DO NOT ATTACH the individual publications

To CREATE pr REFRESH your FAD system generated resume after you enter and save your information, please click "Refresh My Resume” button. Click the filenam

to open or saye a printable copy - from your resume please use the "Back” button in your browser to return to iRecruitment once you have finished printing.

File Name |Fi|e Type |Up|oad Date IDescription Delete
Mo i}
| Add Another Document )|

rint PPF )| Refresh My Resume

2. Enter the relevant information in the fields File Type, Description and File Path and click

the \Mrlead J putton.

FORO0 AND AGRICULTURE ORGANIZATION OF THE UNITED RATHNS " b i e —
i : ’ iRecruitment igh Besket Mome Loood
Jobis
Hiamet. My Accound
Upload Document
Plaase select the file you wish to upload Enter a descrption of the file and choose a file type Cance| Upinad
= Fila Typa | :j
Descriplion t
Caover Latter
! = Fila Prath Ememgancy Responsa A&pproval Browss
Other Document Type
List of Publications Canged
Heleiencey
L , Legal comactions Homs | Jobs | Job Baskel | Home | Logou
3. A confirmation message will be displayed. Scroll down to your Documents section; you will
now see the file added to the list of documents. Click on the file name link to view your
document.
Documents

@ TIP Please click "Add Another Document” button to upload supporting documents (e.g., cover letter, personal CV, additional skills, list of publications, references)
For publications please provide Title, Publication Date, Journal/Publisher, but DO NOT ATTACH the individual publications

To CREATE D1REFRESH your FAQ system generated resume after you enter and save your information, please click "Refresh My Resume” button. Click the filename
to open or sav

a printable copy - from your resume please use the "Back” button in your browser to return to iRecruitment once you have finished printing.
File Name

|Fi|e Type Upload Date Description
Cover letter_IRC1221 doc

| Delete
etter 09-Feb-2011 Cover letter VA IRC1221 m
| Add AnotherDocumem(‘W

For enquiries please contact IRECRUITMENT@FAO.ORG 13 0F32 13
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4. Click the 'E22) button before moving to the “Qualifications and Skills” section.

5. Click the \_Befresh My Resume j 1y tton if you wish to generate your FAO Personal Profile form
(PPF) with the information entered in your account. A copy of your PPF will be added to the
list of documents. The PPF replaces the previous FAO Personal History Form and ADM75
and will be evaluated by recruiting managers for the jobs applied to. To view or print your

PPF click the 2" FPF ) button. For more information about the FAQ Personal Profile form,
please go to Section 3.

2.2 Qualifications & Skills

Employment History, Skills, Education Qualifications and Professional Qualifications and Training are
updated by clicking on the Qualifications and Skills link.

Qualifications and Skills screen

FOOD AMD AGRICULTURE ORGAMIZATION OF THE UNITED HATIONS ) ) b Backed K A
C-} helping to build o world without hunger iRecruitment dob foshst Homs Losoal

Haome Jobs

Rafresh My Resurme |

General | My Account

My Account

Guidelings for Applicants | | Cancel
Perzonal Infarmnation Qualifications and Skills Additional Infarrnstisn Legin Infarmstion

w |ndicates required fisld

@ TIP | I you do not enter any infiorm Save button for 20 minwtes or mare youw will be automatically disconnected and all gnsaved information fall be lost

¥ e update and s 2 click Refresh My Resume bullen ta gen rasume. o to the Documanty section

@ TIP Af pdate and lick Refresh My Reseme bullon ta g Lo the D I 1
{on the Personal Infermation tab) of "Ny Account” be access and wiew your resume. Use your Intemel b you wish Jo "Prnt” or "3ave” fhe

document te your computer

Employment History
Starting with your prasent or mesi recent post, anter i reverse chronalagical order your employment history

Details Name of Employer From Ta Job Title City/Cauntry Delate
Mo results found
Add Anather Emaloyer )
Please nete thal i evaluating your candidalure. FAD raserves Lhe nght Le approach your pravious amployens) lor raferances It is net our pobcy Lo approach yeur

presant emgloyvear at the evaluation stage unless you exprassly aulhonze this. However, please be advized that befers any offer of appeiniment is made. FACH wll
contact both your present and presious emplayers for work references

Flzase entsr your awn assessmant of tha skills which yow currently possess
=5kill "Proficiency Level fExperiance Crther Information Delate
Mo results found

Addd Anathar Skill |

P Education Gualifications

Plzase entar in reverse chronelegical arder your education from age 14 {university, collegs, secondary schoeol). Please indicats under Additicnal Qualification Details
the exact tidle of your degree/digloma and main subject(s) of study. You may be requestad to pravide proof of the University Degree(s) obtained
@ TIP You will need to click the “Additional Qualification Details” buttan 1o complete two required fields before you can save each eniry

=Hame of Extablishment wCity/Country sfcademic Qualification From To *Exact Title Qualification Add Dagree  Dalete
Mo rasults found

. Add Anather Establizhmant |

Plzase indicats in thiz ssction adddional courses attendsd in your professienal {warking) ar2a. formal vocational traming, apprenticeship, membership of professional
assooigions, el

@ TIP You will need to click the “Additional Qualification Details” button o complete two required fialds before U can 3ave each enry
wQualification Type Hame of Establishment Clity/Country From To Exact Title Quallfication
Mo results found

Add Anatner Qualificalion

Parsonal Infoernalion Qualifications and Skills Suddiin

gin Inforrmation

Guidalings far Applicants | | Cancel Feefrash My Resume |
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2.21 Employment History

Please enter information regarding your current and previous employment. You do not need to enter
your records in chronological order as they will be ordered by the system once you log back in
to your account. The Personal Profile form (PPF) will display your records in chronological
order.

The torch icon next to a blank field I 'of?indicates that there is a list of
@ TP values for your selection. To view the available values type the % symbol,
then click on the torch.

