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

Step 1- Login to iRecruitment

Login to Oracle and select your iRecruitment Employee Candidate responsibility.

Step 2 - Complete your online profile

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

Step 3 — Search for vacancies and apply

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

FAO Personal Profile Form (PPF)

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

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

Navigating iRecruitment

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

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

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

For enquiries please contact iRecruitment@fao.org
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iRecruitment Guidelines for FAO Employees

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

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

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

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

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

For enquiries please contact iRecruitment@fao.org
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1. Logon to iRecruitment

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

1. Gotothe FAO intranet and click on FAO Administrative Resource Management System

FAO!

Home Site Index
Calendar & Events

David Lubin Library

System Links

« Management Information
System (MIS) Reports

« Management Infermation
Reporting (MIR)

» Document and Workflow
Management System
(DocFlow)

« Webmail

« Electronic Information
Management
Services/Electronic
Processing and Retrieval

www.fao.org FAO InTouch Employee directory

Information Re:

Today at FAO

Friday, March 2 2012

Service Interruption for Oracle ERP Maintenance
There will be a system maintenance for Oracle ERP today Friday 02 March 2012 from 17:00hrs to

17:30hrs, which will cause an associated service interruption to the application systems listed
below. All times indicated are based on Rome, Italy (GMT+1).

ADI, ATLAS, COIN, eBMM, eTravel, eWMSH, HQ FAS, ICBC, FAO Administrative Resource
Management System, Data Warehouse, FFMIS for DW reports, MIR [...]

E-vouchers for agricultural inputs — lessons from Zimbabwe

Search

[Ha Directory =1

Back-end Log
=

Securihr (Field and HQ)

System (EIMS/E-DPR) You are cordially invited to attend the official launch of FAQ Zimbabwe's: "E-vouchers for
« 55C PDMS HR Servicing agricultural inputs - lessons from Zimbabwe,” 11:30-13:00 on Thursday, 7 March 2012, Iran Room Today meetings
B d fl 3
« 55C PDMS Travel (Bigoundifleor) =
M CANADA ROOM
Rea ore 3 :
Financial/HR Applications 15:00 - 16:30
GRMS A3EET
ations Integration
* FAQ Administrative Land and Water Days, 7-11 May at FAQ, Rome GERMAHN ROOM
Resource Management 11:00 - 12:00
System The Land and Water Days will [..] MRC Divisional €269

The FAO Administrative Resource Management System page which contains important information
regarding passwords, will be displayed. Click on FAO Administrative Resource Management
System .

FAQ Administrative Resource Management System

—USER NOTIFICATION

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

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

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

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

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

—— B FAO Administrative Resource Management System -

For enquiries please contact iRecruitment@fao.org
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2. The Oracle login screen will be displayed. Enter your username and password.

ORACLE E-Business Suite

Login

Username ||

Password |

(_Lagin

Copyright (c) 2006, Oracle. All rights reserved

3. Atthe Oracle Navigator, click the [ iRecruitment Employee Candidate jink. Your iRecruitment

Home page will be displayed.

ORACLE E-Business Suite

Navigator

| Edit Mavigator | | Change Passward )

[ FAO PEMS MultiRater
3 FAQ Vacancy Administrator

Pleaze =elect a rezponsibility.

3 iRecruitment Employee Candidate

Diagnostics | Logout | Help
Copyright (c} 2008, Oracle. All rights reserved.

Favorites

You have not selected
"Edit Favorites” button|

iRecruitment Home Page

Click on My Account el

tab to complete your
online profile

General | My Account

Welcome to our Job Site
Notifications <———

Job Basket Home Logout

Jobs

Quick Links

Guidelines for

How to Update your Account and Apply for a Job

To Complete or Update your Online Account Information

a. Click My Account link on top of the screen to display the four tabs available: Persenal Information, Qualifications & Skils, Additional Information, and
Login Information.

