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General Information for New Users

| iRecruitment is currently available in English only

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. The term FAO Employees refers to all staff members and
non-staff HR (Consultants, PSAs, etc.) who are employed by the Organization.

New access to iRecruitment

As of 6 November 2012, FAO Employees will no longer access their iRecruitment profile using the
"iRecruitment Employee Candidate" link in Oracle (accessed by your standard Oracle username).
Access will be made via the FAO Employment website and the iRecruitment webpage. For more details
see Section 1.

All employees who were employed by the Organization before 6 November 2012 have been provided
with a new iRecruitment username (...@fao.org email address) and temporary password. If you have
not received your new iRecruitment username and password, please see instructions in Section 2.1.

To login to your iRecruitment account please see Section 2.1.

Internet Explorer settings

Before using the FAO iRecruitment website please ensure that your Internet Explorer settings are set
appropriately. You will find this information at the iRecruitment webpage
(http://www.fao.org/employment/irecruitment-access/en/), under the section “Need Help?”

System Unavailability
The FAO iRecruitment system is not available every Saturday from 03:00 to 08:00 hrs CET due to
regular maintenance activities.

Deadline for Applications
Applications can 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 listed on the FAO Employment website. Only vacancies beginning with
IRC are available in the iRecruitment system.

Step 1- Login to iRecruitment

Go to the FAO Employment website, click on the Employment link and then on the relevant link
under the section “iRecruitment Access & Registration”. At the iRecruitment webpage
http://www.fao.org/employment/irecruitment-access/en/ click on the link “Enter iRecruitment” to go to
the FAO iRecruitment home page. Then login with your username (email) and your password at the
section FAO Employees & Returning visitors. DO NOT create an external account by clicking on
“Register Today”.

Step 2 - Complete your online profile

Click on “My Account” to update your online account information and upload supporting documents.
You have only one account to maintain and it can be updated as your skills and experience change.
“My Account” consists of 3 pages: Personal Information, Qualifications and Skills and Additional
Information. Before applying for vacancies, please ensure that you have completed all sections.

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; click
on the “Search” button if you wish to browse all available vacancies. Then select the relevant
vacancy and click on the “Apply Now” icon to start the application process. You may be requested to
complete an online assessment as part of your application. Vacancies will be automatically removed
before midnight (CET) on the deadline for applications date

For enquiries please contact iRecruitment@fao.org 3 0F 36 3
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FAO Personal Profile Form (PPF)

After completing all 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
versions of your online profile.

Navigating iRecruitment

e To move from one page to another, please use the tabs (e.g. Home |Jobs | o
personal Information » - 5\ ailable buttons such as Back.

e Avoid using the Internet toolbar, especially the @ " arrow, as this may sometimes cause
error messages or the interruption of your session.

e The search icon next to a blank field I 4, indicates that there is a list of values for your
selection. To view the available values type the % symbol and then click on the search icon.

Help Desk

If you need assistance to login or receive error messages, please send a screenshot and the description

of the problem to our Help Desk at iRecruitment@fao.org
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1. New iRecruitment access for FAO Employees

As of 6 November 2012, FAO Employees can no longer access their iRecruitment profile using the
"iRecruitment Employee Candidate" Oracle responsibility. Access will be made via the FAO
Employment website and the iRecruitment webpage.

All employees have been provided with a new iRecruitment username, which is your current ...@fao.org
email address, and a temporary password. Once you have accessed iRecruitment you may change the
FAO email address with a private email address (Personal Information page of your account). Please
note, however, that iRecruitment notifications will be sent to the iRecruitment username (email) you
have defined. If you have not received your new iRecruitment username and password, please follow
the instructions in Section 2.

1. To access iRecruitment go to the FAO website, either by using the Intranet link FAO.org or
opening Internet explorer and accessing the FAO website www.fao.org.

/7 Intranet F AD.org: Home - Windows Internet Explorer = =18 x
e
e T T | £ B R

Fe Edt VYew Favorkes Tooks Hep

W 'N’ C4) Intranet FAQ 0rg: Mome

Intranet  »

> FAQ Intranet > Home

Intranet.FAQ.org

i1

Saturday, 13 October 2012

FROM THE FIELD

the Organization

1 & Changes in Senior management of

Y/

Quick links FAQ Departments and Offices

Contact us yment Agriculture and Consumer Headquarters

Terms and Conditio Procurement E o Regional O
Scam Alert Governing Bodies c and Social

ment

Report fraud f the Inspector

General Fisheries and Aguaculture

: orestry
Evaluation Forestry

Legal and Ethics Offi Natural Resources

Management

Technical Cooperation
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3. The FAO Employment webpage will be displayed. Click on the link “Click here to access

iRecruitment”.
? i sl e English Francais Pycckuit Espafic
\\/ Food and Agriculture Organization
of the United Nations 00gle” Custom Seareh Q

Countries H =i Publicatis
Current vacancies | Opportunities for students and young graduates | Volunteering with FAO | Frequently Asked Questions |
Home > Employment = print 1 fend B3 v G

Employment in FAO

FAQ is dedicated to recruiting the best staff possible, hiring internationally minded people to camry out its work toward the g . 5
We i : . iRecruitment Access
eradication of hunger. We invite you to explore the opportunities and benefits of working with us.
Registration

Alternatively, you can click on Current Vacancies and follow the link “Professional”. Once in the
Professional Vacancies page you may use the link “iRecruitment Access”, or click on the title of the
vacancy to display the details and use the link located at the end of the vacancy announcement.

Engiish

0\ Food and Agriculture Organization

Pubhcations
Current vacancies | Opportunities for students and young graduates | Volunteering with FAO | Frequently Asked Questions
Y T Y > . : > Professiona Print sendc IV
Senior-jevel Professional Vacancies Recrutment

i S e
wiedge gained A g T A

* Do you have soiid professicnal expenence and/ or technical kno
Project

{ro orking in 3 national or Intemanonal context?
* Woulkd you like to work in 3 dynamic ang culturally diverse envircnment?
Consultants Woukd you o a dynamic ang culturally divers & v
o Professional staff are hired Intemationally and occupy leadership functions, o .
General Senvice positions requiring significant technical expertise. Openings for professional
003 can be found at all duty stations where FAQ i present Sy
¢ All intematonal professional staff job openings are isted delow. FAO v

particularly welcomes applications from women and individuals
from Non- and Under-Represented Member Countries

[CLQ%S.‘-" ” CLOSED ‘ CANCELLED [ FRLED || HOWTO APFL o

Professional Vacancies: Current

Tithe Grade Number Department Duty  Expiry Date .

Station

P4 IRC2334 Forestry Rome, 20/06/2013

Forestry Officer

—l (Forest Protection raly e
and Health)
To apply: visit the iRecruitment website at
—— http-//iwww fao.org/employment/irecruitment-access/en/

and complete the on-line application

In order for your application to be properly evaluated, please ensure that all sections of the on-line application are
completed.
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& Please note that only vacancies beginning with IRC are in iRecruitment.

4. The iRecruitment webpage will be displayed. Click on to go to the FAO

iRecruitment Home page.

iRecruitment webpage

\?// Food and Agriculture Organization

of the United Nations

Home = Employment > iRecruitment Access
Welcome to iRecruitment !

For the time being, iRecruitment is available in English only.
To create a profile and apply for jobs, please follow the below steps:

1. If you are registering for the first time, or are a former FAQ employee who has never registered (as a former FAQ

employee), please click Enter iRecruitment, then register an account in the First Time Visitors, Register
Today section.

If you are a returning visitor or a current FAO employee, click Enter iRecruitment, then login at the FAO
Employees & Returning visitors login section.

