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Information for New Users

At the moment only vacancies in the category “Professional Vacancies” are
published in iRecruitment. For the time being iRecruitment 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 FAOQ iRecruitment system is unavailable every Sunday from 16:00 to 18:00 CET for regular
maintenance.

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

How to Apply

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

Step 1- Login to iRecruitment

Login to Oracle and select your iRecruitment Employee Candidate responsibility.

Step 2 - Complete your online profile

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

Step 3 — Search for vacancies and apply

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

FAO Personal Profile Form (PPF)

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

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

Navigating iRecruitment

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

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

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

For enquiries please contact iRecruitment@fao.org 30F30 3
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iRecruitment Guidelines for FAO Employees

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

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

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

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

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

For enquiries please contact iRecruitment@fao.org 4 0F30
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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. Go to the FAQ 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
System (EIMS/E-DPR)

» SSC PDMS HR Senvicing

Directory FAO InTouch

munications

www.fao.org Employee directory

Information Reso

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

You are cordially invited to attend the official launch of FAQ Zimbabwe's: "E-vouchers for
agricultural inputs - lessons from Zimbabwe,” 11:30-13:00 on Thursday, 7 March 2012, Iran Room
(B ground floor).

Search

[Ha Directory =1

Back-end Log
How To

Securihr (Field and HQ)

Today meetings

» 55C PDMS Travel -
M CANADA ROOM
Rea ore 4 :
Financial/HR Applications 15:00 - 16:30
GRMS A35EIT
wgations Integration
* FAQ Administrative Land and Water Days, 7-11 May at FAQ, Rome GERMAHN ROOM
11:00-12:00

Resource Management

The Land and Water Days will [...] MRC Divisional C269

System

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 50F30
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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. At the Oracle Navigator, click the [ iRecruitment Employee Candidate |ink. Your iRecruitment

Home page will be displayed.

ORACLE E-Business Suite

Navigator Favorites

| Edit Mavigator | | Change Passward )
[ FAO PEMS MultiRater Please select a responsibility. YDLIl have nlDt selected
3 FAQ Vacancy Administrator "Edit Favorites” button|
3 iRecruitment Employee Candidate

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

iRecruitment Home Page

. i i Job Basket Home Logout
Click on My Account el
tab to complete your T
General | My Account online prOfIIe
Welcome to our Job Site Quick Links
Notifications <« » 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
Mo results found. Click on Jobs
Jobs Applied For 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
Application [ yacancies.

Name |Job Title Organization|Location Date Applied " | Status | Details Before applyin
IRC2073 Human Resources Officer, P-3. CSHRD ltaly, Rome, FAQ HQ 29-Dec-2011 Selection pplying

(Unidentified) Ongoing please ensure
How to Update your Account and Apply for a Job that you have

completed all
To Complete or Update your Online Account Information information
a. Click My Account link on top of the screen to display the four tabs available: Persenal Information, Qualifications & Skils, Additional Information, and Under My
Login Information. Account”.
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.

Privacy Statement

The Notifications section will display any notifications received by you.

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

of each application.

For enquiries please contact iRecruitment@fao.org 6 OF 30
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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 7 OF 30 7
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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

‘i |' Johs

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

password;

————Pp Usermname I

FAQ Employees reguire an Oracle Username and Password and must be granted the Oracle —_—)

- . A " ] g : Password

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

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

granied. 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
Click on My Account tab to ruitment lob Basket Home Logout

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

Johs

General | My Account

Welcome to our Job Site

Notifications g——

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

From Subject Sent

Quick Links

+ Guidelines for

Applicants
« FAQs

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 PI ’
IRC1221-  Nutrition Officer (Assessment and __ CSHDD DS.ITALY ROME 02-Aug-2009 _ Selection ease ensure
TEST Requirements, P-4 { 0101974 ) Ongoing that you have
IRCE61  Mutrition Officer (Assessmentand  AGNAD DS.ITALY 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 befort_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 Vacancies.
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.

[N L

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

T
<

ne | Jobs | Job Basket | Home | Logout

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

For enquiries please contact iRecruitment@fao.org 8 OF 30 8
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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.