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

Click Save button at the bottom of each screen

Click Refresh My Resume to generate a FAD resume. Go to Documents section (on Personal Information tab) to review your FAQ resume.
Use My Account to update and save your account detaile as necessary.

Pono

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

®

Click Jobs tab on the right side of the screen to display Jobs search screen and conduct the search.

b. Select a vacancy and click Apply Now icen to link your enline application to the vacancy. Or use Apply Now butten 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 presented. Click Finigh and cenfirmation of your applicatien will be displayed.

d. Fromthe 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

-y
2

e | Jobs | Job Basket | Home | Logout

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

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

notifications. » FAQs

From Subject Sent

Mo results found. Click on Jobs
obs Applied For

Jobs Applied F tab to search

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 for available

N Jab Titl O L Date Applied T [$ |App”mi0" vacancies.
ame ob Title rganization|Location ate Applied © |Status Details .

IRC2073 Human Resources Officer, P-3. CSHRD ltaly, Rome, FAQ HQ 29-Dec-2011 Selection Before applymg

(Unidentified) Ongoing please ensure

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

Privacy Statement

The Notifications section will display any notifications received by you.

The Jobs Applied For
of each application.

section will display the list of vacancies you have applied for and the status

For enquiries please contact iRecruitment@fao.org
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1.2 Internet Access

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

thir = francais pycckuil ezpariol

Food and Agriculture
Organization of the
United Nations

FAD Home

FAO Homme

About FAQ

dibost FAD
Knowledge Forum
CiEpanments The Fospd @nd fgricutbure Organizaton of the United Nations |eads intemational efors
FAO Reform aral 1o defeal hungei Sendang both developed and deéveloping countries, FAD acts as a
neutral forum where all nations meed as equals to negohate agreements and debabe
Evar policy. F&0 is also a source of knowkedge and information. Ve help develaping counines
¥aluaan

ang countries o rans®on modernize and improve agriculture, farestry and fishenes

F&D I
O and the UN prachices and ensure good nutndon for all. Since our foundng in 1848 we have facused

In T fisid special afieniion on developing nural areas, hoeme 1o 70 percent of the wond's poor and

3. Click on the link “FAO Employees Access”

frangaig ezpafiol

Employment

. IRECRUITMENT ACCESS &
Employment in FAO e

Food al:'d A'gncu[ture . i . . o ! . > External Applicants and
Organization of the FAQ is dedicated to recruiting the best staff possible, hiring internationally minded people to carry out its work Former FAQ Employees

United Nations toward the eradication of hunger. We invite you to explore the opportunities and benefits of working with us

> FAO Employees Access

> List of Hon & Under-

a Represented Countries
FAO Home > Guidelines to applicants

> International Civil Service
Employment Home Commission

> UN Vacancies

APPLICATION TOOLKIT

> Staff Categories

Seniorlevel Vacancies

Professional Vacancies
Project Vacancies

Consultants
> Creating your Application in

gfﬁsﬁs:;zte Professional iRecruitment

§ > Creating your Application-
FAQ Internship
programme What we offer Who we need CITERSTEITERS

FAQ Junior professional > Application Process

programme > Interview Tips
FAO Volunteer
programme MULTIMEDIA - FAQ IN THE FIELD

General service staff > Video- FAO's work in Brazil

Privacy Policy > Video-FAO's work in Nigeria

For enquiries please contact iRecruitment@fao.org
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4. The following page will be displayed. Enter your Oracle username and password to login to
your iRecruitment Home page.

U FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS i . Job Basket
helping to build a world without hunger iRecruitment L ase

m Jobs

WA/
F \y”

Welcome to the FAQ iRecruitment Online Jobsite {43 Login
Login Page for FAO Employees
Enter your current FAQ ORACLE username and
password;

————p|Jsername I

FAQ Employees reguire an Cracle Username and Password and must be granted the Oracle
responsibility called "iRecruitment Employee Candidate™ to access iRecruitment and apply to vacancies Password |

If you do not have an Oracle Username/Password or the iRecruitment Employee Candidate responsibility, | Login )
please send a request to Oracle-Supporn-Access@fac.ora. Please provide your Surname, First Name,
Index Mumber, and Organization Unit. You will be notified when the required system access has been
granted.