2. Before applying for vacancies, complete or update your account in all sections (Personal Information,
Qualifications & Skills and Additional Information).

3. Search for vacancies and apply. Vacancies will be automatically removed from the site at 23:59 (CET) on the
closing date for applications.

If you are experiencing problems in registering or logging into your account, please contact our Help Desk at:
iRecruitment@fac.org. NOTE: This email address does nof gccept applications.

Enter iRecruitment

Important Note - Former FAO Employees:

Important Mote - Current FAO Employees:

The FAO iRecruitment system is unavailable every Saturday from 03:00 to 08:00 hrs CET for regular
maintenance.

Qui nks

Contact us Employment Headguarters

Terms and Conditions Procurement Regional Of

Scam Alert

erning Bodies g Subregional Ci

The FAO iRecruitment Home page will be displayed.

English

2" Custom Search Q

Current vacancies | Opportunities for students and young graduates | Volunteering with FAOQ | Frequently Asked Questions |

“print 2 send B3V 3@

\‘ij

Related Information

Need Help?

ants & Form
s Guidelines

e FAOQ Em

Follow us on
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2. Login to your iRecruitment account

From the FAO iRecruitment Home page you can login to your iRecruitment account or search for
available vacancies; to apply for vacancies, however, you will need to log into to your account. The
Guidelines for FAO Employees and the iRecruitment FAQs are available on this page.

FAO iRecruitment Home page

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

’ iRecruitment

Accessibiity Job Basket Dragnostics

Welcome to the FAOQ IRecruitment Online Jobsite - Login -
Racrutment s avalable n Engiah caly for the tme berg Click below to register an account and creste your
online perofile

Register today

FirST ume viSrors

_FAO Employees & Returning visitors:
1. Chck on Register Today and enter requested information, Then click on the Submit button to Enter your information below to login to your
complete your registration and create your account account
2. Complete your oning profile Information e Email I

3. Search for jobs and apply.

— Password I

Current FAO Employees and Roturming visitors:
og
Type in your email 3ddress and passwold in the FAD Employees & Returming visitors section, then dick

Login
Login
EE— Did you fprget your password)

Former FAO Employees:

¥ you have nol yet created an cCount. use e First tme visions reQistration section. If you have already
registered as a Formes FAD Employee, please [ogin 10 the FAO Employees & Returning visitors section

please dick on the Job

ton, Flease compiete your profile before applying. @

2.1 Login for FAO employees who were already employed before

6 November 2012

If you were already employed by FAO before 6 November 2012 (as staff member or NSHR) please
follow the instructions below to login to your iRecruitment account.

1. Atthe FAO Employees & Returning visitors section enter the new iRecruitment username
(FAO email address) and password which were sent to you on 6 November 2012. If you have
not received them, please click on the link “Did you forget your password? “. A temporary
password will be sent to your email address. If you do not receive your password within 30
minutes, please contact Recruitment@fao.org.

2. If you are accessing your iRecruitment account for the first time after 6 November 2012, you
will be requested to perform two actions, as shown in a) and b) below. For future visits, once
you have entered your iRecruitment username and password your iRecruitment home page will
be displayed.

a) Change the temporary password provided to you and click on ﬂ]

Cance] | | Sawve |
User Hame Ann.Employee2@fac.org

= Currént Pasdwaord I.,,..”.

" Confiem New Posseord [easenns

Cance] Save )

For enquiries please contact iRecruitment@fao.org 8 OF 36
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. realbe M . . .
b) Click on re2te My Account | to create your account with your new iRecruitment username.

e T
General | My Account

Create Account

By clicking on "Create My Account” button you can start creating your online profile. Your profile consists of four sections:

« Personal information (Basic Information, Mailing Address, Documents)

« Qualifications and Skills (Employment History, Skills, Academic Qualifications and Professional Qualifications and Training)
« Additional Information (Professional areas, Additional Details)
+ Login infermation (Change password)

Before applying for vacancies, please ensure that you have completed your online personal profile in full. Incomplete profiles will not be evaluated.

Create My Account

Disclaimer:

The Human Resources Management Division (OHR) of the Food and Agriculture Organization of the United Nations (FAOD) is committed to protecting your personal data. By
clicking on "Create My Account” button, you agree to FAO processing your personal information.

The Personal Information page of your account will be displayed. Click on ﬂ‘ For information on
how to update your account, please see Section 4.

N
Home

eneral | Account
My Account

Guidelines for Applicants | Cancel | Save | Refresh My 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 FAO online resume. Go to the Documents section (on the
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 EMPLOYEE2
First Name  ANMNE
Middle Name
Maiden Mame
Email Address

anne.employee2 @fao.org

« Changing your email address in the above field will also change your iRecruitment login ng
address for notifications. Please wait 30 minutes to ensure the change is activated.

e If you wish to return to your iRecruitment Home page, click on Home

. . . Job . .
e If you wish to search for vacancies click on g. Before applying for vacancies, please
ensure that you have completed all the information in all sections under “My Account”.

2.2 Login for new employees hired on or after 6 November 2012

2.2.1 Login — Employees first hired on or after 6 November 2012 with no
previous iRecruitment account

If you are a new FAO employee and have never registered an account in iRecruitment as external
candidate, you need to create your iRecruitment account.

For enquiries please contact iRecruitment@fao.org 9OF 36 9
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1. Login to Oracle with your Oracle username and password.

ORACLE

UEVS - cloned from UEQS - 21 JUN-2012

A<<etubdlly{'-aﬁ: -I

Select a Langunge:

English

2. At the Oracle navigator

e click on the responsibility FAO NSHR Employee “%‘ EAQ NISHR Employas
under a NSHR contract (e.qg. Consultant, PSA, etc)

if you have been hired

e click on the responsibility FAO HR Employee |- EEZHREEmDvEE [t yoy have been hired

under a short-term or fixed-term contract.

Then click on Manage iRec Account.

NSHR employee

Havigator

Personakze

Change Password '

L FAQ NSHR Employes  ¢——

1 BAD Viewr Maotifications

FAD NSHR Employes
|= Manage iRec Account ¢

HR Employee
Navigator

Personalize

Change Password

[ EAC Consultants - Consultant Inguiry

E3 FAC Employee Directory Details

71 FAO HR Emy —

E3J EAO HR PM Budget Holder

3 EAOQ HR Position Description
Administrator

E3 EAC HR Position Management
Administrator

EJ FAC HR Staff Member Read Only

EJ FAGQ HR VWiews

[ EAQ Learner Self-Service

£ EAC PEMS Employee

3 FAO PO Purchasing Inguiry

£ EAC Recruitment Office

£ EAC Roster Manager

3 EAQ SSC Help Desk Recruitment
Inguiry

B3 FAC SSC Recruitment Inguiry

£ EAC Wacancy Administrator

FAO HR Employee

My Pending Actions

View Motifications

Enrolment in Scocial Security Schemes
Eamily Related Data

Leave

My Leave Balances

My Leave Yearly Report

My Separation / Transfer Clearances
Non Pay Period Participation

Pay Status

Personal Information

Reguest for Rental Subsidy

1 Percent Fund

ADM148 (US Tax Payers Only)
Statement of Account

View Requests

Manage iRecruitment ACCOUNT @uu—

3. The “Schedule Request Name” will be displayed. Information message #2 will apply to you, i.e.
“If you have not already created an account in FAO iRecruitment online application system,
please click “Next” and enter the email address you will use to login to iRecruitment and to

which iRecruitment notifications will be sent”. Click on the\ Next button.