Associate Professonal

FAD imemstp

O I

FALH Jumsor profes sicnal
programiTE

MECRUITRAENT

Professional Vacancies

» IRecratment ACCeas

> Fxtermal Apphcants &
Formear FAD Emphoyess
Gl

Carebuly examine the relevancy of rour qualibcalions by reviewng the Dulies & Responsibillies of the posion
and the Esseriial Guallcations that are needed in order o successhaly peclorm e job

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

* iRncrusmani FAGs

A universily degree and prelersbly & postgraduste specislization related to FAD's work
Expensnce ai the national and siemaixonal levels in green ares of experdise
= 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 Hemeremends

RELATED INEOSMATION

List of Bon & Under
Represented Countriet

ek 10 g ants

= Creading your Applicaon
Profossional VsCans

> AppBCation Process

How 10 apply > Inserwew Tios
D) men
Tite Giade  Mumibss' Do et Eagury Diste
| and e Vialed Cffic e — rd IRCI49 Hahral Kes o 121

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

Plesss note that FAD staff membars ars intemational civil servants subjsct to the authority of the Dirsctor-G
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

| and mey ba d to any

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.

Food and Agriculture
Organization of the
United Nations

Custom Search o)
FAO Home

Employment Home
Senior-level Vacancies
Professional Vacancies
Project Vacancies
Consultants

Associate Professional
Officers

FAOQ Internship
programme

FAO Junior professional
programme

FAO Volunteer
programme

General service staff

Employment

Welcome to iRecruitment !

FAQ is currently launching iRecruitment, the FAO on-line application systern. For the time being,
iRecruitment is available in English anly. To apply, please follow these steps ™ '
1. Register in iRecruitment if you are a new visitor and create your account. If you already have an ‘ ’
account, log-in as a returning user.

2. Complete the required information in all sections of "My Account” (Personal Information,

Qualifications and Skills and Additional Information)
3. Search for vacancies

4. Apply

RELATED INFORMATION

> Non & Under-represented
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

[& FAO Employees Login

To access iRecruitment and apply to iRecruitment vacancies FAQ
Employees should have access to Oracle and the Oracle responsibility
“iRecruitment Employee Candidate™.

Intranet Access
Login
Internet Access —
Login

FAQs (Frequently Asked If you do not have an Oracle Username/Password or the iRecruitment
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.

roon ase asmcunst) - Click on My Account to

. iRecruitment ok Dagkct Home Lsoodl Dworosics
complete your online
profile Jous
¥elcome to our Job Site Quick Links
= Mew Jobs (Last 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
notications
From Subject Sent Click on Jobs
No results found to search for
Jobs Applied For g——m— available
Bisdow w2 @ lest of the jobs for which you have apphed Sebact Full List to see the complete list of Job Applications _Full Ligt | vacancies.
Hama Jeb Title Organization Location Stntus Application Details .
1o resuits found Before applying
please ensure
How to Update your Account and Apply for a Job 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

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. Chick Fimlsh and confirmation of your appication 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. Al rights resened

For enquiries please contact iRecruitment@fao.org 10 OF 30
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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 *.

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

iRecruitment Job Basket Home Logout

T Jobs

General | My Account
My Account

| Guidelines for Applicants | ( Cancel ) | Save | | Refresh My 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 Another Document ), Print PPF )i Refresh My Resume |

j Personal Information [ Qualifications and Skills Additional Information Login Information

| Guidelines for Applicants | | 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 110F 30 11
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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 At 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 FAOQ system generated resume after you enter and save your information, please click "Refresh My Resume” button. Click the filename
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 |
TeSee—————

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

M FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED RATINS ) o
-8 3 i ’ iRecruitment hBmsket Home Looos
.\.r_ 3
Jobis
Upload Document
Ipinad

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

= Fila Typsa | :J

Descrplion
Comver Latter

| = File Path |Emergancy Response Approva .

Other Document Type
List of Publications Canted @
Relerences

Legal comaclions

poyright (0} 2008, JFECH TTRRTE reaaroey
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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 CREATE o REFRESH your FAQ system generated resume after you enter and save your information, please click "Refresh My Resume” button. Click the filename
to open or savg a printable copy - from your resume please use the "Back” button in your browser to return to iRecruitment once you have finished printing.