Quick Links

If you have forgotten your ORACLE password, please contact Senvice-Desk@fao.org. » Guidelines for Applicants
Luidelines tor Applicants

o ) » FAQs
Legin to iRecruitment
Type your Oracle Username and Password and click Login,
iRecruitment Home Page
7\ Foop AND AGRICULTY ;
/0 Click on My Account tab to ruitment lob Basket Home Logout

complete your online profile:
Personal Information, Qualifications
and Skills and Additional

Johs

General | My Account

) Information. e ——
Welcome to our Job Site Quick Links
Notifications g——— » Guidelines for
Your five most recent notifications are listed below. Click the subject to respond. Choose the Full List button to see all your [ Full List Applicants
notifications. » FAQs
From Subject Sent
No results found. To search for
Jobs Applied For vacancies, click
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 ) on the Jobs
Application tab
Name Job Title Organization|Location Date Applied " | Status Details Pl ’
IRC1221-  Nutrition Officer (Assessment and __ CSHDD DS.ITALY ROME 02-Aug-2009 _ Selection ease ensure
TEST Requirements, P-4 { 0101974 ) Ongoing that you have
IRC561  MNutrition Officer (Assessment and ~ AGNAD DS.TALY.ROME 11-Mar-2008  Application completed all
Requirements, P-4. { 0101974 ) Received information
under “My
How to Update your Account and Apply for a Job Account”
To Complete or Update your Online Account Information befor(_-:A
applying for
a. Click My Account link on top of the screen to display the four tabs available: Perzonal Information, Qualifications & Skills, Additional Information, and Vacancie&
Login Information.

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

Click Save button at the bottom of each screen.

Click Refresh My Resume to generate a FAOQ regume. Go to Documents section (on Personal Information tab) to review your FAD resume.
Use My Account to update and save your account details as necessary.

@ a0 =

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

a. Click Jobs tab on the right side of the screen to display 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 uze 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 presented. Click Finish and confirmation of your application will be dizplayed
d. Fromthe Home tab, Click General to view all jobs to which you have applied.

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

Home | Jobs | Job Basket | Home | Logout

Copyright (c) 2006, Oracle. All rights rezerved Privacy Statement

For enquiries please contact iRecruitment@fao.org
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Alternatively, from the FAO Employment webpage, click on Professional Vacancies and then on the
title of the relevant vacancy to display the vacancy details.

Employment

MECRUITRAENT

Professional Vacancies

» IRecratment ACCeas

m‘h Careduly examing the relevancy of your qualibicalions by reviewang the Dulies & Responsibillies of the posion > Exiermal Applicants &
and the Esseriial Guallcations that are needed in order o successhaly peclorm e job Formar FAD Emphoyess
United Mations Gubtelineks

How 10 apply > Inserwew Tios
Aszociabe Professonal D nen
OMCars
FAD imemstp
ok Tige Ginde  Numbsr Do trmeat Expiry Date:
FAD Jusor professionsl | . g Voaler Ofic Pd IMCI0M  Mahrs Rescwes P -2l
T P e I

Professional Safl members should mesl ih Tollowing gualficatons: * FADQ Employees Guidsings

* iRncrusmani FAGs

A universfly degree and prederably 8 postpraduate specishization related to FAD's woik
Espenence s the national snd riemataonal levels in gren sea of experiss
= Good anahdical skills and & keen interest m FAD'S work

Warkang knowledge of Englsh. and Irnited knowledge of a second LN language (Arabic Chinese
French, Rugsian. Spanigh)

Effectre teammork and comminicaton sklls

» Hrowser Heguiremonts

List of Hon & Uinder
Represented Countriet

ek 10 g ants

= Creading your Applicaon
Profossional VsCans

> AppBCation Process

5. Click on the link provided at the bottom section of the vacancy.

Pleass note that FAD staff membars ars intemational civil servants subject to the authority of the Dirsctor-Ge neral and may be assigned to any
activities or office of the organization.

