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INTRODUCTION 

This quick guide provides you with step-by-step guidance for expressing your interest in available 

positions in a managed mobility exercise. Please note that you should indicate interest in at least 

three (3) positions, there is no maximum. Make sure that you fulfil the requirements for the positions 

you expressed interest in as you cannot be offered any positions you are not suitable for.  

We encourage you to express interest in as many positions as you wish but keep in mind that you are 

expected to accept any of the positions you expressed interest in if offered. 

STEP 1 – Getting started 

 

1. Login to Inspira with your Index Number and 

Password 

 

 

STEP 2 – Navigating Inspira 

 

2. Navigate to Main Menu > Self Service  

> Managed Mobility > My Managed Mobility 
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3. You will see the below screen with instructions and list of Managed Mobility Exercises to Express 

Interest. Check the Managed Mobility Exercise that you opted into to find out whether you are in 

‘Participating’ or ‘Not eligible’ status. The status ‘Participating’ means that you are eligible to 

participate in the Exercise. 

 

 

STEP 3 – Completing your profile 

 

4. To begin filling out your information for 

Expressions of Interest: Click the ‘Applicant 

Profile’ link. 

 

5. Complete ‘Applicant Profile’ [Work 

Experience, Education Details, Skills, 

Languages, Additional Information]. Note: 

While the profile sections are the same as for 

applications for job openings in Inspira, you 

need to complete the sections again for 

managed mobility. 

 Please ensure you have selected your 

‘Mother Tongue’ under Language 
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6. Once all the sections of ‘Applicant Profile’ 

are complete, you will see a GREEN check 

mark on the Applicant Profile on the left 

pane. 

 

 

7. Complete ‘My Profile’: Click the ‘My Profile’ 

link which will expand and show 3 links. Click 

the ‘Personal Details’ links. Ensure your 

personal details are complete or if not, please 

fill in information, including ‘Personal Details’, 

‘Family Details’ and ‘Nationality & Residence’.  

You must review each section and ensure it is 

complete. 

 

 

STEP 4 – Expressing your interest 

 

8. Click the ‘Expression of Interest’ link on the left 

pane. 

 

9. You will be taken to Express Interest to position 

announcement in the compendium. 
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10. To see the complete compendium, click 

search without entering any criteria.  To 

search by Title, Job Family, or Duty Station, 

enter the search criteria and click Search 

button, then the search results will be 

populated. Place a check next to the 

position announcements that you are 

interested in and click ‘Select’ button. 

 

 

11. For the selected position announcements, 

enter the Preference Rank and say ‘Yes/No’ 

to the question listed below and click ‘Save’ 

button to save your preferences. 

 

 

12. Expression of Interest will be checked GREEN.  

Click the ‘Screening Questions’ link on the left 

pane. 

 

 

13. Answer all the Screening Questions for each 

position: 

 Click ‘Answer Questions’ link against all the 

Position Announcements for which you 

have expressed interest and answer all the 

screening questions.  

 Click ‘Save’ button to save the answers. 
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14. ‘Screening Questions’ link on the left pane will 

be checked GREEN. Click the ‘Motivational 

Statement’ link on the left pane. 

 

 

15. Enter Motivational Statement for each 

position: 

 Click ‘View/Edit’ link  

 Enter motivational statement.  

 Click ‘Save’ button to save the answers. 

 

 

16. ‘Motivational Statement’ link on the left pane 

will be checked GREEN.  Click the ‘Document 

Upload’ link on the left pane which is 

positioned below the Motivational Statement 

link (to upload e-Pas, credentials, etc.). 

 

 

17. Add Attachment or Notes by clicking the 

‘Add Attachment’ or ‘Add Notes’ and follow 

the steps to upload ePas, Academic 

Credentials, Work Certificates, etc. This step is 

not a mandatory step, so the ‘Document 

Upload’ link on the left pane will be checked 

GREEN even when you don’t upload any 

document. 
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18. Click ‘Summary’ link on the left pane which is 

positioned below the Document Upload link. 

 

 

19. Review the complete Expression of Interest for 

each position: 

 Click ‘Review’ link against the position 

announcement to see the Screening 

Questions and Motivational Statement 

related to that specific position 

announcement. Review them. Similarly 

review other position announcements. 

 Review Education, Work Experience, Skills, 

Languages, Additional Information section. 

All these sections are common for all the 

position announcements.  

 After reviewing, click ‘Submit and 

Complete Expression of Interest Process’ to 

submit the interest. 
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20. After submitting, the ‘Summary’ link on the left 

pane will be checked GREEN and the 

expression of interest can be opened only in 

read-only mode. 

 

 

21. Navigate to Main Menu > Self Service  

> Managed Mobility > My Managed Mobility 

 

 

22. You will see the status of the Managed Mobility Exercise will be ‘Participating’ and the ‘Express 

Interest’ link will be changed to ‘View’. This means that you have successfully expressed interest.  

You will not be able to edit your expression of interest in the system at this time. 

 

 

 