For enquiries please contact iRecruitment@fao.org 10 OF 36 10
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ORACLE" FAOHREmployee

N Navigator v B Favorites v Home Logout Help
@ C e o
Name Parameters Layout Review
Schedule Request: Name
~
*
Indicates required field | Cancel ” Submit |Step 1of | Next |

Program Name FAO Employee Manage iRecruitment Account
Request Name

1. If you have already created an account in FAQ iRecruitment online application system, please click Mext and enter the same Email Address so we can link your
account to your FAD Employee details.

2. If you have not already created an account in FAQ iRecruitment online application system, please click Next and enter the email address you will use to login to
iRecruitment and to which iRecruitment notifications will be sent.

| Cancel || Submit (Step 10f4| Next |

Home Logout Help

Copyright (c) 2008, Oracle. Al rights reserved

4. Atthe parameters screen enter the email address that you wish to use as your iRecruitment
username (your current FAO email or a private email address) and select the option “Create a

new iRecruitment Account”. Click on |_Mext |

ORACLE" FAOHREmployee

M Navigator v B Favorites v Home Logout Help

@ O
Name Review
Schedule R Par s

- -
Indicates required field Cancel ‘I Submit ” Back | Step 2 of3ﬁl‘le§t )

Program Mame FAO Employee Manage iRecruitment
Account

Request Name

* Email Address |anne.employee2@fao.org D !
* Action k3

Link HR record to an existing iRecruitment Account = Step 2 of 3

Create a new iRecruitment Account

Update iRecruitment Account email address |

Copyright (<) 2006, Oracle. All rights reserved

5. The Schedule Request: Review screen will be displayed. Please check your email address
| Submit |

and click on

ORACLE" FAOHREmployee

n Navigator v B Favorites v Home Logout Help
[ 8 Q@
Name Parameters Review
Schedule Request: Review o
Cancel || Back | Step 3 of { Submit!

Concurrent Program Name FAO Employee Manage iRecruitment Account
Request Name
Operating Unit
- Parameters

Email Address anne.employee2@fa0.0rg ¢
Action Create a new iRecruitment
Account

Cancel [ Back | Step 3 of 3‘ Submit

6. Atthe next screen cIick’ oK

{0 Infarmation
Your request for FAO Employes Manage iRec Account has been scheduled. The Request
1D is 20111647

For enquiries please contact iRecruitment@fao.org 11 OF 36
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7. Click on the Refresh button until the Output icon appears.

Requests

View | Last 24 hours v| Go Search | Submit Request

Reguests Summary Table

Refresh R

Hame Phase |Scheduled Date Detail] | Output Request 1D Republish  [Status

FAD Employee Manage iRecruitment Account Completed 25-Sep-2012 = o 20138459 el Hormal

8. An email message including a temporary password will be sent to the email address you
defined.

9. Logout from Oracle GRMS before you login to iRecruitment as this may cause errors.

10. To login to iRecruitment go to the FAO Employment webpage following the instructions provided
in Section 1. Then login to your new iRecruitment account at the section FAO Employees &
Returning visitors. You will be prompted to change your temporary password.

If you experience any difficulties in logging in, please contact iRecruitment@fao.org.

2.2.2 Login — Employees first hired on or after 6 November 2012 with
existing iRecruitment account

If you are a new FAO employee and had already registered an account in iRecruitment as an
external applicant, please proceed as follows to link your external account to your FAO HR record.

1. Login to Oracle with your Oracle username and password.

ORACLE

UEVS - cloned from UEQS - 21 JUN-2012

Select a Language:

English

2. At the Oracle navigator

¢ click on the responsibility FAO NSHR Employee “'—' _—
under a NSHR contract (e.g. Consultant, PSA, etc)

if you have been hired

e click on the responsibility FAO HR Employee |- EEEEREEmDOvEE [t yoy have been hired
under a short-term or fixed-term contract.

Then click on Manage iRec Account.

NSHR employee

Havigakor

Personakze

Change Passwaord '

| FAD NSHR Employes  ¢—— FAD HSHR Employes
L BAD View Hotifications |I= Manage iRec Account <

For enquiries please contact iRecruitment@fao.org 12 OF 36 12
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HR Employee

Nawvigator

Personalize

Change Password

3 EAC Consultants - Consultant Inguiry

EJ FAC Employee Directory Details

| FAD HR. Employee

E3J EAQ HR PM Budget Holder

E' FAQ HR Position Description
Administrator

E3J EAO HR Position Management
Administrator

EJ FAQ HR Staff Member Read Only

3 FAQ HR Views

[ EAC Learner Self-Service

EJ FAC PEMS Employee

FJ FAO PO Purchasing Inguiry

£ EAC Recruitment Office

3 FAC Roster Manager

E3 EAC SSC Help Desk Recruitment
Inquiry

EJ FAC SSC Recruitment Inguiry

3 EAC Vacancy Administrator

FAO HR Employee

My Pending Actions
Vieww Motifications

Enrolment in Social Security Schemes
Eamily Related Data

Leave

My Leave Balances

My Leave Yearly Report

My Separation f Transfer Clearances
Mon Pay Period Participation

Fay Status

Personal Information

Request for Rental Subsidy

1 Percent Fund

ADM148 (US Tax Payers Only)
Statement of Account

View Requests

Manage iRecruitment ACCOUNT @uu—

3. The “Schedule Request Name” will be displayed. Information message #1 will apply to you, i.e.
“If you have already created an account in FAO iRecruitment online application system, please
click Next and enter the same Email Address so we can link your account to your FAO

Employee details”. Click on the| Hext | phutton.

-
ORACLE" FaoHREmployee
N Navigator v B Favorites ¥ Home Logout Help
Name Parameters Layout Review
Schedule R t Name

* Indicates required field

Request Name

account to your FAD Employee details.

iRecruitment and to which iRecruitment notifications will be sent.

Program Name FAO Employee Manage iRecruitment Account

1. If you have already created an account in FAQ iRecruitment online application system, please click Mext and enter the same Email Address so we can link your

2. If you have not already created an account in FAQ iRecruitment online application system, please click Next and enter the email address you will use to login to

Cancel || Submit Steplofq‘ Next
—

| Cancel || Submit (Step 10f4| Next |

Home Logout Help

4. Atthe parameters screen enter the same email address you used in your registration as
external applicant so that we can link your FAO HR record to your external iRecruitment

account. Click on |

ORACLE FrroHR Employee
N Navigator v BF Favorites v Home Logout Help
O O
Name Review
Schedule R Par s .

* Indicates required field

Program Name FAO Employee Manage iRecruitment
Account

Request Name

| Cancel || Submit ”

Back | step 2 Uf

* Email Address

* Action

Update iRecruitment Account email address

Rose.Pink@yahoo.com C——
Create a new iRecruitment Account
? o ; —
ate @ new iRecruitment Account

el | it | pack | st 2o 2 [t |

For enquiries please contact iRecruitment@fao.org
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5. The Schedule Request: Review screen will be displayed. Please check your email address
and click on | Submit |

ORACLE' FAO HR Employee

N Navigator v B Favorites v Home Logout Help
© © Q@
Name Parameters Review

Schedule Request: Review

cancel || Back Step 3 of€3 Submit )

Concurrent Program Name FAO Employee Manage iRecruitment Account
Request Name
Operating Unit

Parameters

Email Address Rose.Pink@yahoo.com ¢———
Action Link HR record to an existing
iRecruitment Account

Cancel 1 Back | Step 3 of 3| Submit

6. At the next screen click’ oK.

(i) Infarmation
Your request for FAOG Employes Manage iRec Account has been scheduled. The Request

1D is 20111647

Lox |
7. Click on the Refresh button until the Output icon appears.

