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Information for New Users

At the moment only vacancies in the category “Profe ssional Vacancies” are
published in iRecruitment. For the time being iRec  ruitment is available in
English only.

Internet Explorer settings

Before using the FAO iRecruitment site please ensure that your Internet Explorer settings are set
appropriately. 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 FAO 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 our vacancies and access iRecruitment by clicking on the link provided at the bottom of the
vacancy announcement.

Step 1- Register/Login to iRecruitment

If you are a New Visitor, please register in iRecruitment to create an account. If you are a FAO Ex-
Employee, please register at the specific link for “Former FAO Employees” in order to recover your
employee data. If you are a registered user, please login to your iRecruitment account.

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, available from Monday to Friday from 8:30 to 17:00
CET.

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

The torch icon next to a blank field [ ’fi?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.
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1. Logon to iRecruitment

1. Open Internet Explorer and go to the www.fao.org website. Click on About FAO and then on
Employment .

el thir
FAO Home

francais PYCCHMI

Food and Agriculture
Organization of the
United Nations

1 BILLION PEOPLE LIVE IN CHRONIC HUNGER AND I'M MAD AS HELL. m.I'III
!

& T 10 516N THE PETITION TO END HUNGER, 3363918 ALREADY SIGNED.

send by email | printerfiendly version

FAQ Home \ |
< About FAD Food and Agriculture FAO HEADQUARTERS
[edge Forum Organization of the . g Viale delle Terme di Caracalla
United Nations : 00153 Rome, Italy

FAD Reform Telephone: (+29) 06 57051

Publications Fax: (+39) 06 570 53152
Email: FAO-HQ@fao.org

Statistics

ot EAO Home Media Relations

Telephone: (+39) 06 570 53625

Country Briefs
About FAQ Fax: (+39) 06 5705 3699

Country Profiles

Departments The Food and Agriculture Organization of the United Nations leads international efforts
Topics Trector-Ge | to defeat hunger. Serving both developed and developing countries, FAQ acts as a Worldwide offices
Employment neutral forum where all nations meet as equals to negotiate agreements and debate
policy. FAO is also a source of knowledge and information. We help developing countries I
. and countries in transition modernize and improve agriculture, forestry and fisheries Fact sheets on FAO'’s programme

2. The following page will be displayed. Click on the link iRecruitment Access .

francais

Employment

Employment Related links

Food and Agriculture
P Human resources are the essence of FAQ. FAQ employs more than 3 Non & Under represented
Organization of the i
United Nati 800 staff members — approximately 1600 professional and 2 000 countries
ez general service staff- and currently maintains five regional offices, ten  Were info
or a world without hung subregional offices, six liaison offices and 74 full-ledged country Application Guidelines
offices (excluding those hosted in Regional and Subregional Offices),
in addition to its headquarters in Rome I
ek Disclaimer
FAQ Home FAD is looking for people who are willing and able to make a It has come to the notice of the
difference. If you are able to handle or, better, to promote change and have demonstrated competencies in Food and Agriculture
Employment Home relevant areas for FAQ, we encourage you to apply to Professional vacancies. Besides the central Organization of the United
Non & Under administrative functions, such as human resources, finance and information technology, FAD is looking for Nations (FAQ) that a number of
represented Countries experts in the field of agriculture, fisheries, forestry and related areas as they are listed on FAQ's home page. organizations or programmes

claim to be acting on its behalf
and are misusing its name

Professional Vacancies and logo in that connection
We would like to particularly encourage qualified nationals from non-representad and under-represented

IMember countries to apply to our current work opportunities. Qualified women are also strongly encouraged

SeniorJevel Vacancies Are you interested in challenge and progression?

FAD wishes to advise the
public in unconditional terms

Project Vacancies

ST to apply. thatit does not sponsar any
Associate Professional organizations or programmes
Officers For further information and applications, please consultthe Professional vacancies or browse the various which, through website

FAO Internship categories to find where your qualifications intersect with the needs of FAQ. Unsolicited applications will not postings or otherwise, claim to
[NELE LS be considered by the Organization. Follow this link ta learn more about applications. be acting on its behalfin

FAO Junior professional recruiting or facilitating the
programme recruitment of personnel. FAQ

assumes no responsibility for

any annauncements or

FAO Volunteer activities of such organizations
(DL oy or programmes. Far

A informatien on possibilities of

RecnEmenDAccans employment in FAQ the public

is invited to consult the relevant
section of this Website. Please
click here for more information.

General service staff

Questions)

Contact us Privacy Policy Scam Alert @ FAD, 20
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3. Alternatively, click on Professional Vacancies and then on the title of the iRecruitment
vacancy.