File Name |Fi|e Type Upload Date |Descripti0n | Delete

Cover letter_IRC1221 doc etter 09-Feb-2011 Cover letter VA IRC1221 i
|_Add Another Document{{ Print PPF ) Reftesh My Resume |

4. Click the 22 button before moving to the “Qualifications and Skills” section.

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

PPF click the E™™FPF ) button. 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.

i) FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

heloirng to buil T world wit t o
helping to bwild o werld without hunger

iRecruitment dob Basket Home Logoul

Canceal |

Guidelings far Applicanls |

Login Informsticn

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

s

the Parsona malien tab
document to your computer

> sk

——p Education Qualifications

»> Professional Qualifications and Training

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 emglayers for wer referenzes

Flzaze enter your own assezemant of the skhills which youw currently possess
=5kill "Proficiency Level fExperience Crther Infermation Delata

Mo results found

At Anater Skl

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 |

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 |

Perzonal Infgemalion Qualifications and Skills = Addr

Delate

sonal Informadegn 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) will display your records in chronological

order.
The torch icon next to a blank field I 'of?indicates that there is a list of
@ TP values for your selection. To view the available values type the % symbol,
then click on the torch.
1. Click the \-Add Anather Emplayer ) b 1 to display the fields to be completed for the

employment record.

Employment History

Starting with your present or most recent post. enter in reverse chronological order your employment history.
| Show All Details | Hide All Details — —<gm—

—
Details Name of Employer From To Job Title City/Country Delete
— b—shg\.\,lFAO IMay jl2005j IOctober jl2011 j IF'ngramme Officer IRume
=T ¥Hide [ABC Ltd] | September =]|2001 =] [Apri =||2005 =] [Coordinator |Birmingham. UK m
Description of Job Duties =]
LI I
Pleaze be advized that Description of Job Duties field iz limited to 4000 characters.
Mumber and kind of employees supervised by you
Type of business j
Name of Supenisor
Country of Assignment ,,5?
Add Another Employer |
2. Enter the required information and click the 222 putton. Please note that the
Description of Job Duties section is limited to 4000 characters; excess text will not be
saved.
, Add Another Emplayer |
3. To add another employer click the * EYET) button. Complete all your

employment records.

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

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

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

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 14 OF 30 14
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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

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

Typin

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

Language IT Skills

LAY

Working knowladge

B - intermediate/Limied

C - Excellent"Warking knowledge Fair
|MT - Mother Tongue | {Basic
Shorthand Other secretarial/office skills

From 1to 3 years
Mare than 3 years

75 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

below.

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

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

For enquiries please contact iRecruitment@fao.org 150F 30
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Skills
Please enter your own assessment of the skills which you currently possess.
=5Skill *Proficiency Level [Experience Other Information Delete
0801.Protocol Senvices From 1to 2 years of expa.*ence j | i}
SECRETARIAL SKILLS Shorthand English 75 words per minute
SECRETARIAL SKILLS Shorthand Spanish 90 words per minute
LANGUAGE EXAMINATION English LPE - Language Proficiency
Examination
LANGUAGE EXAMINATION.French LPE - Language Proficiency
Examination
LANGUAGE EXAMIMATION Spanish LPE - Language Proficiency
Examination
LANGUAGE EXAMIMNATION ltalian LPE - Language Proficiency
Examination
SECRETARIAL SKILLS Typing Examination-English 50 words per minute
SECRETARIAL SKILLS. Typing Examination-French 50 words per minute
SECRETARIAL SKILLS Typing Examination-Spanish 50 words per minute
SECRETARIAL SKILLS Proof Reading Examination- Pass
Spanish
SECRETARIAL SKILLS AudioTyping Examination-Spanish Pass J
8001.MS Access or databases IWDrking knowledge 'l | i}
8001.MS Excel [Proficient | | i}
8001 Email/Internet IElasic vl | i}
B001.ATLAS [Fair = | 0
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 |Atd Another Skill] pyytton,
Skills
lease select the skills which best describe your professional expertise. We are also interested in the languages you speak, and at which level.
= Skill *Proficiency Level [Experience Other Information Delete

Mo results found.