Requests

View | Last 24 hours v| | Go . Search || Submit Request

Regquests Summary Table

Refresh | ¢&——
Hame |Phase |Scheduled Date Request 1D Republish  [Status
FAD Employee Manage iRecruitment Account Completed 25-Sep-2012 20138499 el Hormal

8. An email message including a temporary password will be sent to the email address you
defined.

9. Logout from Oracle GRMS before you login to iRecruitment as this may cause errors.

10. To login to iRecruitment go to the FAO Employment webpage following the instructions provided
in Section 1. Then login to your iRecruitment account at the section FAO Employees &
Returning visitors, with your username (e.g. Rose.Pink@yahoo.com) and your current
password.

If you experience any difficulties in logging in, please contact iRecruitment@fao.org.
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3.  Your iRecruitment Home page

.0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS g .
ng to build a world without hunger iRecruitment

Job
n Navigator v B2 Favorites v Basket Logout Diagnostics

General | My ACCOUNT (r——
Welcome to our Job Site EMPLOYEE2, MS ANNE Quick Link

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

From Subject
No results found.

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

Name Job Title ‘Organization Date Applied + ‘Status

Location
IRC2194 - Forestry Officer (Wood Products), P-4.  FOEDD ROME,IT |30-Oct-2012 Application
Al (0123021) Received
Jobs

. Job . .
Click on the tab ﬂ to search for available vacancies.

My Account
To display the four sections of your online profile (Personal Information, Qualifications and Skills and

Additional Information), click on My Account

Notifications
This section displays your iRecruitment notifications only. Oracle notifications are not displayed here. To

view a notification click on the Subject link; click on the 8. putton to close it. To view all your

notifications click on the fulltet ' button.

Jobs Applied For

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

Application
Details

By clicking on the icon the Application Details page will be displayed.

e This page provides a partial view of your online profile

e The Application Status History section displays the list of application statuses assigned to
your application

. Withdraw Applicati . . . —
o Click on the T2 APPICAHOn | button if you wish to withdraw your application. For more
information on how to withdraw your application go to Section 6.4

Click on the | Application Assessment | (o) 1 review the assessment you may have completed

when applying for the vacancy

For enquiries please contact iRecruitment@fao.org 15 OF 36 15
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4. Update your Online Profile

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

0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

helping to build a world without hunger iRecruitment

igator v B Favorites v et Logout

General | My Account
My Account

Guidelines for Applicants Cancel Save Refresh My Resume
Personal Information = Qualifications and Skills | Additional Information | Login Information

= Indicates required field
“=fTIP ! 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.
*=fTIP After you update and save your information in My Account, click Refresh My Resume button to generate your FAO online resume. Go to the Documents section (on the |
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  EMPLOYEEZ2
First Name  ANNE
Middle Name
Maiden Name

Email Address |anne.emp\oyaez@fao.org
= Changing your email address in the above field will also change your iRecruitment login na|
address for notifications. Please wait 30 minutes to ensure the change is activated.
= Do not enter more than OME valid email address. Characters such as "()®+,;<=>\~/" shoul{
Birth Date 01-Jun-1956
Gender Female
Country of Birth
* Present Nationality#1 | Spain
Present Nationality#2

Present Nationality#3

KN KN K

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

Permanent Residence: Country
= 1 certify that all information provided by me is true and complete |Yes ¥
= Certification Date [31-Jan-2011 | [H

L

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

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

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

appointment has been accepted.
Index Number

Phone Numbers

Phone Number Times to Call

Home I I 'I

Mobile

I
Work I I j'
I

Work Fax

Documents

“TIP Flease 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 FAO 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 pate |Description | Delete
r letter IRC1221.doc Cover Letter 02-Aug-2012 Cover letter VA IRC1221 @

Add Another Document || Print PPF | Refresh My Resume |

Guidelines for Applicants Cancel Save Refresh My Resume

Home Jobs Job Ba: nostics

About this P y racle. All rights

4.1.1 Basic Details, Phone Numbers

For FAO Employees the Personal Information page displays information downloaded from HRMS,
including your FAO official nationality.
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Nationality: The country displayed in the field “Present Nationality#1” (and in the field “FAO
Nationality” in your PPF) is downloaded from your HR record and cannot be changed from iRecruitment.
Any changes that you make will be overwritten by the HR information. For queries regarding your FAO
nationality/Present Nationality#1, please contact HR-Services@fao.org. Please use the fields “Present
Nationality#2” and “Present Nationality#3” to indicate any other nationalities you possess.

Email Address: the email address displayed in this field is your iRecruitment username. If you change
it in this screen you are also changing your username for future visits. After changing your email
address you will need to wait 30 minutes before logging in again to ensure that the change is activated.

Certification: Please complete the two mandatory fields:

1 certify that all information provided by me is true and complete |Yes *
* Certification Date |28-Jul-2011 |:;]

NOTE: 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.

4.1.2 Documents

Please note that uploading a CV does not substitute for completing your online profile in full. To upload
supporting documents to your online profile, please follow the steps below.

Files should not exceed 500 KB. Maximum number of documents is 10.
File types : .doc, .docx, .xIs, .xslx, .pdf.

Do not upload image files (e.g. .jpg) or audio/video files

Do not upload publications (you may upload a list of publications)

1. Click the Add Another Document l button.

Documents

“TIP Please clifk "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, Publicat
Date, Joufnal/Publisher, but DO NOT ATTACH the individual publications.

[Fo CREATE or REFRESH your FAO 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

esume please se the "Back” button in your browser to return to iRecruitment once you have finished printing.

File Name |ﬁle Type |llpload Date |De9|:r'|pt'|on Delete

0]

‘giﬂmother Documen| rint PPF ‘ Refresh My Resume ‘

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

Browse to locate your file); then click the Up_load] button.

Home | Jobs
General | My Account

Upload Document

Please select the file you wish to upload. Enter a description of the file and choose a file type.
* Indicates required field Cancel Upload

* File Type j
Description | :

Cover Letter
Emergency Response Approval
Other Document Type

List of Publications

References

Leqal convictions

* File Path

Erowse |

Cancel Upload
Home Jobs Job Basket Home Logout Diagnostics

Privacy Statement Copyright [c) 2008, Orade. All rights reserved.

About this Page

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 the
attached document.

4. Click the ﬂ‘ button before moving to the “Qualifications and Skills” section.

Documents

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

To CREATE or REFRESH your FAO 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|

——tresume please use the "Back” button in your browser to return to iRecruitment once you have finished printing.

File Name |F|Ie Type Upload Date Description Delete

Cover Letter 18-May-2012 Eﬂ

ocument | Print PPF ‘ Refresh My Resume
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Click the Refresh My Resume

button 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 a PDF copy of your PPF click the _ Print PPF |
button.

For more information about the FAO Personal Profile form (PPF), please go to Section 5.

4.2 Qualifications & Skills

Employment History, Skills, Education Qualifications and Professional Qualifications and Training are
updated by clicking on the Qualifications and Skills (5,

Home | Jobs
General | My Account

My Account A~ /\

Guidelines for Applicants | Cancel | Save Refresh My Resume
Personal Infoermation_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 FAO 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.

»
»
_> skills
Mo results found.
—)
Mo results found.
I
»

Employ t History

Please enter your employment history.

Details Name of Employer From To Job Title City/Country Delete
Mo results found.

Add Another Employer |

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 unless you expressly authorize this. However, please be advised that before any offer of appointment is made, FAO will contact both your
present and previous employers for work references.