Professional Vacancies

0 dzation of th Pieass nole for vacanckes cumently published i Engiish oy, # Spanish and French varsons #i ba
svasiabie shoty
United Nations
- e Grade  Number Departmen Expry Die.
_ Hishery Aesowrcrs Ofcer 2494-FIR  Fizterses and 1803201
Programma Oficer P2 CPTCE  Technical Cotperaion 03435011
FAD Home by
Sariol OFhcer . | Nom e oo & PE 2S00-AGA [k lea R ]
Fimpormai Homs Production Dissases)
Fioid Programims: Ofcar Fd  J48S-BEC 3l Subregiona =namen
Professiona Vacancies o Ofice
[ oo wince Cficent P4 QMET-CSC rale Berices ABN2EI11
Resmroes and
canicalied
Project Vacancas
Consultanis S by el Planning (e, (Lnleneise Pa Q-0BP 14022011
HRisk Management)
Bznocisie Professonal

T —
Related Information

Cran@ral Reguremenis

§ Ui e g
cuniries

pidEkne s ¥ Appicas
iRecratmen
I
Useful documents.

Personal History Fomm (44 and
Imder )

4. Then click on the link provided at the bottom section of the vacancy announcement.

To apply: visit the iBecruitment website:

> HT TR WWW.FAC . ORGWVA/IRECEUITMENT/INDEX_EN.HTML

and complete the on-line application

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

the on-line application in all sections

FAD IS A NON-SMOKING ENVIRONMENT

Plesse note that FAD staff members are intemational civil servants subject to the authority of the Dirsctor-General and may be assigned to any
activities or office of the organization.

5. The following page will be displayed. Use the appropriate link (External Applicants or Former

FAO Employees ) to access the iRecruitment Home page.

Food and Agriculture
Organization of the
United Nations

Custom Search el
FAO Home

Employment Home
Senior-level Vacancies
Professional Vacancies
Project Vacancies
Consultants

Associate Professional
Officers

FAQ Internship
programme

FAO Junior professional
programme

General service staff

FAO Volunteer
programme

Application Guidelines
iRecruitment Access

FAQs (Frequently Asked
Questions)

Contact us

Employment

Welcome to iRecruitment !

FAQ is currently launching iRecruitment, the FAQ on-line application system. For the time being,
iRecruitment is available in English only. To apply, please follow these steps:

1. Register in iRecruitment if you are a new visitor and create your account. If you already have an
account. log-in as a returning user.

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

3. Search for vacancies

4. Apply

For complete guidelines, please click on the Guidelines for Applicants link available on every page of your
account

iRecruitment Access:

[ External Appli Reqi ion/Loging

[Z] Former FAQ Employees Registration <

[l FAO Employees Login

FAO iRecruitment is unavailable every Sunday from 16:00 to 18:00 CET. For necessary
system maintenance iRecruitment will be unavailable on Saturday 26 March 2011 from
5:30 to 13:00 hrs (CET)

v e

I
Related Information

¥ General Requirements

» MNon & Under-represented
Countries

I
Need Help?

» iRecruitment Guidelines

» iRecruitment FAQs

Privacy Policy Scam Alert

@& FAD, 2011
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iRecruitment Home Page

Job Basket Diagnostics

‘il;l "' Jobs

F\VO FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMS . R
r g to build a world without hunger iRecruitment

Welcome to the FAQ iRecruitment Online Jobsite /’-‘ Login
External Applicants and Former FAQ Employees Login Page
First time visitors must register and create an online
| account:

FAQ iz conducting a pilet phase of itz new onling iRecrutment system. During the pilot, the vacancies are available in

—_——————
English only; however, they will be publizhed in Engligh, French and Spanish after the pilot phase is finished. | Register today |

To Register with FAQ iRecruitment: Returning visitors:
Email I

First time visitors (not registered)

Password I
1. Click Register Today button and type your name. Email address, and password. (g
2. Click Apply button to complete registration and to display Create Account screen. \Login)
3. Click on Create My Account and complete your online account information.

&TIP  Did you forget your password?
Former FAQ Employees :

Click on Former FAQ Employees link and follow instructions. o ERokovess.

_ . X Previously employed by FAQ in any capacity
Returning visitors (already registered): Im\

Type Email and Password in the Returning visitors section and click Login.

© Need more information?

If you experience problems please contact our Helpdesk at iRecruitment@fac.org » Guidelines to Applicants
« FAQs
Job Search
To start searching for Jobs |, please click on the Jobs Button. | Jobs )
DISCLAIMER

It has come to the notice of the Food and Agriculture Organization of the United Nations (FAO) that a number of
organizatiens or programmes claim to be acting on its behalf and are mizusing itz name and logo. In that connection,
FAQ wishes to advize the public in unconditional terms that t does not sponsor any erganizations or programmes
which, through website postings or otherwise, claim to be acting on its behalf in recruiting or faciltating the recruitment
of perzonnel FAQ assumes no rezponsibiity for any anncuncements or activitiez of such organizations or
programmes. FAD wishes furthermore to advise that it does not charge a fee at any stage of the recruitment process.
For informatien on poszibiltiez of employment in FAQ the public iz invited te consult the relevant section of this website.