1. Click the \-Add Anather Emplayer ) b 1 to display the fields to be completed for the
employment record.

Employment History
Starting with your present or most recent post, enter in reverse chronological order your employment histary.
—  Show All Details | Hide All Details g

Details Name of Employer From To Job Title City/Country Delete
" >Show[ABCD Ltd] [ May =|[1995 =||October  =|[2000 > | |Sales Assistant [Birmingham, UK ]
—_—
— s Vtide | | 3| = = | L}
Description of Job Duties =]
[

Pleaze be advized that Description of Job Duties field iz limited to 4000 characters
Number and kind of employees supenvised by you

|
Type of business I :,,S?
MName of Supenvisor |
Country of Assignment I ',,S?

Add Anather Emplayer )
Please note that in evaluating your candidature, FAQ reserves the right to approach your previous employer(s) for references. It is not our policy to approach your
present employer at the evaluation stage unless you expressly authorize this. However, please be advised that before any offer of appointment is made, FAQ will
contact both your present and previous employers for work references.

2. Enter the required information and click the  Save ) button. Please note that the
Description of Job Duties section is limited to 4000 characters; excess text will not be
saved.

3. To add another employer click the * Add Another Employer ) button. Complete all your

employment records.

@ TIPs |- To enter your current employer, leave the fields From and To blank.

= To have have more space on the screen as you enter your records:
> hide the details of one employer by clicking the ¥Hide |ink next to
it. To unhide it click on (B Show

» hide details of your entire previous employment history by clicking
on the link |Hide All Details|, To unhide records click on | Shaw Al Details|

For enquiries please contact IRECRUITMENT@FAO.ORG 15 OF 32
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2.2.2 Skills

Skills are an important component of iRecruitment. They are used to define a vacancy’s minimum
requirements and are important on the screening process which compares the minimum requirements
of a vacancy against the skills (and relevant proficiency level/years of experience) entered by the
candidate in this section.

Skills are grouped into Skill Types; each Skill Type includes a list of sub-skills. For example the Skill
Type “Language — Official” includes all six FAO Official Languages, i.e. Arabic, Chinese, English,
French, Russian and Spanish.

Each Skill Type is associated either with a rating scale measuring the level of knowledge/ability or with
a range of years of experience.

Experience Language IT Skills
From 110 2 y of expenence
From 3 to 4 years of expenence
From 5 to 6 years of expenence

From 7 to 9 years of experience B - Intermediate/Limited Working knowledge
Fram 10 ta 11 years of expanence C - ExcellentWorking knowledge
112 or more vears of gxperence | LMT - Mother Tongue

IT Skills

Proficient Advanced user, able to perform complex tasks.

Working Knowledge Regular user. Good knowledge of the software.

Fair Limited experience.

Basic Able to perform very simple tasks with guidance. Not a regular

user.

Language Skills

A - Basic You will be expected to understand the majority of written and
spoken language and communicate this through another official
language.

B - Intermediate/Limited | You will be expected to follow work-related discussions or
meetings, even though you may wish to intervene in another
official language. You will be expected to participate in simple
conversations, to use the telephone, to read and understand
work-related texts and to write simple communications, etc.

C - Excellent You will be expected to work independently using the language
required, to prepare a variety of written communications
(reports, correspondence, working papers, etc.), to participate
actively in meetings and in work-related discussions, etc.

MT - Mother Tongue Your mother tongue

The Skills section will display records of all FAO official tests you have
& passed (language or secretarial/clerical), as shown on the screenshot
below.

These records are downloaded from HRMS and are read-only.

For enquiries please contact IRECRUITMENT@FAO.ORG 16 OF 32 16
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Skills
Please enter your own assessment of the skills which you currently possess.
=5Skill *Proficiency Level [Experience Other Information Delete
0801.Protocol Senvices From 1to 2 years of expa,xience j | i}
SECRETARIAL SKILLS Shorthand English 75 words per minute
SECRETARIAL SKILLS Shorthand Spanish 90 words per minute
LANGUAGE EXAMINATION English LPE - Language Proficiency
Examination
LANGUAGE EXAMIMATION. French LPE - Language Proficiency
Examination
LANGUAGE EXAMIMATION Spanish LPE - Language Proficiency
Examination
LANGUAGE EXAMIMNATION ltalian LPE - Language Proficiency
Examination
SECRETARIAL SKILLS Typing Examination-English 50 words per minute
SECRETARIAL SKILLS. Typing Examination-French 50 words per minute
SECRETARIAL SKILLS Typing Examination-Spanish 50 words per minute
SECRETARIAL SKILLS Proof Reading Examination- Pass
Spanish )
SECRETARIAL SKILLS AudioTyping Examination-Spanish Pass
8001.MS Access or databases IWorking knowledge 'l | m
8001.MS Excel [Proficient | | i}
8001 Emailfinternet [Basic | | m
B001.ATLAS IFair vl | i}

FAO requires candidates to indicate skills in the Skill Types listed below. In addition, you are required to
indicate your professional experience in your area(s) of expertise by selecting skills in the relevant skill
types (e.g. “Accounting” under the skill type Administration).

> IT Skills
Language — Official

>
» Regional Experience (for Professional positions)
» Secretarial/Office Skills (for General Service positions)

To add a skill to your profile, please follow these steps:

1. Click the |Add Another Skil ) hytton. The Add Skill screen will be displayed.

Skills
lease select the skills which best describe your professional expertise. We are also interested in the languages you speak, and at which level.
= Skill *Proficiency Level [Experience Other Information Delete

Mo results found.

Add Anather Skill | g———

2. Holding down the CTRL key select the Skill Types IT Skills and Language - Official and click

the \_B2ach) putton to display the list of available values. If you wish to indicate other languages
that you know, please select the skill type Language - Other.