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

Add Another Skill
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 "Exact Title Qualification” 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

Add Another Establishment |

Professi | 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 "Exact Title Qualification” 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 Qualification

Guidelines for Applicants Cancel | Save | Refresh My Resume
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4.2.1 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 in your Personal
Profile form (PPF).

FAO employees are not required to enter the following details for the
@ employment with FAO: Salary per annum after tax, employer email,
employer mailing address, telephone number and fax number.

1. Click the | AAdd Another Employer |, 01 to display the fields to be completed for the

employment record. To enter your current employer, leave the “To” field empty.

Employment History

Flease enter your employment history.
————— |Shows All Details | Hide All Details

Details Name of Employer From Job Title City/ Country
— | show |FAO AGA |February | =|[2010 =] =l =zl ) |senior Animal Health Off  [Rome
——— |gHide |FAO AGA | May =||z005 =] ?ﬁaﬁ-—:{-}mﬂ Janimal Health Officer |Rome
Description of Job Duties =]
[
Plezse be advised that Description of Job Duties field is limited to 4000 characters,
Number and kind of employees supervised by you
Type of business j
MName of Supervisor
Country of Assignment Q,
Add Another Employer ‘
2. Enter the required information and click the M 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 44 Another Employer ‘ button. Complete all your
employment records, saving after each record.

& TIPs

)
> The search icon next to a blank field I “% indicates that there is a list of values for your
selection. To view the available values type the % symbol, then click on the search icon.

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

e Hide the details of one employer by clicking the =/ ™2 link next to it. To unhide it click on
‘ﬂ ShO‘N

« Hide details of your entire previous employment history by clicking on the link
Hide All Detalls To unhide records click on Show All Details
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4.2.2 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

From 1 to 2 vears of axpenence
From 3 to 4 years of experience
From 5 to 6 years of experence
From 7 to 9 years of expenence
From 10 to 11 years of expenence
12 or more vears of experience

Typing

35 words per minute
45 words per minute
50 words per minute

Language IT Skills

B - Intermediate/Limited Working knowledge
C - Excellent"Working knowledge

MT - Mother Tongue

Tooe an Tvear
From 1 to 3 years
Mare than 3 years

175 words per minute
90 words per minute

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

AN

The Skills section will display all FAO official tests you have passed
(language or secretarial/clerical) as shown on the screenshot below.
These records are read-only.

ecretarial/office skills

For enquiries please contact iRecruitment@fao.org
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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
SECRETARIAL SKILLS.Shorthand English 75 words per minute
SECRETARIAL SKILLS.Shorthand Spanish 90 words per minute
LANGUAGE EXAMINATION.English LPE - Language Proficiency Examination
LANGUAGE EXAMINATION.French LPE - Language Proficiency Examination
LANGUAGE EXAMINATION. Spanish LPE - Language Proficiency Examination
LANGUAGE EXAMINATION.Ttalian 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-Spanish Pass
SECRETARIAL SKILLS.AudioTyping Examination-Spanish Pass -
8001.MS Excel Working knowledge 'l

FAO requires FAO employees 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 Budget and Finance).

IT Skills

Language — Official

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

YV VY

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

1. Click the | Add Another Siill | 1) vior

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
No results found.

Add Another Skill | €——

2. The Add Skill screen will be displayed. Holding down the CTRL key select the Skill Types IT

Skills and Language - Official and click the LEC“J button to display the list of available
values. If you wish to indicate other languages that you know, please select the skill type
Language - Other.

General | My Account
Home: My Account >
Add Skills
Cancel 0K
Search
IT-Oracle E-Business Suite Release 12
Information Systems and Technology
Information and Knowledge Management ~
Land Resources and Management
Search || Clear
Z N
No searchjconducted.
Cancel 0K

3. Tick the check box next to the skills you wish to select. Then click the 9K | putton.
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General | My Account
Home: My Account >

Add Skills Tick this box if you wish to
indicate additional IT skills not
T included in the list. Indicate your
skills at the next screen, under
Skill Type - RIS the column “Other Information”.
IT-Oracle E-Business Suite Release 12
Information Systems and Technology

Information and Knowledge Management —
Land Resources and Management
Language - Official

Search || Clear |

I” 8001.ATLAS
I” 8001.MS Access or databases
17 Skills [~ g001.MS Project

I~ 8001.COSTAB

3Q01.MS Excel
gp1.MS Word
8001.5QL
Q01.Chinese
gp1.Spanish

1.Ema|I/Internet
#001.MS Outlook

I” 8001.0RACLE Consultant Recruitment
I” 8001.Webdesign and maintenance

1.English

| I~ 8001.IT Skill (Other) |

I” 8001.MS PowerPoint
I~ 8001.0RACLE Purchasing
I” 8001.eBMM

I” 8001.PABX and Telecommunications
Systems

I™ 9001.Arabi
Language - Official S

I™ 9001.French
™ 9001.Russian

Cancel I 0K

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

Save | putton.

Skills
Please enter your own assessment of the skills which you currently possess.

*skill *Proficiency Level /Experience I_Other Information | Delete
9001.Spanish |C - Excellent/Working knowledge :] | i}
9001.English [MT - Mother Tongue =~ | I
8001.MS Word Proficient A ] B
8001.Email/Internet Working knowledge ¥ ] @

Add Another skill |

5. Click the L/Add Another Skill | button 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 Save |putton once you have selected and evaluated your skills.

ERE e G — =
General | My Account
Home: My Account >
Add Skills
Cancel oK
Search
Skill Type [P 4
Resource Mobilization/Partnership/Liaison
Rural Development
Rural Finance
Rural Infrastructure
Search | Clear I
No search conducted.
Cancel 0K

6. Click the Add Another Skill
enter your areas of expertise.

button to indicate your areas of expertise. Save frequently as you

i Sille

Seagch

Chear

canca |

o |

For enquiries please contact iRecruitment@fao.org
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4.2.3 Education Qualifications

Enter information about your education in this section. Your records will be ordered in chronological
order by the system in your Personal Profile form (PPF).

1. Click the ‘Add Another Establishment l button to create a new editable field.
| |

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 titlefof your degree/diplonfp and main

ubject(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

[ [ E | H = | H = @
( Add AnotherEstaQ? ® @

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

3. Click the 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 enter the
required information.

Home | Jobs
General | My Account
Home: My Account >
Additi Qualification Details
cancel | [ ok |
= Exact title of Qualification obtained |
Main Subject [
=status [ 7]
Cancel
N

4. Click the - 2 | putton after completing this qualification.Click the - 22¥€ | putton.

5. To add additional qualifications, click the Add Another Establishment | 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 ﬂ] button after completing each education record.

4.2.4 Professional Qualifications and Training

1. Click the |_Add Another Qualification | 1 101 to create a new field. Your records will be
ordered in chronological order by the system in your Personal Profile form (PPF).

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.
Y 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
B | Bl B | B = o}

N >4
v

2. Complete the required information in the fields: Qualification Type, Name of Establishment,

City/Country, From and To.
3
3. Click the icon L =% | under the *Exact Title Qualification column to add the exact title of the

gualification obtained, main subjects and the status, as you did in Section 4.2.3 above.

4, Click the ﬂ] button after completing each professional qualification.
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4.3 Additional Information

By clicking the Additional Information a3 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 search icon next to a blank field I “% indicates that there is a list of
TIP values for your selection. To view the available values type the % symbol,
then click on the search icon.