Home | Jobs | Job Basket | Diagnostics

Copyright (c) 2006, Oracle. All rights rezerved

2. Registration - Login

2.1 New External Applicants Registration

1. At the Login section of the iRecruitment Home page click the Feaistertoday )y tion.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

g to build a world without hunger iRecruitment s

‘i il: Johs

Welcome to the FAQ iRecruitment Online Jobsite %
External Applicants and Former FAO Employees Login Page

Login

First time visitors must register and create an online
| account:

|_Renister foday ) 44— New Users

FAD iz conducting a pilot phase of its new online iRecruitment system. During the pilot, the vacancies are available in
English only, however, they will be published in English, French and Spanish after the pilot phase is finished.

To Register with FAO iRecruitment: Returning visitors:
Email I

First time visitors (not registered).

Password |
1. Click Reqgister Today button and type your name, Email address, and password. (Lant)
2. Click Apply button to complete registration and to display Create Account screen. \Login )
3. Click on Create My Account and complete your online account information.

TP Did you forget your password?
Former FAO Employees :

Click on Former FAO Employees link and follow instructions. Y

o Previously employed by FAQ in any capacity
Returning visitors (already registered): -W

Type Email and Password in the Returning visitors section and click Login,

© Need more information?

If you experience problems please contact our Helpdesk at iRecruitment@fac.org » Guidelines to Applicants
+« FAQs

Job Search
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2. At the Registration screen enter a valid email address, Family Name, First Name and a
password, and click the ' _S48mit | hytton.

Enter only one email address. If you enter more than one email address, either
& separated by OR - AND or any other symbol / - ; you will not receive email notifications
from iRecruitment, including your new password, should you need to reset it.

F ‘\‘g}’:o FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

g to build a world without hunger iRecruitment Job Basket Diagnostics

Home =
Registration
If you have already registered with iRecruitment, then please log in now. (_Cancel )( Submit )

If you have not already registered, please enter your details below.
If you have previously worked for FAQ, then click here to register with your existing details.
* Indicates required field

Your Details

Please enter only OME valid Email address to register with iRecruitment. You will use this Email address in the future to access the FAD iRecruitment system to
update your account information. The Email address you register with is also used by the FAO iRecruitment system to send Email notifications to you. Please do not
use "and / . / or" to enter your Email address. For example. Invalid Email: "name@yahoo.com or name@hotmail.com” will result in failure to receive iIRecruitment
notifications.

= Email I

= Family Name

= First Mame

Your Password
Your password must be at least & 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. pizza2lover is not ok, but piz2zalover is ok). It should not contain your user name.

= Password

* Confirm Password |

( cancel |
Home | Jobs | Job Basket | Diagnostics
Copyright (c) 2006, Oracle. All rights reserved.
; [ Create by Account - -
3. Click the ' EEIEMIATCOUR) 1 10N to complete your registration.
A /
1y, FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS y -
F ‘\\ﬁ 0 ng to build @ world without hunger iRecruitment Job Basket Logout Diagnostics

Home [ALTES
General | My Account

Create Account

By clicking on “Create my account” button. you can start creating your application on-line. Your application will consist of four sections:
+ Personal information (Basic details. Address and contact details, Documents)

+ Qualifications and Skills (Employment History, Skills, Education Qualifications, Professional Qualifications and Training)

+ Preferences (Professional areas and Additional Details)

» Login information (change details and password)

submit a | lication. | | licati will not be considered.

P PP P PP

P

( Create My Account )

Disclaimer:

The Hurpan Resources Management Division (AFH) of the Food and Agriculture Organization of the United Mations (FAQ) is committed to protecting your personal data.
By clicking on “Create My Account” button, you agree to FAQ processing your personal information.

Home | Jobs | Job Basket | Logout | Diagnostics

4. The Personal Information page of your account will be displayed. For information on how to
complete this page, please go to Section 3.1 .
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FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

helping to build a world without hunger iRecruitment S PRl S

Home WITEIN

eral | My Account
My Account

| Guidelines furAppIicams) | Cance[] | Save | | Refresh hy Resume)
Personal Information { Qualifications and Skills Additional Information Login Information

* Indicates required field

@ TIP ! If 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.
@ TIP Please indicate all valid nationalities.