Add Anather Skill | g———

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

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

For enquiries please contact iRecruitment@fao.org 16 OF 30
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///ry\ FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS . .
Y relping to build a world without hunger iRecruitment gokibaskenglogout

Home [l

| My Account
Home: bty Account =
Add Skills

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

Infarmation Systems and Technology
Information and Knowledge Management 0
Land Resources and Management

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

Mo search conducted.

(Cancel ) [(OK

T
=

e | Jobs | Job Basket | Logout

Copyright [c) 2006, Oracle. Al tights reserved

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

Add Skills
(Cancel) (0K

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

Search

Skill Type Tick this box if you wish to

IT-Oracle E-Business Suite Release 12 !ndlcate E.lddltlor?al IT S.kIIIS not
Information Systems and Technology mgluded in the list. Indicate your
Infarmation and Knowledge Management skills at the next screen, under
the column “Other Information”.

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

[Js001.ATLAS [J8001.COSTAB 8J01.Email/intemet | LI800T.1T Skill {Other) |
[18001.MS Access or databases ~TG001.MS Excel 15001 .MS Outlook [J8001.MS PowerPoint
IT Skills [18001.MS Project DW.MS Word [18001. ORACLE Consultant [18001. ORACLE Purchasing
Recruitrnent
[18001.PABX and [18001.50L [[18001 ‘Webdesign and [[18001.eBhM
Telecommunications Systerns maintenance

9M01.English [J9001.French

Language - [J9001.Arabic Q001 Chinese
Official Ta001.Russian DW.Spanish

[ Cancel | (OK

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

B8 ) button.

Skills

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

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

9001.English |MT- Mother Tangue V|

g8 88

| |
| |
8001 MS Word | |
B01 MS Excel | |

| Add Another Skill |

For enquiries please contact iRecruitment@fao.org 17 oF 30 17
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5. Click the \Add Anather SKIL) 1y 100 to indicate your Regional Experience (if you are applying for a
Professional position) or your Secretarial/Office Skills (if you are applying for a General Service

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

Add Skills
(cancel ) (OK)

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

Search

Skill Type  |CERTTEN=
Resource Mobilization/Partnership/Liaison
Rural Developrment

Rural Finance
Rural Infrastructure

| Secretaria ills —
[ Clear )

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

Add Skills
(Cancel) (OK)

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

Search

Skill Type Environment, Climate Change and Bioenergy ~
Fishery Industries

Fishery Information

Food Safety, Quality and Consumer Protection %

| Search )| Clear |

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

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

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

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

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

Education Qualifications
Plagse snter in revessa C heonologec sl ordes your education from A\'}w 14 (unnersity f."'llu-}d secondary school) Pilagse mdcate under Addinicnal l'."li'-‘f-\' ation :: tails the exscy title of

Gl igrie dipl and m el #) of sludy. You may be regu
o TIP Y k the "A ol Oualibeation Dt I

ted 1o prowde proof of the Unnversdy Degres(s) obtened

“Exact Tite Add

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

Add Anothes Esla

For enquiries please contact iRecruitment@fao.org 18 OF 30 18
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2. Complete the required information in the fields: Name of Establishment, City/Country, Academic
Qualification, From and To.

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

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

iRecruitment Job Baskel Logout Diagnostics

Home [RLIE]
General | My Account
Home: My Account >
Additional Qualification Details

= Exact title of Qualification obtained I
Main Subject
= Status ﬁ

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

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

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

4. Click the 228 putton after completing this qualification.

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

establishment already specified click the icon %+

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

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

2.2.4 Professional Qualifications and Training

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

City/Country, From and To.

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

For enquiries please contact iRecruitment@fao.org 19 0F 30 19
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‘0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMS

helping to build a world without hunger iRecruitment

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

Home | Jobs | Job Basket | Logout | Diagnostics

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

Home [lvst]

Job Basket Logout Diagnostics

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

(Cancel ) [0k

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

4. Click the (22¥¢) putton after completing this qualification.

To add additional qualifications click the A4 Another Qualification J button and repeat the
above steps until you have a full record of your Professional Qualifications and Training. To

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

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

2.3 Additional Information

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

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

missions and set your account privacy.