Home | Jobs

General My Account
My Account —
Guidelines for Applicants ‘ Cancel | | Savd | Refresh My Resume )
Personal Information = Qualifications and Skill dditional Infor i Logj i ion
&

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 D e—
Professional Area [FOREST ECONOMICS Al
FOREST PRODUCTS
FOREST RESOURCES
FORESTRY POLICY =
GENDER ISSUES
GEOGRAPHIC INFORMATION SYSTEMS

HUMAN RE!

Additional Details

“TIP IMPORTANT! Supervisor approval is necessary for Emergency Response Missions. Please upload a completed ADMI3 to the documents section of this website,
Are you available for Emergency Response (ER) Missions? Q 4—
¥ allow my online profile to be searched by FAO
OTE: IF thi AO staff wiew

Display Language

Guidelines for Applicants | Cancel | Save' Refresh My Resume

1. Professional Areas for which you wish to be considered. Enter in this section 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.

Staff should obtain supervisor approval before indicating availability to

work on Emergency Response Missions.

& Download the TC Emergency Response Roster release form (ADM93)
from Word > Add-Ins and have it completed and signed by your

supervisor; then upload it to the Documents section of your account

(see Section 4.1.2 information on how to upload documents).

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

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 _22¥€ | putton.
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4.4 Login Information

You may use this section if you wish to change your iRecruitment password. Click the Save | putton if
you reset your password.

Home | Jobs
General | My Account

My Account

Guidelines for Applicants Cancel | Save | Refresh My Resume |
Personal Information = Qualifications and Skills Add'rt'lonallnformat'

* Indicates required field $

* TIP After you update and save your information in My Account, click Refresh My Resume bufton 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 yoJr Internet browser functions if you wish to "Print" or "Save" the document tq
your computer.

Login Information

User Name ANNE.EMPLOYEE2@FAO.ORG

* Current Password I
* Mew 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, pizza2lover is not ok, but piz2zalover is ok). It should not contain your user name.

Guidelines for Applicants Cancel | Save | Refresh My Resume

5. Personal Profile Form (PPF) and Guidelines

5.1 Create/Update PPF

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

Refresh My Resume

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 (see Section 4.1.2).

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 or Additional Information).

Update your PPF by clicking the _Refresh My 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
Refresh My Resume ‘ button

you click the

5.2 View the PPF

Upon clicking the _Refresh My Resume | button the following screen will be displayed. Click the ick_]
button or the link Return to Applicant Page to return to your account.

General | My Account

Resume Refreshed

Your resume has been refreshed.
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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. For more information go to Section 4.1.2.

1. To view your PPF, click on the link under File Name. A “File Download” window 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.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 FAO 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

Wonderland Ms Alice =~ g System Generated Resume 28-Jul-2011
Add Another Document | Print PPF ] Refresh My Resume ‘

Description Delete

FAO Personal Profile Form (PPF)

2. Choose Open to display your PPF. Choose Save to download a copy of your PPF.

File Download - Security Warning x|

Do you want to open or save this file?

@ Mame: Emplovess Lauize. htrn
L Type: HTML Document, 12.6KB

From: irec.fac.org

Open Save | Cancel I

“while filez from the Intemnet can be useful, this file type can

e
l@ patentially harm your computer, If wou do not trust the source, do not
open or save this software. What's the risk?

Online PPF (partial view)
PERSOMAL PROFILE FORM

PERSOMAL DETAILS
Family Mt | SUmmaties ) First Mamis Midldle Maimie Wabilen Mo

EMFLOYEEZ LOLNSE

FAC EMIPLOYEES FAD Hationality; Lrded Ringdom

Imvedites Wb § 0250647 Naim of Supsrdson: SMTH, MR P

Tile, Goade, Serdc e Contracions: Role on Assigranemdlc 01 23458 PROGREAMME , i
GEENERABCD B.AOY Type of Comtract; 53 member - fd-iem
Nppointrnent HTE Date; J0-5EP-201 7 E4D Dabes 21-SEP- 2009

Gendar: Femala Baiinal S1amis:

Dkt of Birthc 17 MY 1960 Coamiry of Birthc

Tt Matienaling United Kingdom 2iul Motk maliny: B4l Hationality:
W wou buree applied Ton & new nationalify indic e nafionality date requesied:

—

A&

To return to your account, click the Back button

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

Documents

YTIP 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 FAO 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

Waonderland, Ms Alice System Generated Resume 28-Jul-2011 FAOQ Personal Profile Form (PPF) i

Add Another Documentd Print PPF @fresh My Resume
N —
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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 clicking on the Close button .
7 https:/ firecfao.org:4517/04_HTML /0A.jsp?0AFunc =FAD_IRECRUTTMENT _PDF&_ti=452611436&0apc=b&nas=2 - Windows Internet EXp - | ﬂ X! )
Key - I@, https:p’,l’\rec.Fao.Drg:4517,|’OA_HTML,|’OA.jsp?OAFunc=FAO_IRECRUITMENT_PDF&_t\=452611436&0apc=6&0as=22pp:ﬂ|&| *20| X IBing pf

/

M- B - o -k Page - 0k gl - _
/ =

| Click to close the document |

File YEdit GoTo Favorites  Help

ﬁ/f{ﬁ @ https:/firec.Fao.org:4517/04_HTMLIOA jspPOAFuUnc. .. | |

3

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

PERSONAL PROFILE FORM

PERSONAL DETAILS
Family Name (surname) First Name
EMPLOYEE2 LOUISE

Middle Name Maiden Name

5.3 Guidelines

Click the [ Suidelines for Applican I button to access an online version of these Guidelines.

Mome | Jobs
Genersl My Account
l.l1 Accoumt

Cancel Srave Holresh My Mesuamwe

Personal Iformation  Quallications and Shills  Additional Information  Login Inforna

dormaton

PMease enter your personal &
“TIP Moose Indcate o valid nationabtion
Family Neme  pvL0veR2

Fyst Name Al
Midde Name
Maden Name

Emadl Addross [mmr empioyeed Ofa0.00g
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6. Search for Vacancies and Apply

Before applying for vacancies, please ensure that you have completed your online profile information,
including Employment History, Academic Qualifications and Skills (Language — Official; IT Skills;
areas of expertise; Regional Experience (for Professional positions); Secretarial/Office skills (for
General Service positions). Incomplete online profiles will not be evaluated.

6.1 Search for Vacancies

1. Click the tab on your iRecruitment Home page.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS
helping to budid 8 workd without hunoes IRecruitment
Job
® raomes v Basket Logout Diagnostics
. Quick Links
o Guidelines for Applicants, .,
notfications are kisted below. Click the subject to respond. Choose the Full List b to see all your Full List o FAQS.
Subject Sent
No results found,
_Jobs Appledfor T ——— S
Below 15 2 st of the Jobs for which you have d. Select Full List to see the complete st of Job Applications Full List
l Application
Name  Job Title ; nization Location Date Appled - Status Detalls
02077, Senlor Gender Officer (Policy), P-S. ESWDD ROME,IT 30-May-2012 Appication -
(1052748) pvithdrawn s
2. The Available Jobs screen will be displayed. To view all available vacancies click the

search | tton.

@

Awvailable Jobs | Jobs Applied For
Jobs: Available Jobs

Guidelines to Applicants
Search

To view all vacancies, click on Search. Select other parameters to narrow down your search.
< TIP Before starting & new search, please dick on Clear.
Keywords

wcample: Marketing lava DEA)
Date Posted I vI

City Locabion  |ROME,IT

Rome,IT

Various Locatiens

Professional Area [AcCOUNTING ﬂ
ADMINISTRATION

AGRICULTURAL AND DEVELOPMENT ECONOMICS
AGRICULTURAL POLICY

ACEICLITLRAI, PECEADrU ANM EVTEMCTNM

ANIMAL PRODUCTION

AQUACLLTURE

ARTISANS =

=l
| Search | clear

You may search for avallable jobs and add those of interest to your Job Basket by ticking the check-box next to the vacancies and clicking Add to Basket button. To apply for
a spedific job, select a vacancy and click on the kcon "Apply Now™.