For enquiries please contact IRECRUITMENT@FAQ.ORG 17 OF 32 17
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A
i FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMS B N
_F“V 0 helping 1o build a world without hunger iRecruitment QIR CL Cerh:

Home [l

| | My Account

Home: bty Account =
Add Skills

[ Cancel | ((OK
In addition to evaluating your professional experience in a specific field, we require your assessment of the following skills: Language - Official; Language - Other; IT Skills
Applicants to Professional positions, please specify your Regional Experience. Applicants to secretarial/clerical positions, assess Secretarial/clerical skills.

IT- Oracle E-Business Suite Release 12
Infarmation Systems and Technology

Information and Knowledge Management 0
Land Resources and Management
anguage - Official

| Search ) Clear )

@ TIP Please click an the relevanivalue(s) corresponding ta your area(s) of expertise or skills for which we raquire your assessment and click SEARCH to display all
subcategories for you to sefect. To select more than one item press CONTROL key while clicking {or SHIFT key to select consecutive items)

Mo search conducted.

(Cancel ) [(OK

T
=

e | Jobs | Job Basket | Logout

Copyright [c) 2006, Oracle. Al tights reserved

3. Tick the check box next to the skills you wish to select. Then click the 2K J putton.

Add Skills
(Cancel) (0K

In addition to evaluating your professional experience in a specific field, we reguire your assessment of the following skills: Language - Official; Language - Other; [T Skills.
Applicants to Professional positions, please specify your Regional Experience. Applicants to secretarial/clerical positions, assess Secretarial/clerical skills.
Search

Skill Type

Tick this box if you wish to

IT- Oracle E-Business Suite Release 12 | !ndlcate a}ddltloqal I S.kIIIS not
Information Systems and Technology 'n(?lUded in the list. Indicate your
Infarmation and Knowledge Management skills at the next screen, under
Land Resources and Wanagement the column “Other Information”.

| Search I| Clear |

@ TIP Please click an the relevant value(s) carresponding to your areals) of expertize or skills for which we require your assessment and click SEARCH to display al
subcategories for you to select. To select more than one item press CONTROL key while clicking {or SHIFT key to select consecutive iterns.

[Js001.ATLAS [J8001.COSTAB J01.Emailinternet | LI800T.1T Skill {Other) |
[18001.MS Access or databases 001.0M5 Excel [15001.MS Outlook 18001, MS PowerP oint
IT Skills [18001.MS Project [#]001.MS Word [18001. ORACLE Consultant [18001. ORACLE Purchasing
Recruitrnent
[18001.PABX and [18001.50L [[18001 ‘Webdesign and [[18001.eBhM
Telecommunications Systerns maintenance
Language - 2001 Arabic 001 . Chinese 9001 . French
Official 75001, Russian 19001 Spanish

[ Cancel | (OK

4. Scroll down to the Skills Section: the skills that you just selected will be displayed. For each skill
select the appropriate value from the proficiency level/experience drop-down list. Then click the

B8 ) button.

Skills

Please select the skills which best describe your professional expertise. We are also interested in the languages you speak, and at which level.

=Skill *Proficiency Level /Experience | Other Information | Delete
4001, Spanish |C - ExcellentWarking knowledge v|

9001.English |MT- Mother Tangue V|

g8 88

B001.13 Excel Warking knowledge v

| Add Another Skill |

| |
| |
AOD1 MS Word | |
| |
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5. Click the \Add Anather SKIL) 1y 00 to indicate your Regional Experience (if you are applying for a
Professional position) or your Secretarial/Office Skills (if you are applying for a General Service

position). Click the 238 putton once you have selected and evaluated your skills.

Add Skills
(cancel ) (OK)

In addition to evaluating your professional experience in a specific field, we require your assessment of the following skills: Language - Official; Language - Other; IT Skills.
Applicants to Professional positions, please specify your Regional Experience. Applicants to secretanial/clerical positions, assess Secretanalfclerical skills.

Search
RN CN R eional Experience

Resource Mobilization/Partnership/Liaison

Rural Developrment

Rural Finance

Rural Infrastructure

| Secret: Office Skills y

[ Search ) Clear )

6. Click the \Add Another Skill | hytton to indicate your areas of expertise. Click the 222 button
once you have selected and evaluated your skKills.

Add Skills
(Cancel) (OK)

In addition to evaluating your professional experience in a specific field, we require your assessment of the following skills: Language - Official; Language - Other; IT Skills.
Applicants to Professional positions, please specify your Regional Experience. Applicants to secretarialiclerical positions, assess Secretarial/clerical skills

Search

Skill Type Environment, Climate Change and Bioenergy ~
Fishery Industries

Fishery Information —

Food Safety, Qually and Consurner Protection &

| Search )| Clear |

subcategories for you to select. To select more than one itern press CONTROL key while clicking (or SHIFT key to select consecutive items).

Fishery []0501.Fishery Information [Jo501.Fishery Research
Information System Management Information Management
[J0503. Aguaculture [J0503. Aquatic Genetic [10503. Coastal Aquaculture [J0503.Inland Aguaculture
Fishery Resaurces
Resources []0503.Inland Ecosystem 10503, Inland Fishery 10503 Inland Water Resources 10503 Marine Ecosystern/Fishery
[]0803. Marine Fishery Resources Management and Cansenvation

»  to select non-consecutive skill types: hold down the CTRL key and then
@ click on the required types
»  to select consecutive skill types: hold down the SHIFT key and click on
the first and last skill type that you wish to select

2.2.3 Education Qualifications
Enter information about your education in this section.

1. Click the . Add Another Establishment ; btton to create a new editable field.

Education Qualifications
Please anter in revessa Cheors

and I

plogeCal pedksr your edusCation from age 14 (unnersity. Collega, secondary sChood) Please ndcate under Additicnal Qualfication Details the exacy title of

Cul disgrid i
o TIP Y

el #) of sludy. You may be regu

1o promde proof of the Universdy Degres(s) obtaned
ol Dualdcabor ol o nequered fis b r 03

“Exact Tite Add

=Mame of Establishment = ity/Country sficademic Qualiication From To [¥1) ation Degres Delets
— [ =l | - @ *

Aded Anvothes Establishir
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2. Complete the required information in the fields: Name of Establishment, City/Country, Academic
Qualification, From and To.