* Family Name  [APPLICANT3

First Mame IMARY
Middle Name I

Maiden Mame I

Email Address Imary,app\icanﬂ@yahm,com
* Birth Date I

= Gender I vl

Marital Status

Country of Birth

Present Nationality#2
Present Nationality#3

&‘4 .\“4 & ““ﬂ

* Present Mationality#1 |
If you have applied for a new nationality indicate nationality/date requested I

Permanent Residence: Country
= | certify that all information provided by me is true and complete 'l

= Certification Date

MNOTE: By certifying that the information you provide is true and complete to the best of yo
accept that any false statements or omission to provide any information required by this o
provide grounds for the withdrawal of any offer of appointment or other actions. including di
appointment has been accepted.
Mailing Address
* Address Line 1 |

Address Line 2 |

City/State |
Postal Code |
= Country | 1,,5?

Phone Numbers

Phone Number Times to Call
Home I I j
Mobile | | =l
Waork I I j
Work Fax I I j
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 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 once you have finished printing.
File Name File Type Upload Date Description Delete
No results found.
|_Add Another Document ). Print PPF )| Refresh My Resume |

j Personal Information { Qualifications and Skills Additional Information Login Information

| Guidelines forAppIicants) I Cancel_) | Save | | Refresh My Resume)

Home | Jobs | Job Basket | Logout | Diagnostics

Copyright (c) 2008, Oracle. All rights reserved.
About this Page

4 | 3
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2.2 Former FAO Employees Registration

1. If you are a former FAO employee and worked for FAO under any type of contract click on
the Login button at the section Former FAO Employees to recover your employee data.

\@/jo FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

) build a world without hunger iRecruitment Ll

‘im Juhs

F‘.

Welcome to the FAO iRecruitment Online Jobsite //:'J Legin
External Applicants and Former FAQ Employees Login Page
First time visitors must register and create an online
account:

|_Register today |

[FAD is conducting a pilot phase of its new online Recrutment system. During the pilet, the vacancies are available in
[Engiish only; however, they will be published in English, French and Spanish after the pilot phase is finished

To Register with FAQ iRecruitment: Returning visitors:
Email |

First time visitors (not registered):

Password |

1. Click Register Today button and type your name. Email address. and password. (Login)
2. Click Apply button to complete registration and to display Create Account screen. \Login)
3. Click on Create My Account and complete your online account information.

@TIP  Did you forget your password?
Former FAQ Employees :

Former FAQ Employees:

Click on Former FAO Employees link and follow

Former FAO Previously employed by FAQ in any capacity
Employees Registration — f——p L)

Returning visitors (already registered):

Type Email and Passwaord in the Returning it

(@ Need more information?

If you experience problems please contact our Helpdesk at iRecruitment@fac.org & Guidelines to Applicants
« FAQs
Job Search
To start searching for Jobs | please click on the Jobs Button. [ Jobs
DISCLAIMER

It has come to the notice of the Food and Agricutture Organization of the United Nations (FAQ) that a number of
organizations or programmes claim to be acting on its behalf and are misusing ts name and logo. In that connection,
FAQ wishes to advise the public in unconditional terms that it does not sponsor any organizations or programmes
which, through website postings or otherwise, claim to be acting on itz behalf in recruiting or faciltating the recruitment
of perzonnel FAD sesumes no responsibilty for any announcements or activities of such organizations or
programmes. FAQ wishes furthermore to advise that it does not charge a fee at any stage of the recrutment process.
For information on possibilties of employment in FAQ the public iz invited to consult the relevant section of this webaite.

I
=}

ne | Jobs | Job Basket | Diagnostics

Copyright (<) 2008, Oracle. Allrights reserved.

2. Enter a valid email address, your surname in capital letters, your FAO Index number and

your date of birth. Click the | 248Mit) hytton. An email with a new temporary password will
be sent to the email address you have provided. This will complete your registration.

If your records cannot be located or you experience problems, please DO NOT
register as an External candidate using the Registe  r Today button, as this may
cause loss of records. Please contact  iRecruitment@fao.org for assistance.

0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

19 to build o world without hunger iRecruitment e
y vome KIS
Ex-employee Registration (%) Quick Hints
. y —_——

If you have previously worked for FAQ, please register here. Please note that you must enter a valid e-mail address to [Cancel ) ( Submit ) Enter your
which we will send you your new password.If the system cannot locate your records. or if you do not have an e-mail details as of the
account please contact Helpdesk. An e-mail informing you of your login and password information will be sent to you. If time that you left
you are using a spam blocker, please ensure that it will not block the e-mail response DO NOT create your account the company.
using Registration for First Time Visitors link as it will result in loss of application details TIP If your

* Indicates required field records are not

Your Details found when you
submit, check

= Current E-mail Address I that you entered
information
First Name | exactly as we
Family Name | have it. For
example, if your
FAQ Index No. {if known) | name is Daniel
) were you
Date Of Birth recorded as
Dan?