To apply: visit the iRecruitment website:
HT TP/ WWW. FAC.ORGVA/IRECAU ITMENT/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

FAOQ IS & NON-SMOKING ENVIRONMENT

6. The following page will be displayed. Click on the “FAO Employees Login” and then on the

relevant button to access iRecruitment.

United Nations

Senior-level Vacancies
Professional Vacancies
Project Vacancies
Consultants

Associate Professional
Officers

General service staff

Employment

Welcome to iRecruitment !

Food and Agriculture " ; ; ] ) : ]
S FAQ is currently launching iRecruitment, the FAQ on-line application system. For the time being,
Organization of the
i 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,

aQ o, . . .
Qualifications and Skills and Additional Information)
FAO Home 3. Search for vacancies RELATED INFORMATION
4. Apply > Non & Under-represented
Employment Home Countries

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

> External Applicants & Former
FAO Employees Guidelines

iRecruitment Access:
> FAQ Employees Guidelines
2] External Applicants Login > iRecruitment FAQs

2] Former FAOQ Employees Login > Browser Requirements

FAOQ Internship
programme )

[& FAO Employees Login
FAO Junior professional
L LE To access iRecruitment and apply to iRecruitment vacancies FAO Intranet Access
FAO Volunteer Employees should have access to Oracle and the Oracle responsibility Login
programme

“iRecruitment Employee Candidate™.

Internet Access —
Login

FAQs (Frequently Asked If you do not have an Oracle Username/Password or the iRecruitrment
Questions) Employee Candidate responsibility, please send a request to Oracle-
Privacy Policy Support-Access@fao.org.

For enquiries please contact iRecruitment@fao.org
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The Login Page for FAO Employees will be displayed.

'0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS N i Job Baskel
o helping to build a world without hunger iRecruitment S

‘im Jobs |

Welcome to the FAO iRecruitment Online Jobsite 4}':‘ Login
Login Page for FAQ Employees
Enter your current FAQ ORACLE username and

password:
Username I
FAQ Employees require an Oracle Username and Password and must be granted the Oracle
responsibility called "iRecruitment Employee Candidate” to access iRecruitment and apply to vacancies. Password |
If vou do not have an Qracle Username/Password or the iRecruitment Employee Candidate responsibility, @

please send a request to Oracle-Support-Access@fao.org. Please provide your Surname, First Name,
Index Murnber, and Organization Unit. You will be notified when the required system access has been
granted.

Need mere infermation?

If you have forgotten your ORACLE password, please contact Senice-Deski@fao.org. « Guidelines to Applicants
Luidelines to Applicants

« FAQs

Login to iRecruitment

Type your Oracle Usemname and Password and click Login.

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

Home | Jobs | Job Basket

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

7. Enter your FAO Oracle username and password and click on Login . Your iRecruitment Home
page will be displayed.

¥ 7 i i
oop e asmcirs) - Click on My Account to Piacruimant PR ID e v—
- complete your online
profile Jous
¥Welcome to our Job Site Quick Links
= [pw Jobs [asi T dbya)

Notifications = Search for jobs
Your e most recent nma:ahuns are listed below Chck the subject to mespond. Choose the Full List button to see all your | Full List

notifcations

From Subject Sent Click on Jobs
No resuls found to search for
Jobs Applied For — available
Bisdow w2 @ lest of the jobs fior which you have appled  Sedact Full List to see the complete list of Job Applications JFullList vacancies
Hame Jdeb Title Organization Location Stntus Application Details i

Before applying
please ensure
that you have
completed all
To Complete of Update your Online Aceount Information information
under “My

& Chok My Account ink on 1og of the scréen 1o d@play the four tabs avaiable: Pereonal information, Quaifications & Skils, Add Account”.