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

For enquiries please contact iRecruitment@fao.org 20 OF 30
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0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

H i Job Basket Home Logout
helping to build a world without hunger iRecruitment — e e

Home [l
General | My Account
Home: Wy Account >
My Account

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

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

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

Keywords | —

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

Additional Details

@ TIP IMPORTANT! Supenvisor approval is necessary for Emergency Response Missions. Please upload a completed ADM33 to the documents section of this
website

Are you available for Emergency Response (ER) Missions? | :,5?4—

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

your enline profile when searching for candida cancies or for

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

hiring managers of the vacancies to which you apply.

Display Language IAmerican English 'l

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

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

Home | Jobs | Job Basket | Home | Logout
CUE‘\:HEM (c} 2008, Oracle. All rights reserved.

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

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

Note:

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

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

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

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

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

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

For enquiries please contact iRecruitment@fao.org 21 OF 30 21
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2.4 Login Information

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

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS 2 4 b Basked 2 2
b persistalbindyrloadppe iRecruitment lobRustal toms Lased

General | My Account

My Account

delines for Applicants | | Cance| | | Gave
Personal Information Qualifications and Skills Additional Information @

= Indicates required field

\ Fefresh My Resumg
N~——

your FAO onl s Go to the [ 5 section
1e. Use your Internet browser functions if y ’

@ TIP After you update and sav
on the Personal Informa
document to your computer

e button to gener

Login Information

User Name EMPLOYEE2
w Current Password ’—
= New Password ,—
= Confirm New Password ,—

Your password must be at least & characters long and is case sensitive. It must contain at least one letter and one number and should not contain consecutive
repeating characters (for example, pizza2lover is not ok, but piz2zalover is ok). It should not contain your user name.

Personal information ~ Qualifications and Skills ~ Additional Information Login Information

Guidelines for Applicants | ( Cance| ) ( Save ] | Refresh My Resume |

Home | Jobs | Job Basket | Home | Logout
Copyright (c) 2006, Oracle. 4ll rights reserved Privacy Statement

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

3.0 Personal Profile Form (PPF) and Guidelines

3.1 Create/Update PPF

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

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

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

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

PPF will replace the older version every time you click the \Refesh My Resume ) 1y tton
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3.2 View the PPF

Upon clicking the Refresh My Resume ) 1y y0n the following screen will be displayed. Click the \Batk)
button or the link Return to Applicant Page to return to your account.

b FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMNS N ~ Job Baskel Home Logout
o helping to build a world without hunger iRecruitment RIS Tore S

Home [LTES3
General | My Account

Resume Refreshed

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

Home | Jobs | Job Basket | Home | Logout

Copyright (c) 2008, Oracle. Al rights reserved

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

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

Documents

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

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

to open or save a printable copy - from your resume please use the "Back” button in your brow:

ser to return to i i have finished printing.
File Name |Fi|e Type Upload Date escription | Delete

Employee?. Louise htm e System Generated Resume 05-Mar-2012 FAQ Personal Profile Form (PPF) T

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

Personal Information Qualifications and Skills Additional Information Login Information

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

2. Choose Open to display your PPF.

File Download - Security Warning x|

Do you want to open or save this file?

@ Mame: Employee2 Louize.htm
£ Type: HTML Document, 12.6KB

From: irec.fan.org

Open Save | Cancel I

potentially harm pour computer. [F you do not ozt the source, do not

lﬁ) YWhile filez from the [ntermet can be useful, this file twpe can
A open of zave this zoftware. What's the risk?
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PPF (partial view)
PERSONAL PROFILE FORM

PERSONAL DETAILS
Family Name (surname) First Name Middle Name Maiden Name
EMPLOYEEZ2 LOUISE