Division/ Department
TIP If too many
records are
found, you need
to enter more
data to narrow
down the results

Mame of Your Last Supenisor

e
=

e | Jobs | Job Basket | Diagnostics

Copyright (c) 2006, Oracle. All rights reserved
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3. Once you receive your new password, logon to the iRecruitment Home page and enter your
email address and your new password at the section Returning Visitors . You will be
requested to change your temporary password.

Ac, FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

H B Job Basket
he to build a world without iRecruitment —

‘im Jobs

Welcome to the FAO iRecruitment Online Jobsite %_J Login
External Applicants and Former FAQ Employees Login Page
First time visitors must register and create an online
account:

—_—

|_Register today |

To Register with FAQ iRecruitment: I Returning visitors: I

Email I

FAQ iz conducting a pilot phase of itz new enline iRecruitment system. During the pilot, the vacancies are available in
English only; however, they will be published in Englizh, French and Spanish after the pilot phase is finished.

First time visitors (not registered): —_—

—_— Password |
1. Click Register Today button and type your name, Email address, and password. (Togin)
2. Click Apply button to complete registration and to display Create Account screen. \Login)
3. Click on Create My Account and complete your online account information.

@TP  Did you forget your password?
Former FAO Employees :

Click on Former FAQ Employees link and follow instructions. FILIAFOE T IETS

Previously employed by FAQ in any capacity
| Login

Returning visitors (already registered):

4. Your iRecruitment Home page will be displayed.

Click on My Account
to update your online iRecruitment Job Basket Logout Diagnostics
profile information

Home WALER

General | My Account

Welcome to our Job Site APPLICANT3, MARY

Notifications

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

notifications. Click on Jobs

From Subject Sent to search for

Mo results found. available

Jobs Applied For vacancies.

Below is a list of the jobs for which you have applied. Select Full List to see the complete list of Job Applications. | FullList ) Before applying

Name Job Title Organization Location Status Application Details please ensure

Mo results found. that you have
completed all

How to Update your Account and Apply for a Job information

To Complete or Update your Online Account Information under “My
Account”.

a. Click My Account link on top of the =creen to display the four tabs available: Persenal Information, Qualifications & Skills, Additional Information, and
Legin Information

Click en 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 FAD resume. Go to Documents section (on Personal Information tab) to review your FAQ resums.
Use My Account to update and =ave your account details as necessary.

oano

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

o

Click Jobs tab on the right side of the =creen to dizplay Jobs search =creen and conduct the 2earch

b. Select a vacancy and click Apply Now icon to link your online application to the vacancy. Or use Apply Now button in the vacancy announcement.
Please make sure your account is updated before applying to a vacancy. To update your account information, follow steps outlined
above.

A review screen will be prezented. Click Finish and confirmation of your application will be displayed.

d. From the Home tab, Click General to view all jobs to which you have applied

o

If you experience problems please contact our Helpdesk at Recruitment@fao.org

Home | Jobs | Job Basket | Logout | Diagnostics

Copyright (c) 2008, Oracle. All rights reserved.
About this Page
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2.3 Registered Applicants Login

1. Logon to the iRecruitment Home page. At the Returning Visitors login section, enter your
registered email and password. If you do not remember your password, click on the link
“Did you forget your password?”; a new temporary password will be sent to your registered
email address.

/O Login

First time visitors must register and create an online
account:

| Renister today )

Returning visitors:

—_— Email I
-

Password I

| Login )

4 @TIP  Did you forget your password?

Former FAO Employees:

Previously employed by FAD in any capacity

| Login )
2. Your iRecruitment home page will be displayed. Click the tab to update your

online profile. Click the [2R%_| tab to search for vacancies.

FOOD AND AGRICULTURE OR Click on My Account
helpiy to update your online iRecruitment Job Basket Logout Diagnostics
profile information

Home [t

General | My Account

Welcome to our Job Site APPLICANT3, MARY

Notifications

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. K
Jobs Applied For Click onr;J(f)bs
Below is a list of the jobs for which you have applied. Select Full List to see the complete list of Job Applications. |_Full List ) to s_ea"c or
Name Job Title Organization Location Status Application Details ava"ab!e
No results found. vacancies.
Before applying
How to Update your Account and Apply for a Job please ensure
that you have
To Complete or Update your Online Account Information
completed all
a. Click My Account link on top of the screen to display the four tabs available: Personal Information, Qualifications & Skills, Additional Information, and Informatlon
Login Informaticn under “My
b. Click on each tab and enter or select relevant information for each field on each screen. "
c. Click Save button at the bottom of each screen. Account”.
d. Click Refresh My Resume to generate a FAQ rezume. Go to Documents 2ection (on Personal Information tak) to review your FAD rezume.
e Use My Account to update and save your account detaile as necessary.