Select Jobs: | Add To Basket |

= Vacancy type |

Select All | Select None Previgus Il-li) j" Hexd 10 )
Apply
Select Name Tithe ‘Organization Name Professional Area |I.ocarjnn How
- BC2IS4- F:rgfnrg ?ﬂ-cer (Wood Products), P-4. ::ﬁﬂ Ecnﬁmm-:s::gg? and FOREST PRODUCTS ROME,IT 31-Dec-2012 1
. 1 1 ucts Division |
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If you wish to filter your search, choose other parameters such as Professional Area or Vacancy
Type and click the S‘*‘Afc“l button. A list of available vacancies matching your selection will be
displayed. ]
Clear

Before starting a new search, click the button.

If you wish to re-order records, click on the relevant header column.
If you wish to display more vacancies, click the link

| 2 Previous [1-10 7] Next 10 )

To display a partial view of the vacancy details place the cursor over the vacancy Name; a pop-up
window will appear. If you wish to view the full vacancy click on the file Name (IRCxxxx).

I — ]

0 o

Profess

*Va

You may s
3 specific

Select Jo

Select Ma

| Job:IRC2291

Job Details =
— 2
Duties and Responsbilities

Under the general supendsion of the Director, Nutriion and

Consumer Protection Division, and the dwect supenision of the

Senior Ofcer, Nutntion Requwements and Assessment, the

incumbent will be responsible for providing technical supponio
norMative nutrtion acthvities. In particular, the incumbent will

organize expert consultations, technical meetngs/workshops
on human nutritional requirements and prépace repons for
publication and other related matesials,

analyze food consumption, anthropometric and compositional
data using advanced techniques

353ist member nations in collection and analysis of nutrition
data.

* Manage the coordination and exchange of information on
technical matters, within and outside the Organization
including Member Governments and nutrition bodies.

develop training and technical materials. organize and conduct
training coursesworkshops on nudrition requirements and
assessments,

* Inclose cooperation with UN agencies and research

-

-

icancies and clicking Add to Sasket button.To apply for

|Deadline for Apply
ea  |Location Applications Now
:j TS ROME,IT 31-Dec-2012 1

€

Nutrition Officer (Assessment and

Nutrition Assessment and Flanning INFORMATION SYSTEMS AND ROME,IT -,
Requirements, P-4, ( 0101974 ) x

Service ( AGNA ) TECHNOLOGY

At the bottom of the vacancy announcement you can view any Documents attached to the vacancy.

Click on the Title link to view the document.

Documents
- o Type Description Category | Update  Delete |
list of non and under represented countries(http:// u.fi } Web Page Miscellaneous 4

s

6.2 Job Basket

The Job basket functionality allows you to select one or more vacancies and add them to your “Job
Basket” to apply later. You will be able to apply to vacancies in your Job Basket before the deadline for
applications (23:59 hrs CET on the deadline for applications date).

Section 6.1).

2. Click on _22h | 1hutton to view the available vacancies.

3. Tick the checkbox next to the vacancies you are interested in and click the !

button

Add To Basket

For enquiries please contact iRecruitment@fao.org
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[You may search for available jobs and add those of interest to your Job Basket by ticking the check-box next to the vacancies and clicking Add to Basket button.To apply for
@ specific job, select a vacancy and click on the icon "Apply Now".

select obs: —

Select All | Select None 9 Previous [1710 =] Next10 ®

Deadline for Apply
Select Name Job Title ~ Organization Name Professional Area Location|/Applications Now
@I C2194 - Forestry Officer (Wood Products), P-4.  Forest Economics, Policy and FOREST PRODUCTS ROME,IT 31-Dec-2012 i
A... (0123021) Products Division (FOE)

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

5% Confirmation

The selected jobs are now in your basket.

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

n Navigator v B Favorites v Job Basket Home Logout Diagnostics

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‘;Vacancy Name Job Title PProfessional Area |Location Apply Now
r 2 HUMAN RESOURCES DS, ITALY,ROME i

5. Select the vacancy for which you would like to apply and click the Apply Now icon v '5.

6.3 Apply to a Vacancy

Login to your account and search for vacancies as explained in Section 6.1. To apply for a vacancy
]

either select the vacancy and click the relevant icon k! , or click the file name (IRCxxxx) to display the
vacancy details. Then click the | Apply Now | ¢ chown below.

Jobs Search Page
[You may search for available jobs and add those of interest to your Job Basket by ticking the check-box next to the vacancies and clicking Add to Basket button.To apply for
@ specific job, select a vacancy and click on the icon "Apply Now".

Select Jobs:

Select All | Select None

Deadline for Apply
Name Job Title ‘Organization Name Professional Area |Location Applications Now

IRC2330... Call for Interest- FAQ Internship Programme FAOQ Various in
Locations

Forestry Officer (Forest Protection and Health), P-4. Forest Assessment, FOREST ROMEIT  20-Jun-2013 -
(Unidentified) Management and Conservation RESQURCES ]

Division (FOM)

Vacancy Details
(ol
dilable Jobs | Jobs Applied For

Jobs: Available Jobs =
Job: IRC2233

Add To Basket | (Apply HNow

Description

Title, Grade (Position No) Human Resources Officer, P-3 (0038121)
Location ROME,IT
Organizational Unit Sodial Security and Payroll Benefits Branch (CSHS)

Deadline for Applications 05-Aug-2011
Duration Fixed-Term: Three Years
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To apply for a vacancy there are four steps to follow:

o
Rawview Accoum

AESRESMen Sl Appiegaticn

Review Account

Additional Information
Assessment (when required)
Submit Application

e e N

6.3.1 Review Account

You may review your details on this screen. Use the 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 ﬂl

button. 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. iRecruitment maintains
one online profile and the relevant system-generated PPF for each applicant.

Review Account screen (partial view)

Home | Jobs

’ { { o
Review Account Additional Information Assessment Submit Application
@ Mailing & Fhone & Documents & Employment @ Skills & Education @ Professional Qualifications and

Address Numbers History Qualifications Training
Application: Revigw Account IRC2233
As part of your appllcaticln, we will submit the following from your Account. You may use the fields below to make Ca ] ; < Vfiext
any corrections to your Account prior to completing this Application. ﬂ |Step 1 of 4: Review AccountJ ==
* Indicates required field

Basic Details

Please enter your personal information.

~ Family Name  [EmMPLOYEE2

First Name IANNE

Middle Name I

Maiden Name I

Email Address Ianne.empluyeeZ@faU.Urg

Birth Date 01-Jun-1956
Gender Female
Country of Birth
Present Mationality#1 Spain
Permanent Residence: Country
I certify that all information provided by me is true and complete Yes
Certification Date 31-Jan-2011

6.3.2 Additional Information

Please enter the required information on this screen and click on the | Next | hutton

Additional Information screen
Home | Jobs

@ G { O
Review Account Additional Information Assessment Submit Application
Application: Other Info IRC2233 4
— - 7
Indicates required field Cancel Back |Step 2 of 4: Additional Information 'I Next ’

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

How Did You Hear About Us

Posting Source I j

Source Name I
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 4: Additional Information j Next

For enquiries please contact iRecruitment@fao.org 31 0F 36 31



iRecruitment User Guide for FAO Employees

6.3.3 Assessment

For some vacancy announcements you will be required to complete an assessment as part of your
application. Assessments will be used to evaluate applicants’ qualifications and skills and for screening
purposes.