FAOQ EMPLOYEES FAQ Nationality: United Kingdom

Index Number: 0250647 Name of Supervisor: SMITH, MR P

Title, Grade, Service {Contractors: Role on Assignment): 0123456 PROGRAMME . ~ 7
OFFICER ABCD P-3.07 Type of Contract: Staff member - fixed-term
Appointment NTE Date: 20-SEP-2012 EOD Date: 21-SEP-20049

Gender: Female Marital Status:

Date of Birth: 11-hiAy-1960 Country of Birth:

1st Nationality: United Kingdom 2nd Nationality: Jrd Nationality:
If you have applied for a new nationality indicate nationality/date requested:

PERMANENT RESIDENCE Country:

MAILING ADDRESS

City: Country: Postal Code: Telephone: Yiork : 53333
Address:
E-mail: Louige Applicant2@fao.org

3. If you wish to generate a printable form, click the '=MME2E ) putton.
Documents

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

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

wWonderland. Alice hitrn System Generated Resume 14-Dec-2009 FAQ Personal Profile Form (PPF) i

| Add Ancther Docurnent ( Print PPF )| Befresh My Resume |
SN——"

4. The printable form will be displayed. Use your Internet browser functions to save or print it.
To return to your account close the document.
N
=)
Fﬁe I;dit GoTo Favorites  Help /
e ahe @ https:/firec Fao.org:4517/08_HTMLOR jspPOMFURC... | | 2y - B - o - s Page - 0 Tl - )_)

/

| Click to close the document. |

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

PERSONAL PROFILE FORM

PERSONAL DETAILS
Family Name (surname) First Name Middle Name Maiden Name
EMPLOYEE2 LOUISE
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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 |_2Uidelines far Applicants ) ton |

0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

. . . H ¥ Job Basket Home Logout
ng to build a world without hunger iRecruitment

T Jobs
General | My Account

My Account
| Guidelines for Applicants ) ( Cancel | | Save | | Refresh My Resurne |

_J Personal Information l Qualifications and Skills Additional Information Login IM

* |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 buttan to generate your FAQ online resume. Go ta 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

Farmily Mame EMPLOYEEZ2
First Narme Louise
Middle Name
Maiden Marme
Birth Date 11-May-1960
Gender Female

Email Louise.Employee2@fao.org

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 14892 tab on your iRecruitment Home page.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS . . sket Log
helping to bwild a world without hunger iRecruitment dobBastel Loaout

General | My Account

Welcome to our Job Site EMPLOYEE2. MS LOUISE Quick Links
Notifications « 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

Mo 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 )

Name Job Title Organization Location Date Applied Status  Application Details

Mo results found.

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

(Search ) hytton.
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iRecruitment User Guide for FAO Employees

‘Wb FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS

helping ta build a world without hunger iRecruitment Ll il

Home YFTTE)

Available Jobs | J.
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 a new search, please click on Clear.

Keywords

(example: Marketing Java DBA)
Date Posted -

City Location  [APIA WS
ROME.IT
SANTIAGO,CL
Various Locations

Professional Area  [ACCOUNTING i’
ADMINISTRATION

AGRICULTURAL AND DEVELOPMENT ECONOMICS
AGRICULTURAL POLICY

AGRICULTURAL RESEARCH AND EXTENSION

AGRICULTURAL SUPPORT SYSTEMS

AGRICULTURAL TRADE

ANIMAL HEALTH |

* Vacancy type

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 a specific job, select a vacancy and click on the icon "Apply Now™

Select Name Job Title  Organization Name Professional Area Location Deadline for Applications Apply Now
Mo search conducted.

3. If you wish to restrict your search, choose other parameters such as Professional Area or
Date Posted and click the LE€arch ) putton. 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.

iRecruitment LI T LB BN

LUl Jobs

Jobs: Available Jobs

Search
T sy @l wmcancias, click on Sasch Selest plhei parareslers 1o naimow Sis Yok Beaich

5 TIP Betors miarting 5 new sew e s Tor Applic

Heaywonds
DatePosted [ 3]

Caty Location [AP{A WS

ROME IT

SAMNTIAGD CL

‘Vanous Locations

Profesmonal &ea | ASRICULTURAL POLICY

AGRICULTURAL RESEARCH AND EXTEMSICOH
AGRICULTURAL SLIPPORT SYSTEMS
AGRICULTURAL TRADE

AL HEALTH

AL PRODUCTION

AQUACULTURE

ARTISANS =l

=)