Legn informabon.

Chck on &ach tab and &nber or select nelevan! information for sach field on &ach scresn
Chck Save button at the botlom of each screen

Cick Refresh My Resume to generate a FAQ resume. Go fo Documents secton (on Personal Information tab ) fo review your FAD resume
Use My Account to update and save your account detais as necessary —

1o regults found

How to Update your Account and Apply for a Job

nano

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

a. Chck Jobs tab on the righl side of the screen bo display Jobs search soreen and conduc! the search

k. Select a vacancy and click Apply Now icon o ink your oniine applcation 1o the vacancy. Or use Apply Mow button in the vacancy announcemsnt
Please make sure your account is updated before applying fo a vacancy. To update your account information, follow steps outlined
above

c. A review screen wil be presented. Chck Fimish and confirmation of your application will be displayed
d. Fromthe Home fab, Cick General bo view all pbs to which you have applisd

H you experience problems please contaci our Helpdesk al Becrufmeni@@fac org

Home | Jobs | Job Basket | Home | Logout | Diagnostics

Copyright (c) 2006, Oracie. All fights ressrved

For enquiries please contact iRecruitment@fao.org
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2.

2.1

Update your Online Profile

Personal Information

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

F.\ ()} FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS . .
" V o helping to build a world without hunger iRecruitment

Job Basket Home Logout

T Jobs
General | My Account
My Account

| Guidelines far Applicants | | Cancel ) | Save | | Refresh by Resume )

S Personal Information 2 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 mare you will be automatically disconnected and all unsaved infarmation 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 EMPLOYEEZ2
First Name Louise
Middle Narne
Maiden Name
Birth Date 11-May-1960
Gender Female
Email Louise.Employee2@fao.org
* Present Mationality#1 |United Kingdom
Present Nationality#2 I
Present MNationality#3
= | certify that all information provided by me is true and complete TSLI
= Certification Date W

MOTE: 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.

&,

RRR

ry

Phone Numbers
FAQ employees are not requested to enter Home phone numbers.

Phone Number Times to Call
Home |53333 [Day =
Mobile | | =l
Waork I I j
Waork Fax I I j
Documents

@ TIP Please click "Add Another Document” button to upload supporting documents (e.g.. caver letter, persanal CV, additional skills, list of publications, references).
tions 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
Mo results found.

| Add Anather 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

Copyright (c) 2008, Oracle. Al rights reserved. Privacy Statement

For enquiries please contact iRecruitment@fao.org
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2.1.1 Basic Details, Phone Numbers

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

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. 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.

Certification: Please complete the two mandatory fields:

= | cerify that all information provided by me is true and complete j
* Certification Date
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.

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

NOTE: files should not exceed 500 KB.

1. Click the \_Add Another Document | hutton.

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

To CREATE pr REFRESH your FAO system generated resume after you enter and save your information. please click "Refresh My Resume” button. Click the filenam
to open or sae a printable copy - from your resume please use the "Back” button in your browser to retum to iRecruitment once you have finished printing.
|Fi|e Type Upload Date Description | Delete

File Name

N o
| Add Another Documnent J_Print PPF i Refresh My Resurne |
e—

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

Pt
f oy OO0 AND AGRICILTURE ORGANIZATION OF THE UNITED HATIONS " R _—
\- & i ’ iRecruitment RN S
.\--'o.’- e,

Jobis
Upload Document

Plaass select the fils you wish to upload Enter a descrption of the file and chooss a fils typs Cancel Ipdciad

= Fila Typsa | :J

Descrplion
Comver Latter

! = Fila Path Ememgency Responss Approval Browse

Other Document Type
List of Publications Canted @
Relerences

Legal comaclions
poyright (0} 2008, JFECH TTRRTE reaaroey

For enquiries please contact iRecruitment@fao.org
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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 publications please provide Title, Publication Date, Journal/Publisher, but DO NOT ATTACH the individual publications

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

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

|Fi|e Type Upload Date |Descripti0n | Delete

|_Add Another Document{{ Print PPF ) Reftesh My Resume |

4.