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

a. Click Jobs tab on the right side of the =creen to dizplay Jobs search screen and conduct the search.

b. Select a vacancy and click Apply Now icon to link your online application to the vacancy. Or use Apply Now button in the vacancy announcement,
Please make sure your account is updated before applying to a vacancy. To update your account information, follow steps outlined
above.

c.  Areview screen will be prezented. Click Finish and confirmation of your application will be displayed

d. From the Home tab, Click General to view all jobs to which you have applied.

If you experience problems please contact our Helpdesk at iRecrutment@fac.org

Home | Jobs | Job Basket | Logout | Diagnostics
Copyright (c) 2008, Oracle. All rights reserved.
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3. Complete your Online Profile

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

\:/ 0} FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS Job Basket Logout Diagnostics

.F he g to build o world without hunger iRecruitment

Home WL

General | My Account

My Account

(_Guidelines for Applicants | ( Cancel ) [ Save ) (Refresh My Resume )
Personal Information [ Qualifications and Skills Additional Information Login Information

* |ndicates required field

@ TIP | If 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.
@ TIP Please indicate all valid nationalities.

* Family Name  [aPPLICANT3

First Name |MARY
Middle Name

Maiden Name |

Email Address |mary.applicantB@yahuo.com
= Birth Date

= Gender lﬁ

Marital Status

Country of Birth

= Present Mationality#1
Present Mationality#2
Present Mationality#3

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

\'«‘4 +‘4 \'«‘4 +‘4

P

Permanent Residence: Country
= | cerify that all information provided by me is true and complete
* Certification Date

NOTE: By certifying that the information you provide is true and complete to the best of yo

accept that any false statements or omission to provide any information required by this o

provide grounds for the withdrawal of any offer of appointment or other actions, including di

appointment has been accepted
Mailing Address

* Address Line 1 |
Address Line 2 |
City/State |
Postal Code |

* Country | '-,¥

Phone Numbers
Phone Number Times to Call

Home | I :I'

Mobile |

Woaork I I j'
I

Work Fax

Documents
@ TIP Please click "Add Another Document” button to upload supporting documents (e.g., cover letter, personal CV, additional skills, list of publications, references).

to open or save 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 File Type Upload Date Description Delete
Mo results found.

|_Add Another Document ), Print PPF ), Refresh My Resume

Personal Infermation [ Qualifications and Skills Additional Information Login Information

(_Guidelines for Applicants ) | Cancel ) (Save ) | Refresh My Resume )

Home | Jobs | Job Basket | Logout | Diagnostics

Copyright (c) 2008, Oracle. All rights reserved.
About this Page
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3.1.1 Basic Details, Mailing Address and Phone Numb  ers

Please enter all required information. Click frequently on the 8% pbutton as you enter your
information; do not wait until you have completed the full page to save your information. If you hold
more than one nationality, please indicate all your valid nationalities.

NOTE: If you are an ex-employee a number of fields will already display your existing details; please
review your information and update as necessary.

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

Email address: This field displays the email address you provided during your

registration. Please note that if you change your email addressi  n this field you

& are changing your username; therefore, next time yo  u login to iRecruitment you
will need to enter your new email address. Do not e  nter more than one email

w.n

address, or use “AND”, “OR” or any symbol such as “ ["or"".

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

NOTE: files should not exceed 500 KB.

1. Click on the | Add Anather Dacument ) by tton.

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 ¢r REFRESH your FAD system generated resume after you enter and save your information, please click "Refresh My Resume” button. Click the filename
to open or safe a printable copy - from your resume please use the "Back” button in your browser to retumn to iRecruitment once you have finished printing

File Name File Type Upload Date Description I Delete
Mg Y il

( AddAnotherDocumenD}. Print PPF ) Refresh My Resurme )
~—]———

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

click the (Yplead ) putton.

oy}

A0y FOOD AND AGRICIATURE ORGANIZATION OF THE UNITED RATINS " R -
e ) i ' iRecruitment RN SR L
L (7

Jobs
Upload Document
Plaase select the file you wish to upload Enter a descrption of the file and chooss a file type Cancal Ipicad
= File Typa | :J
P A @0
. Cover Latter
= Fila Path Emesgancy Responss Approva Browse
Other Documant Typa
List of Publications [T
Relerencey
Legal comactions Home | Jobs | Job Baskel | Home | Logout
spyright () 2008 JTRCH T TRgiTE FRaaT7es
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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 pulfications please provide Title, Publication Date, Journal/Publisher, but DO NOT ATTACH the individual publications

To CREATE of 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 savg 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 |File Type Upload Date |Descriptiun | Delete

Cover letter IRC1221 doc Caover r 09-Feb-2011 Cover letter VA IRC1221 i
|_Add Another Document\ Print PPF ) Reftash My Resume |

v

4, Click the 222) putton before moving to the “Qualifications and Skills” section.
5. Click the |Refresh My Resume ) 1y 110 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 will be evaluated by recruiting managers for the jobs applied to. To view or

print your PPF click the “=M™EEFJ hutton. For more information about the FAO Personal
Profile form, please go to Section 4 .