L . o A

Bevaw Accownt Enfer catian Details Assessment Blemigw

1. Please complete all questions. Click on | summary | ;¢ you wish to review your answers.

iRecruitment

Test Instructions: Forestry Officer . IRC2152

agé . Click Summary to see which guestions you need to answer before submitting the test

ady to submit your test

Questionnaire - screening RC2152
Assessment - Forestry Officer (Wood Products)
(Answer all quasbons in this secton T
. Tunders my onling profile will not ered If t Hlovang information has not been ted: Employment Mistory;

Is; IT Skills; Regional Experier @) and areas of

At the summary page below click on uBstnJodestyl if you wish to review your answers to the
Submit Test

guestions, or click on if you wish to submit it.

Tesl Surmmary: Foresiry Oficer . IRCH 52

Click & question bo retern te f Angwsr all mandatary questians. Click Submit whan yau are satsfied with your ansears. Retumn Ta Test Submit Tast |
" anowered ¥ Unznswered
Status Capes ion Texl Mandatory
AcpaEEment - Forest e od Produce

ras
Tes
fes

es
a5
X 1 Yes
nred wes o the abo.., fes

mitad knpwiads fag

Iy s seered "Yes" 1o the &, Tag

AR LRI

Return To Test | | Submit Test

Finish Test

2. Once you are satisfied with your answers, click on to proceed to the last step.

6.3.4 Submit Application
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- . - 4
Bedew Account Addtinnal Informatian Bespsament Submit Application l

Review Application: IRCZ194 - &

Canoa] | Back | |E.te-p 4 of 4; Submit Application :I Fnish ]
By elicking an the “Finish” bulan_ I certily that the statemeants made by me are rugé and complets 1o the best of my knawledge and baliel | undersand

thiast any false statements oF omission o provide any infermation raquired in this form may provide grounds for the withdroownsl of any affer af appeintment
ar ather actlons, Incleding dismissal, I an appaintment has been accaptad,

| Canc] ] Back 'IStep 4 of 41 Submit Apphcation j | Finish |

A confirmation that you have submitted your application will be displayed on 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 - #e™€  tap to return to your iRecruitment Home page. The
section Jobs Applied For will display your application as shown below.

F \\‘0/ (n) FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

helping to build a world without hunger iRecruitment

Job
n Navigator v B® Favorites ¥ Basket Logout Diagno

General | My Account
Welcome to our Job Site EMPLOYEEZ2, MS ANNE Quick Lin}

HNotifications « Guidelines for Applicants...

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

From Subject Sent
No results found.

Jobs Applied For  €——

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
Application

Name Job Title Organization|Location|Date Applied ~ |Status Details

IRC2194 - Forestry Officer (Wood Products), P-4.  |FOEDD ROME,IT 30-Oct-2012 Application

= X H < r—

A... (0123021) Received
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6.4 Withdraw and Reconsider Applications
6.4.1 Withdraw an Application

If you are no longer interested in the position, you have the possibility to withdraw your application.
Please note that you will only be able to withdraw applications which are in status “Application
Received” or “Selection Ongoing”. DO NOT withdraw your application if you realized that you forgot to

include some information or attach a document. Just click on ' Ho™€  and then on = My Account 5nq

complete the necessary information. iRecruitment maintains only one online profile and system-
generated PPF for each applicant.

1. At the iRecruitment Home page click on the Application Details icon E] corresponding to
the vacancy for which you wish to withdraw your application.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS i )
helping to build a world without hunger iRecruitment

General | My Account

Welcome to our Job Site EMPLOYEE2, MS ANNE
Notifications « Guidelines for Applicants...

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

From Subject Sent

e jobs for which you have applied. Select Full List to see the complete list of Job Applications. Full List
Application
Name Job Title Organization|Location|Date Applied ~ |Status etails
IRC2194 - Forestry Officer (Wood Products), P-4.  FOEDD ROME,IT 30-Oct-2012 Application ——
A... (0123021) Received
2. At the Application Details screen click on the | Withdraw Application ' button.

/0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS X 5
helping to build a world without hunger iRecruitment

N Navigator v B Favorites v Job Basket Logout

Home: General >

Application Details: IRC1221 - TEST — P
| oK ( Withdraw Appﬁcation)

Job Details ———

Job Title IRC1221

Location ROME,IT

Department Description AGNCX
Country of Birth Spain

3. The following screen will be displayed. You may insert a message to the vacancy Manager.

Then click on the | SUP™E | 1 ytton.

Home: General > Application Details: IRC2152 >
Withdraw Applicati

N

Cancel Submit >
——————)  Withdrawal Comments =]
]

The comment cannot be konger than 500 characters.

Cancel Submit
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A confirmation message will be displayed.

& Confirmation
You have successfully withdrawn from the selected applications.

& On the Jobs Applied For section, the status of this application will now
show as “Application Withdrawn”

6.4.2 Request Reconsideration

Applicants have the possibility to request vacancy Managers to reconsider applications that they have
mistakenly or voluntarily withdrawn.

1. At the iRecruitment Home page click on the Application Details icon E] corresponding to
the vacancy for which you wish to request reconsideration.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS X -
helping to build a world without hunger iRecruitment

Job
n Navigator v BF Favorites ¥ Basket Logout Diagnosti

General | My Account

Welcome to our Job Site EMPLOYEEZ2, MS ANNE Quick Link

Notifications + Guidelines for Applicants...
Your five most recent notifications are listed below. Click the subject to respond. Choose the Full List button to see all your | full List » FAQs..
notifications.
From Subject Sent

€ jobs for which you have applied. Select Full List to see the complete list of Job Applications. Full List
Application
Name Job Title Organization|Location|Date Applied ~ |Status Details
IRC2194 -  Forestry Officer (Wood Products), P-4. FOEDD ROME,IT 30-Oct-2012 Application
E
A (0123021) Received —

“riequest_ Reconsideration

2. At the Application Details page click on the button.
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Home: General >
Application Details: IRC2152

Job Details

D inti
Job Title
Location

Country of Birth

Present Nationality#1

Present Nationality#2

Present Nationality#3

If you have applied for a new ity indicate nati ity/date requested

If you are currently working for a UN common system organization,please select
If so, please indicate current grade, title, type of contract

1f you have close relatives employed by FAO, indicate full name and relationship
If you have any dependants, indicate name, date of birth and relationship
Would you accept short-term employment?

If yes, please indicate the duration

State any disability/reservation restricting your travel/assignment to any area
Have you had any legal convictions,excluding minor traffic violations?
Permanent Residence: Country

Town or City

If yes, please provide full details (charge,date,where tried,conviction)

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

Are you under any obligation to return/stay in the service of your employer?
State (in weeks) any termination notice you are obliged to give your employer:
Are you available for Emergency Response (ER) Missions?

1 certify that all information provided by me is true and complete

Certification Date

Application Status History

Status
Application Received
Application Withdrawn

IRC2152
DS, ITALY,ROME

Ttaly

Yes

Yes
28-Jul-2011

|Status Change Date
10-May-2012 14:22:05
28-May-2012 12:32:34

Request Reconsideration

4, A confirmation message will be displayed.

i Confirmation

Your request for reconsideration is sent.

5. If your request for reconsideration is accepted by the vacancy Manager the status of the
application will display again the original status, i.e. “Application Received” or “Selection

Ongoing”.

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

For enquiries please contact iRecruitment@fao.org
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