3. Click the Quick Select icon |_# | under the “Exact Title Qualification column to add the exact
title of the qualification obtained, main subjects and the status.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMS
helping to build a world without hunger

iRecruitment Job Baskel Logout Diagnostics

Home [RLIE]
General | My Account
Home: My Account >
Additional Qualification Details
(Cancel ) (Ok)

= Exact title of Qualification obtained I
Main Subject

= Status -

(Cancel ) Ok
Home | Jobs | Job Basket | Logout | Diagnostics

Copyright (c) 2008, Oracle. All rights reserved.

The Exact Title of Qualification Obtained and the Status fields are
& mandatory, you will not be able to save your details unless you update
them

4. Click the 228 putton after completing this qualification.

5. To add additional qualifications, click the | Add Anather Establishment; bytton and repeat the above
steps until you have entered your full education record. To add a qualification within an

establishment already specified click the icon %+

6. Click the \ Save ) button after completing each education record.

7. Click the |_Add Anather Establishment ; hytton and repeat the above steps until you have entered
your full education record.

2.2.4 Professional Qualifications and Training

. |_Add Anather Qualification . .
1. Click the / putton to create an editable line.
Professional Qualifications and Training
Please indicate in this section additional courses attended in your professional (working) area, formal vocational training, apprenticeship, membership of professional
associations, etc.
& TIP You will need to click the "Additional Qualification Details” button to complete two required fields before you can save each entry
Exact Title
=Qualification Type Name of Establishment City/Country From To Qualification Delete
| K = | | = = = = L]
Add Another Qualification |
v
2. Complete the required information in the fields: Qualification Type, Name of Establishment,

City/Country, From and To.

3. Click the Quick Select icon under the “Exact Title Qualification column to add the
exact title of the qualification obtained, main subjects and the status.

For enquiries please contact IRECRUITMENT@FAO.ORG 20 OF 32 20
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Job Basket Logout Diagnostics

i) FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMS

helping to build a world without hunger iRecruitment

Home [lvst]

General | My Account
Home: My Account >
Additional Qualification Details

* Exact title of Qualification obtained I
Main Subject
= Status —;I

(Cancel ) [0k
Home | Jobs | Job Basket | Logout | Diagnostics

Copyright (c) 2008, Oracle. All rights reserved.

The Exact Title of Qualification Obtained and the Status fields are
& mandatory, you will not be able to save your details unless you update

them
4. Click the (22¥¢) putton after completing this qualification.
5. To add additional qualifications click the A4 Another Qualification J button and repeat the

above steps until you have a full record of your Professional Qualifications and Training. To

add a qualification within an establishment already specified click on the icon .

6. Click on the ' 22*¢J button after completing each qualification.

2.3 Additional Information

By clicking the Additional Information link you may indicate the Professional Areas for which you would

like to be considered. You are requested to specify whether you are available for Emergency Response

missions and set your account privacy.

& The torch icon next to a blank field [ 'of?indicates that there is a list of
TIP values for your selection. To view the available values type the % symbol;
then click on the torch.

For enquiries please contact IRECRUITMENT@FAO.ORG 21 0F 32
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0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMS .
Job Basket Home Logout

helping to build a world without hunger iRecruitment

Home [l

General | My Account

Home: My Account =

My Account
Guidelines for Applicants ) ( Cancel ) ((Save ) f’Refresh My Resurne )
Personal Information Qualifications and Skills Additional Informatig) Login Information

!E:ﬂl Professional Areas for which you wish to be considered

Select the Professional Area(s) which correspond to your professional (working) area of expertise. Selecting Professional Area(s) will enable FAO Managers to find
your application when searching for candidates who have work experience in a particular field. To select more than one value press CONTROL key while clicking. or
SHIFT key to select consecutive values.

Keywords | —

Professional Area  [AGRICULTURAL TRADE x| —
ANIMAL HEALTH =
ANIMAL PRODUCTIOM
AQUACULTURE
BUILDINGS MAINTENANCE
COMMODITY MARKETS
COMMUNICATION
ECONOMICS a|

Additional Details
@ TIP IMPORTANT! Supenvisor approval is necessary for Emergency Response Missions. Please upload a completed ADM33 to the documents section of this
website
Are you available for Emergency Response (ER) Missions? | ,,5?4—

¥ Allow my online profile to be searched by FAQ —
WOTE: If this box is ticked authorized FAQ staff will be able to view

your enline profile when searching for candidats ancies or for

rosters. If this box is not ticked, your online profile will be visible only to the

hiring managers of the vacancies to which you apply.

Display Language IAmerican English 'l

iRecruitment Pilot is currently in English only. Pleaze leave this field
erican Engligh. In the future iRecrutment will be available in French
and Spanish as well, and we will ask you to update this field at that time.

Personal Information Qualifications and Skills Additional Information Login Information
Guidelines for Applicants | | Cancel ) ( Save\] | Refresh My Resume |

Home | Jobs | Job Basket | Home | Logout
[Copyright (c) 2006, Oracle. Al rights reserved.

1. Professional Areas for which you wish to be considered. Enter keywords that indicate
the professional areas you would like to work in, and select the professional area(s) you
would like to be considered for. To select more than one value hold down the CTRL key
while clicking, or the SHIFT key to select consecutive values.

2. Additional Details: Please indicate your availability for Emergency Response Missions.

Note:

Staff should obtain supervisor approval before indicating availability to
work on Emergency Response Missions.

& Download the TC Emergency Response Roster release form (ADM93),
have it completed and signed by your supervisor and upload it to the
Documents section of iRecruitment (see section 3.1 of this document
for more information on uploading documents).