3.2 Qualifications & Skills

Click on the link Qualifications and Skills. In this screen you are required to enter your Employment
History, Skills, Academic Qualifications and Professional Qualifications and Training.

Qualifications and Skills screen

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS s 2 e ? e
to build a world without hunger iRecruitment dot Dazkal Locout Disgncelice

helpin

Home [Rls 30

General | My Account

My Account
( Gulc’!e’lmesfurApphcan’ts) ‘ Canceu | Save D Hefres’h'My Hesume;l

Personal \nfnrmat|n< Qualifications and Skill5> Additional Information Login Information
* Indicates required field

@ TIP ! If 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.

Employment History

Starting with your present or most recent post. enter in reverse chronological order your employment history.

Details Name of Employer From To Job Title City/Country Delete
No results found.

| Add Another Employer )

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.

—  Skills

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

=5kill *Proficiency Level /Experience Other Information Delete
Mo results found

|_Add Another Skl

Education Qualifications

Please enter in reverse chronological order your education from age 14 (university. college. secondary school). Please indicate under Additional Qualification Details
the exact title of your degree/diploma and main subject(s) of study. You may be requested to provide proof of the University Degree(s) obtained.

@ TIP You will need to click the "Additional Qualification Details™ button to complete two required fields before you can save each entry

=Name of Establishment =City/Country =Academic Qualification From To *Exact Title Qualification Add Degree  Delete
Mo results found.

|_Add Anather Establishment )

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.

=Qualification Type Name of Establishment City/Country From To Exact Title Qualification Delete
Mo results found.

|_Add Another Qualificalion |

Personal Information | Qualifications and Skills [ Additional Information Login Information

"Gu'm'e\'\hesfu‘rAppii‘cémS' -'Car'lcé[ ( ﬂave",l Refresh M‘yRésuf’n‘e )
Home | Jobs | Job Basket | Logout | Diagnostics

Copyright (c) 2006, Oracle. Al rights reserved
About this Page
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3.2.1 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) wi Il 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 Another Emalaver )y 110 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 history.
=+ Show All Details | Hide All Details — <tmm——

Details Name of Employer From To Job Title City/Country Delete
——>F b Show |ABC Ltd. [August  =|[2008 x| [March  =]|2009 =] [Sales Assistant |London, UK
" Ve | | | - = = | m
Description of Job Duties x|
I = T
Pleaze be advised that Description of Job Duties field is limited to 4000 characters.

Mumber and kind of employees supernvised by you

%

Type of business

Salary per annum after tax (indicate currency)

Name of Supemvisor

Employer Mailing Address

Employer Telephone Number

Employer Fax Mumber

|
|
|
|
Employer E-mail |
|
|
|
|

4

Country of Assignment

| Add Another Employer |

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 ‘232 putton. 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 * S AT et B A button. Complete all your

employment records.

To enter your current employer, leave the fields the fields From and To
blank..

To have have more space on the screen as you enter your records:

& TIPs

hide the details of one employer by clicking the ¥Hi¢e |ink next to it. To
unhide it click on [#Shou|

hide details of your entire previous employment history by clicking on
the link [Hide All Details| To unhide records click on | Show All Details|
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3.2.2 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 1 to 2 years of expenence
From 3 to 4 years of expenence
From 5 to 6 years of expenence

From T to 9 years of experience B - intermediate/Limited Working knowledge
From 10 to 11 years of experience C - Excellent"Working knowledge Fair
112 or more vears of experience | |MT - Mother Tongue Em L

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

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 follow these steps:

1. Click the \Add Another SKil ) hutton. The Add Skill screen will be displayed.

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

Mo results found.

Add Anather Skill | g——
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2. Holding down the CTRL key select the skill types IT Skills and Language - Official and click

the (_3earch ) pytton to display the list of available values. If you wish to indicate other languages
that you know, please select the skill type Language - Other .

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMS

helping to build a world without hunger iRecruitment dob Basket Looout

Home [RNITES
ral | My Account
Harne: My Account =
Add Skills

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

IT-Cracle E-Business Suite Release 12
Information Systems and Technology
Infarmation and Knowledge Management

Land Resources and Management
Language - Official

@ TIP Please click on the relevant value(s) coresponding to your area(s) of expertise or skills far which we reguire your assessment and click SEARCH to display all
subcategories for you to select. To select mare than one itern press CONTROL key while clicking (or SHIFT key to select consecutive items)

Mo gearch conducted.

| Cancel ] |_OK

—
=

e | Jobs | Job Basket | Logout

Copyright (o) 2006, Oracle. Al rights reserved.