* Wacancy typs

Wou may search for available jobs and 2 o of nlerest bo your Job Basket by boking the check-bax nexd 1o the vacancwkes and chickong ddd 1o Baskel bulto
apply for & specic job, sslect a vacancy and click on the icon “Apply Mow™

Sedect Jobs: | A0d To Basks

Selecy All | Selact Hone

panization onal Dhendline: foi Appky
fLelpct Maams Tiiha Mamie I L nCatinm Applications Duration * Viscancy bype
F BC20M Bupiness | Ofice of INFORMATION  DSITALY ROME 1Dec-2012 Up to 11 monbhe-rensswable Cal tor Spplications ¥
Functignal MRz~ Dwecton SYSTEMS AND i
Antyst - Orschs  Human TECHNDLOGY
HCM R12 Resources
IManagement
Drapon CE3H
T BLC204T Deputy Executive World Food  COMMUNICATION DS TALY ROME 31 Dec-2012 Professionsl ib
Coordinstor. P-5  Day and
0123773} Spacial
Infiatres
QCEWD
I BLI0GEFood Standards  Secrefanal NUTRITION AMD DS ITALY ROME 31-Dec-2012 Fined-Term. 3 yeam Professional 1]
Officer, P-3 Coen CONSUMER
{Undenttied) Aimeniaress  PROTECTION
G
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4.2 Applyto a Vacancy

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

E , or click the file name (IRCxxxx) to display the vacancy details and then the | ARRYMOW ) hytton, as
shown below.

V 0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS
. helping ta build o world without hunger

Job Basket Logout Diagnostics

iRecruitment

Home Johs

Available Jobs | Jobs Applied For

Jobs: Available Jobs >
Job: IRC2095
| Add To Bagket ) | Refel | Annly Mow >

Description
Title, Grade (Position No) Economist {Commuodities), P-3 (0089761)
Location ROME,IT
Organizational Unit  Trade and Markets Division, EST
Deadline for Applications  31-Dec-2011
Duration Fixed-term: 3 years
Notes
Department Description
Economic and Social Development Department, ES

There are three steps to follow: Review Account, Additional Information and Submit Application.

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

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

Review Account screen (only partial display)

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS ! : T mm—.
helping to build a world without hunge iRecruitment e S B o

Home | Jobs

)

o
Review Account  Addifional Information  Submit Application

v Mailing V¥ Phone ¥ Documents V' Employment v Skills v Education V) Professional Qualifications and

Address Mumber: History Qualifications Training

Application: Review AccountIRC2070
Ag part of your application, we will submit the following from your Account. You may use the fields below to make Cancel |Slep 1 of 3: Review Account :j Next

any cormections to your Account prior to completing this Application
= |ndicates required field

Basic Details
Please enter your personal information

* Family Name  [EMPLOYEE2
First Name [LOUISE
Middle Name l

IMaiden Name |

Binth Date  11-May-1960
Gender Female
Email Louise,Employee2dfao.org
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Additional Information
Please enter the required information for References.

Additional Information screen

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMS . . Job Basket Home Logout Diagnostics
helping to build a world without hunger iRecruitment CRERSE TR St BAmEs

Hame | .Jobs

Review Account  Additional Information  Submit Application

Application: Other Info IRC2070
* |ndicates required field | Cancel ) Baclg”StepQ of 3- Additional Informationj Mext |
References

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

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

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

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

Cancel | | Bachl IStepQ of 3: Additional Infurmatiuﬂj Mext
e | Jobs | Job Basket | Home | Logout | Diagnostics

..
2

?upyr\gn.t (c) 2008, Oracle. All rights reserved. Privacy Statement
About this Page

Submit Application

Click the (_Finish J button to submit your application.