Indicate your preference for the field ”Allow my online profile to be searched by FAO™.

Note: I[f this box is ticked authorized FAO staff will be able to view
your online profile when searching for candidates for vacancies or for
@ rosters.

If this box is not ticked, your online profile will be visible only to the
hiring managers of the vacancies to which you apply.

3. Click the '_E2¥8 ) button and proceed to the Login Information tab.
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2.4 Login Information

This tab allows you to reset your password. Update the relevant fields and click the xﬂj button.

—

Home Jobs

General | My Account

My Account

[_Guidelines for Applicants ) | Cance\_} (Gave \ | Refresh My Resurne )
Personal Information Cualifications and Skills Additional Informatior Login Information

* Indicates required field

& TIP After you update and save your information in My Account, click Refresh My Resume butten to generate your FAO online resume. Go to the Documentd section
(on the Personal Information tab) of "My Account” to access and view your resume. Use your Internet browser functions if you wish to "Print” or "Save” the
document to your computer

Login Infermation

User Mame VWONDERLAND
* Current Password

= MNew Password I
* Confirm New Password I

Your password must be at least 6 characters long and is case sensitive. It must contain at least one letter and one number and should not contain consecutive
repeating characters (for example, pizzaZlover is not ok. but piz2zalover is ok). It should not contain your user name

& If you change your password in this section you are changing your
ORACLE password.

3.0 Personal Profile Form (PPF) and Guidelines

3.1 Create/Update PPF

The Personal Profile form (PPF) is a system generated resume that is created when you first click the
\_Refresh My Resume ) 1y jtton, available at the top and bottom sections of every page of your account.

A copy of your PPF will be added to your Documents section.

The iRecruitment PPF replaces both the current Personal History Form and the ADM75 and displays
the information that you have entered and saved in any section of “My Account” (Personal Information,
Qualifications and Skills and Additional Information).

It is important, therefore, that you remember to update your PPF by clicking the (_Reftesh iy Resume )
button after you have updated and saved new information in your account. The updated version of the

PPF will replace the older version every time you click the (Feesh MyResume ) jy 16
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3.2 View the PPF

Upon clicking the \[22Tesh My Resume ) 1, 461 the following screen will be displayed. Click the B3tk
button or the link Return to Applicant Page to return to your account.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

helping to build o world without hunger iRecruitment Ll b

Home [LTES3
General | My Account

Resume Refreshed

(Back))
Your resume has been refreshed.
< Return to Applicant Page. | Back )

T
=

e | Jobs | Job Basket | Home | Logout

Copyright (c) 2008, Oracle. Al rights reserved

Go to the Personal Information page and scroll down to the Documents section. A copy of your
updated PPF will be displayed.

1. To view the PPF, click on the File Name link. A message prompt for File Download will ask
if you would like to open or save the file.

Documents

@ TIP Please click "Add Another Document” button to upload supporting documents (e.q.. cover letter, personal CV, additional skills, list of publications, references)
For publications please provide Title, Publication Date, Journal/Publisher, but DO NOT ATTACH the individual publications

To CREATE or REFRESH your FAQ system generated resume after you enter and save your information, please click "Refresh My Resume” button. Click the filename

to open or save a printable copy - from your resume please use the "Back” button in your browser to return to iRecruitment i ye finished printing.
File Name |Fi|e Type Upload Date cription | Delete

Wionderland. Alice. htm — System Generated Resume 14-Dec-20049 FAQ Personal Profile Form (PRF) ]I]]]']‘
| Add Another Document ), Print PPF )i Refresh My Resume |

2. Choose Open to display your PPF.
x|

Do you want to open or save this file?

@ Mame: Wonderland Alice.him
il Type: HTHL Document, 15.3KB
From: udwdbs01 fao.org

Open Save | Cancel I

potentially harm pour cormputer. IF pau do nat trust the zource, do not

|@J While files from the Internet can be wseful, this file type can
open of save thiz software. What's the rigk?
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PPF (partial view)

PERSONAL PROFILE FORM

PERSOMNAL DETAILS

Family Name {surname) First Name Middle Name Maiden Name
WONDERLAND ALICE

FAOQ EMPLOYEES FAD Nationality:

Index Number: Name of Supervisor:

Title, Grade, Service: Type of Contract:

Appointment NTE Date: EOQD Date:

Gender: Female Marital Status:

Date of Birth; 01-0CT-1970 Country of Birth:

1st Nationality: 2nd Nationality: 3rd Nationality:

If you have applied for a new nationality indicate nationality/date requested:

PERMAMNENT RESIDENCE Country:

IMAILING ADDRESS

City: Country: Postal Code: Telephone: Mobile - 320123 458
Address:

E-mail:

RELATIONS
If you have any dependants, indicate name, date of birth and relationship:
If you have close relatives employed by FAQ, indicate full name and relationship:

SKILLS

LAMGIHAGE SKNT S

3. If you wish to generate a printable form, click the 1M FEF ) hytton.

Documents

@ TIP Please click "Add Anather Document” button to upload supporting documents (s.g., cover letter, personal CV. additional skills, list of publications, references)
For publications please provide Title, Publication Date. Journal/Publisher, but DO NOT ATTACH the individual publications

To CREATE or REFRESH your FAQ system generated resume after you enter and save your information. please click "Refresh My Resume” button. Click the filename
to open or save a printable copy - fram your resume please use the "Back” button in your browser to return to iIRecrutment once you have finished printing.
File Name |Fi|e Type |Up|oad Date |Description | Delete

wWonderland. Alice hitrn System Generated Resume 14-Dec-2009 FAQ Personal Profile Form (PPF) i
| Add Ancther Docurment ( Print PPF ) Befresh My Resume |
SN——

4. The printable form will be displayed. Use your Internet browser functions to save or print it.
To return to your account close the document.