Cover letter |F!C1221_d03ﬂ 09-Feb-2011 Cover letter VA IRC1221 i

Click the '£2*2) putton before moving to the “Qualifications and Skills” section.

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

PPF click the =M™ EF ) hutton. For more information about the FAO Personal Profile form,
please go to Section 3.

2.2 Qualifications & Skills

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

=5kill

i) FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

the Parsona
document to your computer

Employment History

Starting with your prasent or mesi recent post. anter i reverse chranalagical order your employment history

Details Mame of Employer From To Job Title City/Country Delate

Mo rasults fcund

Add Anather Emaloyer )
Plaazse neta that in evaluating your candidaluia, FAD reservas the aght 1o approach your pravious employers) for rafarences . It is net our pobcy to approach your

presant emgloyer at the evaluation siage unless you exprassly aulhonze ths. Howewer, please be advised that befora any offer of appoinimeant iz made. FAD will
contact both your present and presious emplayers for weodk references

> sk

Flzaze enter your own assezemant of the skhills which youw currently possess

Mo results found

At Anater Skl

——p Education Qualifications

Plzasze enter in reverse chronolegical arder your edecation from age 14 funiversity, college, secondary scheel). Please indicete under Additicnal Cualification Details
the exact tille of your degree/diploma and main subjeci(s) of study. You may be requested to provide proof of the University Dregree(s) obtained
& TIP Yau will need 1o click the “Additianal Quaification Details” buttan 1o complets two reguired fields before WOU CAN Save @ach entry

=Hame of Establishment =City/Country sAcademic Qualification From To “Exact Title Qualification Add Degree  Dalete
Mo rasults found

. Add Anathar Establishmant |

»> Professional Qualifications and Training

Plaase indicate in this saction addiional courses attendsd in your professional {warking] area. formal vecational training, apprenticeship. membership of professienal

associaions, etc
& TIP You will need to click the “Additional Qualification Details” buttan to complets two required fields before Vou Can 33ve each entry

=Qualification Type Name of Establishment Clty/Country Fram Ta Exact Title Quaffication
Mo results found
Add Anathar ualification |

Parsonal Infyermalion Qualifications and Skills Sudeife

. . i i dob Baskx Homsz Logoul
helping ta build a world without hunger iRecruitment i L

Canceal |

Guidelings far Applicanls |

Login Informsticn

wed infarmation will be lost
Go Jo the Doe
u wash to JPnnt” or "Save” thi

s

malien tab

"Proficiency Level fExperience Crther Infermation Delata

Delate

pnal Infarmatian Login |nfarmation

Guidelings for Applicants | | Cancel ) _ Feefrash by Resume |
O —
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2.2.1 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 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.

1. Click the button to display the fields to be completed for the
employment record.

1

2. Enter the required information and click the 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 button. Complete all your
employment records.

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

To have have more space on the screen as you enter your records:
hide the details of one employer by clicking the link next to
it. To unhide it click on

hide details of your entire previous employment history by clicking
on the link . To unhide records click on

2.2.2  Skills

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

For enquiries please contact iRecruitment@fao.org
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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
Typing Shorthand Other secretarial/office skills
IT Skills
Proficient Advanced user, able to perform complex tasks.
Working Knowledge Regular user. Good knowledge of the software.
Fair Limited experience.
Basic Able to perform very simple tasks with guidance. Not a regular
user.