3. Tick the check box next to the skills you wish to select. Then click the ' 25 button.

Add Skills

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

Search

Skill Type Tick this box if you wish to

indicate additional IT skills not
included in the list. Then list them
Infarmation and Knowledge Management at the next screen, under the

Land Resources and Management column “Other Information”.

IT-
Information Systems and Technology

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

[Je001 ATLAS [J8001.COSTAB DD1.Emai\fImemet I S001.1T Skill (Other) I
[18001.MS Access or databases _[16001.MS Excel [18001.M5 Outlook [15001.M5 PowerPoint
IT Skills LJ5001.15 Project pO01.MS Word [J8001.ORACLE Consultant [18001.ORACLE Purchasing

Recruitment
12001 PABY and [eo01.saL [18001.Webdesign and [18001.eBMM
Telecommunications Systems maintenance

[]9001 French

Language - 19001 Arabic (15001 .Chinese
Official [J9001, Russian DD1.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

Eav8 ) putton.
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5. Click the \Add Another Skill ] hytton 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 588 J hutton once you have selected and evaluated your skKills.

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 (ST

Resource Mabilization/Partnership/Liaison
Rural Development
Rural Finance

| Search )| Clear )

6. Click the \Add Another Skill ) hutton to indicate your areas of expertise. Click the 828 ) hutton 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 secretarial/clerical positions, assess Secretarialfclerical skills.
Search

Skill Type

Erwironment, Climate Change and Bioenergy -~
Fishery Industries

Food Safety, Quality and Consumer 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 [J0501.Fishery Research
Information System Management Information Management
[J0803. Aquaculture [J0503. Aquatic Genetic [10503. Coastal Aquaculture [J0803.Inland Aguaculture
Fishery Resources
Resources []0503.Inland Ecosystem 10503 Inland Fishery 10503 Inland Water Resources [10503. Marine Ecosystern/Fishery
10503, Marine Fishery Resources Management and Conservation

to select non-consecutive skill types: hold down the Ctrl key and then
@ click on the required skill 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
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3.2.3 Education Qualifications
Enter information about your education in this section.

1. Click the button to create a new editable field.

D © 0

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

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

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 button after completing this qualification.
5. To add additional qualifications, click the button 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 button after completing each education record.
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3.2.4  Professional Qualifications and Training
Enter all information about your professional qualifications and training in this section

1. Click the button to create an editable line.

D

v

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

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

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 button after completing this qualification.

5. To add additional qualifications click the 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 the button after completing each qualification.

3.3 Additional Information

In this section you may indicate the Professional Areas for which you would like to be considered. You
will be also requested to provide additional information and set your account privacy.

The torch icon next to a blank field 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.
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1. Professional Areas for which you wish to be conside red. 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: complete all required information in this section. Please type n/a if a
field does not apply to you.

Indicate your preference for the field "Allow my online profile to be searched by FAQ".

Note: If 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 button and proceed to the Login Information tab.
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3.4 Login Information

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

4. Personal Profile Form (PPF) and Guidelines

4.1 Create/Update PPF

The Personal Profile form (PPF) is a system generated resume that is created when you first click the

button 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 PPF will display the information that you have entered and saved in any section of “My Account”,
i.e. Personal Information, Qualifications and Skills and Additional Information.

It is important, therefore, that you remember to update your PPF by clicking the
button after you have updated and saved new information in your account.

4.2 View PPF

Upon clicking the button the following screen will be displayed. Click the
button or the link Return to Applicant Page to return to your account.

>
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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.

2. Choose Open to display your PPF.

PPF (partial view)

3. If you wish to generate a printable form, click the button.

-
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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.

Click to close the document. |

4.3 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 button .

>
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5. Search for Vacancies and Apply

5.1 Search for Vacancies

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

1. Click the tab on your iRecruitment Home page.
2. 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 button.

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

Date Posted and click the button. A list of available vacancies matching your
selection will be displayed. vacancies will be displayed.
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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 headers.
6. If you wish to display more vacancies, click the link Next 10.

—

O O

5.2  Apply for a Vacancy

1. To apply for a vacancy (see previous screenshot) either select the vacancy and click the

relevant Apply Now icon for the relevant vacancy, or click the file name (IRCxxxx) to
display the vacancy details and then the available button, as shown below.

-
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To apply for a vacancy 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 detalils, click the button.

Review Account screen (only partial display)

Additional Information
Please enter the required information for References and How Did You Hear About us.
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Submit Application

Click the button to submit your application.

O

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.

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 tab to return to your iRecruitment Home page. The
section Jobs Applied For will display your application as shown below.
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5.3 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 tab on your iRecruitment Home page to search for vacancies (see Section 5.1) .

2. Enter your selection parameters and click the button. 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 button.

—

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

4. Click the Job Basket links at the top or bottom of the screen to view your Job Basket. Then select

your vacancy and click the Apply Now icon to start the application process (see section 5.3 ).

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