dvdbs01.fao.org:4515/0A_HTML /0A. jsp?0AFunc=FAD_IRECRUITMENT PDF&_Fi=1247072953%0ape =23 - Wintlows Inter

e - | 8] Ritps:jjudvdbs1 Fao.org:4515]0h_HTMLIOR, jsp?OAFuRc=FA0_IRECRUITMENT_PDFe tim124797295380apc=2380a, 7 || 14 | 4| X

kel IBlng /
File Edit GoTo Favorites  Help /

v b (&8 https: ffudvdbsl.Fan. org:4515/0A_HTMLIOA.jsp?0... | | i L -B - @ vA(Page - ook + 7

BB & ¢ 08w -

| Click to close the document.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

PERSONAL PROFILE FORM u

PERSONAL DETAILS
Family Name (surname) First Name Middle Name Maiden Name
APPLICANT3 MARY

For enquiries please contact IRECRUITMENT@FAO.ORG 25 0F 32 25
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3.3 Guidelines

There are guidelines available for applicants on the iRecruitment site. You can access these from any

section of your iRecruitment account by clicking the |_Zuidelines far Applicants ) button .

F\\V/ 0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMNS
- o helping to build a world without hunger

Job Basket Home Logout

iRecruitment

Home LI

General | My Account

My Account
| Guidelines forAppI\cams) | Ccapcel ) [ Save | | Refresh My Resume
_J Personal Information l Qualifications and Skills Additional Information Login Info

= |ndicates required field
TP LI you do not enter any information or press the Save button for 20 minutes or more you will be automatically disconnected and all unsaved information will be lost

@ TIP After you update and save your information in My Account, click Refresh My Resume button to generate your FAQ online resume. Go to the Documents section
(on the Personal Information tab) of "My Account” to access and view your resume. Use your Internet browser functions if you wish to "Print” or "Save” the

document to your computer

Basic Details

Please enter your personal information.
Family Name WONDERLAND

First Name ALICE
Middle Name
IMaiden MName
Birth Date  01-Oct-1870
Gender Female
Email
Present MNationality#1

Phone Numbers
FAO employees are not requested to enter Home phone numbers
Phone Number Times to Call

Home | :I'

—_—

For enquiries please contact IRECRUITMENT@FAO.ORG 26 OF 32
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4.0 Search for vacancies and Apply

4.1

Search for vacancies

Once you have completed all required information under “My Account” you can search for a vacancy
and apply.

3.

Click the 14892 tab on your iRecruitment Home page.

Motifications

Hams dok Tisle v ganl pablcen L st oy Seatis Appbication Detadis
Ho résuli Tound

—
FOOD AND AGRICMTURE DRGAMIZATION OF THE UNITED MATIDNS o
; i . ¢ IRecrultment b Baghe Howe LLDfl

v al

Welcome to our Job Site WONDERLAND, ALICE Cuick Links

= Mew Jobs Lasl T days)
» Search ke Jabs

Lk
Youi fva mpEl recan notbcatone B bated balow Chok the Bubect to reapond Chboee thi Ful Lt button 1o see &l o L Fuli Ll
roA e v
From Sailaject S
Ho resuly Tound
Jobs Applied For
Balow 8 & bal ol the poibd 1o whech you Fee Bppled Salact Full Let 10 see e complete it of Job Apphc st Full Lig

The Available Jobs screen will be displayed. To view all available vacancies hold down
the CTRL key and click on all values for City Location. Then click the _Search ) putton.

FOGD AND AGRICBLTURE DRGAHEZATION OF THE UNITED NATIONS PR e e
halir i i . iRecrultment docBoakst ooy Dmaewics
F

Available Jobs | Job
Jobs: Available Jobs

Sawe Search Guide linss o Spplicants

Search

in oder 1o find a job guckly enter at leasl one of the follewng critena City Locaton (for example FAD Headquarters is Rome [T} or Wiew Saved Searches
Prolessional Area (e g Nuirtion) and click Search to begin. To display the Tull list of jobs_ hold down the CTRL or SHIFT keys: and click on al
City Locations, then cick Search To begin a new search click on the Clear bufion below

Faywonds

Dats Fosted -

City Location

Professional Ares  [AGRICULTURAL POUCT

AGRICULTURAL RESEARCH AND EXTENSION

(13

AGRICULTURAL SUPPORT SYSTEMS

AGRICULTURAL TRADE

ANIMAL HEALTH

AHIMAL PRODUCTION

ACUACULTURE

ARTISAMS =

* Vacancy type |

p—

To apply for a spacific job, you must have @n eaosting FAD Recruitmen accoum

H you have Bn acopunl. you may seaech for availatie jobe and add those of interest 1o your Job Biasket by ticking the check-box rexd bo the wacancies and choing Add
o Basket buiton

K you do not have a FAD Recrutment account you can regester by clickong on the Home tab and pressing the Regester Today buflon
Select Name Job Titke  Organization Mame Professional Aroa Location Deadline for Applications Apply Now
Ho search conducted

Save Bearch Chadelines o Apeicants

Home | Jobs | Job Baskel | Leges | Diagnostcs

If you wish to restrict your search, choose other parameters such as Professional Area or

Date Posted and click the LEearch ) putton. A list of available vacancies matching your
selection will be displayed.