Language Skills

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

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

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

MT - Mother Tongue Your mother tongue

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

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

For enquiries please contact iRecruitment@fao.org
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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)

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

1. Click the button.

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 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 .

For enquiries please contact iRecruitment@fao.org



iRecruitment User Guide for FAO Employees

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

Tick this box if you wish to
indicate additional IT skills not
included in the list. Indicate your
skills at the next screen, under
the column “Other Information”.

O | |

O
O O

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

button.

For enquiries please contact iRecruitment@fao.org
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5. Click the 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 button once you have selected and evaluated your skills.

4—
4—
6. Click the button to indicate your areas of expertise. Click the button

once you have selected and evaluated your skills.

to select non-consecutive skill types: hold down the CTRL key and then
click on the required types

to select consecutive skill types: hold down the SHIFT key and click on
the first and last skill type that you wish to select

2.2.3 Education Qualifications

Enter information about your education in this section.

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

T D O O

For enquiries please contact iRecruitment@fao.org
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2. Complete the required information in the fields: Name of Establishment, City/Country, Academic
Quialification, From and To.

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

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.

7. Click the button and repeat the above steps until you have entered
your full education record.

2.2.4 Professional Qualifications and Training

1. Click the button to create an editable line.

D

\—/

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

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

For enquiries please contact iRecruitment@fao.org
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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 on the button after completing each qualification.

2.3 Additional Information

By clicking the Additional Information link you may indicate the Professional Areas for which you would
like to be considered. You are requested to specify whether you are available for Emergency Response
missions and set your account privacy.

TIP

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

For enquiries

please contact iRecruitment@fao.org
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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:  Please indicate your availability for Emergency Response Missions.

Note:

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

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

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

For enquiries please contact iRecruitment@fao.org
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2.4  Login Information

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

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

3.0 Personal Profile Form (PPF) and Guidelines

3.1 Create/Update PPF

The Personal Profile form (PPF) is a system generated resume that is created when you first click the
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 iRecruitment PPF replaces both the current Personal History Form and the ADM75 and displays
the information that you have entered and saved in any section of “My Account” (Personal Information,
Qualifications and Skills and Additional Information).

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

PPF will replace the older version every time you click the button.

For enquiries please contact iRecruitment@fao.org
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3.2 View the 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.

>

D

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.

For enquiries please contact iRecruitment@fao.org




iRecruitment User Guide for FAO Employees

PPF (partial view)

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

-

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.

For enquiries please contact iRecruitment@fao.org
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3.3 Guidelines

There are guidelines available for applicants on the iRecruitment site. You can access these from any
section of your iRecruitment account by clicking the button .

D

4.0 Search for vacancies and Apply

4.1 Search for vacancies

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

1. Click the tab on your iRecruitment Home page.

O

2. The Available Jobs screen will be displayed. To view all available vacancies click the
button.

For enquiries please contact iRecruitment@fao.org
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O

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.

4, Before starting a new search, click the button.

5. If you wish to re-order records within a column, click on the green column title.

6. If you wish to display more vacancies, click the link Next 10.

For enquiries please contact iRecruitment@fao.org
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4.2  Apply to a Vacancy

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

, or click the file name (IRCxxxx) to display the vacancy details and then the button, as
shown below.

D

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)

For enquiries please contact iRecruitment@fao.org
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Additional Information
Please enter the required information for References .

Additional Information screen

Submit Application

Click the button to submit your application.

Submit Application screen

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.

For enquiries please contact iRecruitment@fao.org
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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.

4.3 Job Basket

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

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

For enquiries please contact iRecruitment@fao.org
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4. Click the “Job Basket” link at the top or bottom of the screen to view your Job Basket.

-

S

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

FAO Employees can also apply from the FAO website; however, they
will have access only to vacancies that have been published as
External. There is no access to Internal Vacancies from the FAO
Employment website.

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

For enquiries please contact iRecruitment@fao.org