Submit Application screen

Y 0 FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMNS
/

helping to build a world without hunger iRecruitment eSS L T e

Home | Johs

Review Application: IRC2070

(_Cancel | (Back]| |Step3 of 3: Submit Application j |_Finish
By clicking on the “Finish™ button, | certify that the statements made by me are true and complete to the best of my knowledge and belief. | understand
that any false statements or omission to provide any information required in this form may provide grounds for the withdrawal of any offer of appointment
or other actions, including dismissal, if an appoi has been accepted.

| Cancel ) | Bacﬁl IStep 3 of 3: Submit Application j Finish )

Home | Jobs | Job Basket | Home | Logout | Diagnostics
Enpyrlgn.t (c) 2008, Oracle. All rights rezerved Privacy Statement
About this Page e

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

Confirmation
Thank you for submitting your application.

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

& If you apply for more than one position, you can upload specific cover
letters in your Documents section, highlighting your specific skills,
experience or motivation for the post. Please indicate on the title of the
document the number of the vacancy announcement to which it refers.
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This completes your application. Click the M tab to return to your iRecruitment Home page. The
section Jobs Applied For will display your application as shown below.

FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIONS . : e e
heibiria to bulid:a word without hurger iRecruitment Job Bashél Logoul

L Jobs

General | My Account

Welcome to our Job Site EMPLOYEEZ, MS LOUISE Quick Links
Notifications « 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

Mo 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
|IRC2070 Nutrition Officer (Assessment and AGNDD ROME.IT 08-Mar-2012 Application @ —
Requirements), P-4_ (0101915) Received

4.3 Job Basket

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

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

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

3. Tick the checkbox next to the jobs you are interested in and click the (#4810 Basket ) b ton

Select Jobs: [ Add To Basket | €
Select All | Select None
Deadline for Apply
Select Name |Job Title Organization Name Professional Area Location|Applications Now
[T IRC2095 Economist (Commaodities), P-3 (0089761) Trade and Markets Division, EST ECONOMICS ROME.IT 31-Dec-2011 i"@
I~ Irc2093 Economist (Global Perspectives), P-3 Agricultural Development ECONOMICS ROME.IT 31-Dec-2011 R
(0725552) Economics Division, ESA Ll
@ IRC2005 Human Resources Officer (Organizational Qrganizational Design ( CSHE ) HUMAN RESOURCES ROME.IT 23-Mar-2010 e
Design), P-4. ( 0037338 ) T
[" IRC2086 HR Officer, P-2, (Unedentified) Rgcsfﬁigﬂem and Staffing Branch HUMAN RESOURCES ROME.IT i"@
[T |RC2092 Human Resources Officer (Organizational Qrganizational Design { CSHE } HUMAN RESOURCES ROME,IT 31-Dec-2011 Yy
Design). P-4. ( 0037338 ) f
IRC2026 Mutrition Officer (Assessment and Nutrition Assessment and NUTRITION AND CONSUMER  ROME T 31-Dec-2009 T
Requirements, P-4 ( 0101974 ) Planning Serice [ AGNA ) PROTECTION T
"  |[RC2089 Senior Statistician (Food security and Statistics Division, ESS STATISTICS ROME.IT 31-Dec-2011 Sy
social statistics), P-5 (0094242) L

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

Confirmation

The selected jobs are now in your baskst.
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4. Click the “Job Basket” link at the top or bottom of the screen to view your Job Basket.

D FOOD AND AGRICULTURE ORGANIZATION OF THE UNITED NATIOMNS ; : Tob Basker t Di stice
helping to build a world without hunger iRecruitment et SRl

Home | Jobs

Job Basket

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

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

Select Name |J0b Title |Prufessiuna| Area |Lucati0n |Apply Now
|RC2005 Human Resources Officer (Organizational Design), P-4. ( 0037338 ) HUMAN RESOURCES ROME,IT i"@

@ IRC2026 Nutrition Officer (Assessment and Requirements, P-4. { 0101974 ) NUTRITION AMD CONSUMER PROTECTION ROME,IT GD
[T IRC2093 Economist (Global Perspectives), P-3 (0725552) ECONOMICS ROME,IT :%

Home | Jobs KJob Basket | Dogout | Diagnostics
Convrinht (c) 2006 Oracle All rinht= reserved

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

ﬂ*a

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

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

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