For enquiries please contact IRECRUITMENT@FAO.ORG 27 OF 32 27
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4. Before starting a new search, click the @ button.
5. If you wish to re-order records within a column, click on the green column title.
6. If you wish to display more vacancies, click the link Next 10.
FIOD AND AGRFOULTURE DRGANITATEON OF THE UNITED NATIONS p L
. elir il & ookl weibhoct M IRecrultment LB LpXis Dadialcs

Moime g

Available Jobs

Jobs: Available Jobs

Eave Bparch | | Guidelines o Applicants |

Search
In order to find a job guickly, enler at least one of the followeng criteria’ City Location (for example. FAD Headquarters = Rome. [T), or vigw Saved Eearches
Prolesssonal Asea (&g Mutnlson) and chck Search to begin To display the full lisi of jobs. hold down the CTREL o SHIFT keys and chick on &l

City Locatsons, then click Search To begin & new search click on the Clear bufton bebow
Keywords

g
Ciale Posted -I

City Location [ACCRA GH

SANTIAGD CL
Wanous Locations

Professsonal Area  [AGREOUTERL FuLiL T
AGRICULTURAL RESEARCH AND EXTENSION
AGRICULTURAL SUPPORT SYSTEMS
AGRICULTURAL TRADE
ANIAAL HEALTH
ANRAL PRODUCTION
AQUACULTURE
SRTISANS =

* Vacancy type Pmll-::lund {

To @spley sl Vececy Ty

L]

Bl o O CMBEOTY BT 8 vk

Bearch ) Clear | @

To apply for a specific b, you must haw an exsting FAD Recruitment account

to Basket bufion
i you do not hawe a FAD iRecruitment account, you can regester by clickong on the Home 1ab and pressing the| Register Today button

Select Jobs: | Add To Basks
Salact A1 | Sslact None

adlins for Apply
Select Hame Title nizathon Hame Frodessbonal Area L lications How
I RCeoss Economest {Commodties) P-3 Temde and Markets Diesion,  ECONDMICS ROME IT 31-Dec-2011 -~
(00EATEN) EST
r [ Rc2ng3\Economest (Global Perspectves)  Agnculiural Developmeni ECONDMICS ROME IT 31-Dec-2011 1]
P-3 (0725552) Economcs Dnessan, ES4 i

p —

4.2 Apply to a Vacancy

shown below.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

helping to build o world without hunger iRecruitment Sl s

Home L

Available Jobs | Jobs Applied For
Jobs: Available Jobs >

Job: IRC2095

|_Add To Basket

(Apply Now )

Description
Title, Grade (Position No} Ecenomist (Commedities), P-3 (0089761)
Location ROME,IT
Organizational Unit  Trade and Markets Division, EST
Deadline for Applications  31-Dec-2011
Duration Fixed-term: 3 years
MNotes

Department Description
Economic and Social Development Department, ES

To apply for a vacancy (see previous screenshot) either select the vacancy and click the relevant icon
i}

ﬁ , or click the file name (IRCxxxx) to display the vacancy details and then the _Apply Now ) button, as

For enquiries please contact IRECRUITMENT@FAO.ORG 28 OF 32
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There are three steps to follow: Review Account, Additional Information and Submit Application.

Review Account

You may review your account details and also update any required information. Use the brown links
provided at the top of the screen to move quickly to the different sections of this page.

Once you have reviewed your details, click the @ button.

Review Account screen (only partial display)

n
4 O AFE A FOWLINE DR AHEL AT O THE UNTTED MATRRL . 4 HoEn L [T
@ T 1l [ T PEE IRacrunment ok Basded Hiew lend [eealks

Flama | Jabm
P
4 9, {2
LTt TR R T N eLiE TLLE
¥ Ehers Honsss ¥ Dosumanis ¥ Er 0 Ralls ¥ Cocation Quallizasan ¥ Poofensicral Cuallizmzas and Traning
Appheatics; Review dzeaunt IRCINEE
Az part of your azpicalen. wa il subrd b Elowrg bon your Acczan! Vos miry wie a Fekdi bakoew 12 maks Gk | |Staz tol 3 Bevew Socount -.-I L=
'y COnaSDaAl ) viel ACC0unl PRSI Lo ZEFgE EhEg Tl QL S
& badac al 85 iipincd BESE
Dazks Catalk

Fiardly Kasre  WORDERLAKD
Firsi Mams ALKCE
icids Karras
Haikin Batm
S Dm0 June] 565
Gardnr  Famas
Erad  #iliceMicadsdandatacoam
Fresart bavenaliy®  Urdes] Hisgdom

© sty ) A0 nkarmad e gresvidee by mes i e and camplels I -

= Cardifzaton Data I—E

Fhane Humbery % Habamn b Tom

Phasai: Hismliis Trrees 16 Cadl
Hare | -
Wit I |
Work [ =
ik el I I |

Additional Information
Please enter the required information for References.

Additional Information screen

//ry\ FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS . .
0 h gto build @ world without Hun_“r iRecruitment Job Basket Home Logout Diagnostics

Home | Johs

Review Account  Additional Information  Submit Application

Application: Other Info IRC2066

= |ndicates required field

[ Cancel J | Ban5||Step2 of 3: Additional Infurmatiunj Mext |
References

Please note that in evaluating your candidature, FAO reserves the right to approach your previous employer(s) for references. It is not our policy to approach your
present employer at the evaluation stage without your express consent.

Do you consent to our making enquiries to your present employer? IYes -

Please note, however, that before any offer of appointment is made to you, FAOQ will contact both your present and previous employers for work references.

Employment by the Organization may require assignment and travel to any area worldwide. Final appointment will be therefore subject to a medical examination.

(Cancel ) (Back] | Step 2 of 3 Additional Information = | [MNext )
Home | Jobs | Job Basket | Home | Logout | Diagnostics

Copyright {c) 2008, Oracle. All rights reserved.

For enquiries please contact IRECRUITMENT@FAO.ORG 29 OF 32
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Submit Application

Click the L Finish ] button to submit your application.

Submit Application screen

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS 5 -
helping fo S0 o iRecruitment Job Basket Home Logout Diagnostics

d g wo

Home Johs

Review Account  Additional Information  Submit Application

Review Application: IRC2066

Cancel ) Elaclg”Step 3 of 3: Submit Application j Finish
By clicking on the “Finish™ button, | certify that the statements made by me are true and complete to the best of my knowledge and belief. | understand
that any false statements or omission to provide any information required in this form may provide grounds for the withdrawal of any offer of appointment
or other acti including dismissal, if an appoi has been d

9

(Cancel ) | Eac5| |Slep3 of 3: Submit Application j |_Finish )
Home | Jobs | Job Basket | Home | Logout | Diagnostics

Copyright (c) 2006, Oracle. All rights reserved.

A confirmation that you have submitted your application will be displayed on top of the screen. Please
note that you will not receive an email notification of your application.

Confirmation
Thank you for submitting your application.

Changes can be made to your online profile at any time. However,
when you make a change it will be visible to the hiring managers for all
positions for which you have applied.

& If you apply for more than one position, you can upload specific cover
letters in your Documents section, highlighting your specific skills,
experience or motivation for the post. Please indicate on the title of the
document the number of the vacancy announcement to which it refers.

This completes your application. Click the m tab to return to your iRecruitment Home page. The
section Jobs Applied For will display your application as shown below.

For enquiries please contact IRECRUITMENT@FAO.ORG 30 0F 32 30
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F \\\4'.':0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMS . . Job Basket Home Logout
. N helping to build a world without hunger iRecruitment - )

Home [lslat
General | My Account

Welcome to our Job Site WONDERLAND, ALICE Quick Links
e MNew Jobs (Last 7 days
Motifications » Search for Jobs

Your five most recent notifications are listed below. Click the subject to respond. Choose the Full List button to see all your [ Full List
notifications.

From Subject Sent

Mo results found

Jobs Applied For

Below is a list of the jobs for which you have applied. Select Full List to see the complets list of Job Applications. |_Full List )
Name |J0b Title |Organization |Location |Statu5 | Application Details

How to Update your Account and Apply for a Job

To Complete or Update your Online Account Information

a. Click My Account link on top of the 2creen to dizplay the four tabs available: Perzonal Informatien, Qualifications & Skillk, Additional Infermation, and
Legin Information.

Click on each tab and enter or select relevant information for each field on each screen.

Click Save button at the bottom of each screen.

Click Refresh My Resume to generate a FAQ rezume. Go te Documents zection (on Personal Information tab) to review vour FAD resume.
Use My Account to update and =ave your account details as necessary.

oeoo

To Search for Available Jobs and Apply to a Vacancy of Interest

4.3 Job Basket

There is a functionality in iRecruitment which allows you to select one or a number of vacancies and
apply later called “Job Basket”.

1. Click the 4892 _| tab on your iRecruitment Home page to search for vacancies (see
Section 4.1).

2. Enter your selection parameters and click the |_582¢h ) putton. The list of available
vacancies matching your selection will be displayed.

3. Tick the checkbox next to the jobs you are interested in and click the (A4 Ta Basket ) b 1o

Select Jobs: [ Add To Basket |
Select All | Select None
Deadline for Apply
Select Name |Job Title Organization Name Professional Area Location|Applications Now
[T IRC2095 Economist (Commaodities), P-3 (0089761) Trade and Markets Division, EST ECONOMICS ROME.IT 31-Dec-2011 i"@
I~ Irc2093 Economist (Global Perspectives), P-3 Agricultural Development ECONOMICS ROME.IT 31-Dec-2011 R
(0725552) Economics Division, ESA Ll
@ IRC2005 Human Resources Officer (Organizational Qrganizational Design ( CSHE ) HUMAN RESOURCES ROME.IT 23-Mar-2010 e
Design), P-4. ( 0037338 ) T
[" IRC2086 HR Officer, P-2, (Unedentified) Rggﬁigﬂem and Staffing Branch HUMAN RESOURCES ROME.IT i"@
IRC2092 Human Resources Officer (Organizational Qrganizational Design ( CSHE ) HUMAN RESOURCES ROME,IT 31-Dec-2011 Yy
Design), P-4. { 0037338 ) f
@ IRC2026 Mutrition Officer (Assessment and Nutrition Assessment and NUTRITION AND CONSUMER  ROME T 31-Dec-2009 T
Requirements, P-4. ( 0101974 ) Planning Service ( AGNA ) PROTECTION T
IRC2089 Senior Statistician (Food security and Statistics Division, ESS STATISTICS ROME.IT 31-Dec-2011 Sy
social statistics), P-6 (0094242) L

A message will confirm that the selected jobs have been added to your job basket.

For enquiries please contact IRECRUITMENT@FAO.ORG 310F 32 31
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Confirmation

The selected jobs are now in your baskst.

4. Click the Job Basket link at the top or bottom of the screen to view your Job Basket.

D FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMNS ; : lob Basket L t Di stice
helping to build a world without hunger iRecruitment oh RSl ool Saaness
Home | Jobs

Job Basket
Click the Apply Now icon to apply for any of these jobs. To remove a job from your Job Basket, select it using the check box, and click the Remove from Basket button.
@ TIP Once you apply for a job, that job will no longer appear in your Job Basket. To view your job applications, select the Jobs Applied For page

Select Jobs: | Remove From Basket )
Select All | Select None

Select Name |J0b Title |Prufessiuna| Area |Lucati0n |Apply Now
IRC2005 Human Resources Officer (Qrganizational Design). P-4. ( 0037338 ) HUMAN RESOURCES ROME,IT i"@
_G IRC2026 Nutrition Officer (Assessment and Requirements, P-4. { 0101974 ) NUTRITION AMD CONSUMER PROTECTION ROME,IT GD
[T IRC2093 Economist (Global Perspectives), P-3 (0725552) ECONOMICS ROME,IT :%

Home | Jobs | Job Basket | Logout | Diagnostics

Convright (e} 2006 Oracle All rinht= reserved

ﬂ*a

5. Select the job you would like to apply to and click the Apply Now icon

FAO Employees can also apply from the FAO website; however, they
& will have access only to vacancies that have been published as

External. There is no access to Internal Vacancies from the FAO
Employment website.

If you need help, or have queries, please contact: IRECRUITMENT@FAO.ORG
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