@Mobility

QUICK GUIDE FOR STAFF MEMBER EXPRESSION OF INTEREST PROCESS

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

STEP 1 - Getting started STEP 2 - Navigating Inspira
1. Login to Inspira with your Index Number and 2. Navigate to Main Menu > Self Service
Password > Managed Mobility > My Managed Mobility
Favorites ~ Main Menu -
|
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QUICK GUIDE FOR STAFF MEMBER EXPRESSION OF INTEREST PROCESS

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.

Favorites v | Main Menu ~ > SelfSevice~ > ManagedMobility~ > MyManaged Mobility

{@)UNINSPIRA -

man Resou
NSSIZE Human Resources Gateway

=

Manuals  ContatUs  Addto Favorites Sign out v | search

My Managed Mobility
Staff 10 Staff 10
My Job Information

Appointment Type Fixed-Term (JY9)
Functional Title CHILD PROTECTION OFFICER | 2322

Job Network Political, Peace, and Humanitarian Network

Appointment Status Other
Level P3
Job Family Human Rights Affairs | HRI
Business Unit OHCHR 1520
Last Update DatefTime 08/10/2015 8:2524AM

Org. Unit. Office of the High Commis sioner for Human Rights | 15201520

Current Opportunities
Instructions

The table below shows the currently available opportunities for movement under managed mobility and the dates of the associated optin periods (dates
and times are New York time (EST))

Movement under managed mobility is opt-in only for the first year of operation of a job network. After that, if you have reached your maximum position
occupancy limit, you will automatically be included in the managed mability exercise for your network and your status will read “Pending Eligibiity
Check” or “Participating”.

Click on the “View” link to see any position announcements that have already been included in the Preliminary Compendium

Click on the “Opt in’ link to request to opt in to a managed mobilty exercise. Once your request to opt in is received, your profile will be reviewed for
eligitility and you will be natified about your participation status

You can opt out of the managed mobility exercise at any time before the opt-in period closes. Glick on the “Opt out” link to do so.

Siaring . A Pretiminary Express interest Dxpress inerest -
S 5 Managed Moty Exercise Job Network Optn period Ty o = Aot stat
25 POLNET 2016 Semi-Annual 1+ outicay. Peace, and HUmMAntanan o401 10016.02/02/2016 view optn Opt-out Express Interest

Advanced Search

STEP 3 — Completing your profile

4. To begin filling out your information for
Expressions of Interest: Click the 'Applicant
Profile’ link.

Favcetes = | Wainfianu =

Home  Mawah  Camaus  AoawFacmes Signout M- searn

Wy Managed Mot ‘ [

@ Mabiiy Surer

My Mobility Survey

Objective of the survey for the staff member:

°

Th My Mablity Survey 5 & fod 1 be used by those sial mambers whe are geing Urmgh o managed mesilty meeeiss because they hae reached than
9, ML PaSON GCEUBSNCY ML O DACHEH Dy 68 CHNSIGR0NY GERAG 1N R Wk S0 b USed O 3n CIOSNANGNG PHIEACI T DEGR 15 bk
o undersia e gopulsan o he o et g sach exarcise

The toolwill be wsed by s1aF members 1o ask a sevies. o sefreiectng questions about Ihei malicaton 10 mawe. ther carees asgiraions fr the eure. and for
he Ovgerszition to gan  elter srdersiandig of pussible ssaming o aring nesds

How to complete this assessment

Plsasa complets the survey at your e pace. The suvey shoukd ol take you mere than 16 miules. Pleass answer a questons o complete the sunmy
e the ina submission of your expression o interest

Congratelations! You have comphotod fhe Sarvey Vs Sure: Fsss

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

My Managed Mobility «Previous Next » Save and Exit

My Applicant Profile

Managed Mobility Exercise SE26

index no [

POLNET 2016 Semi-Annual 1

Exp. Interest StartDate 01/10/2015 Exp. Interest End Date 30/11/2015
Instructions

Your profile contains information about your education, work experience, skills, language profiiency and some additional details

Review and edit content by navigating through the individual tabs and selecting the item description link You may copy a pre-existing
profile by selecting the “Copy from Existing Profile* option in the drop-down box marked “Actions®

Action [Select Action] - ®

Work Experience | Education Details || Skills || Languages || Additional Infermation

UN Employment Status

5 Ihave never worked for a United Nations Common System entiy.

5 Im currently working for a United Nations Comman System entity

@ I have previously worked for a United Nations Common System entity
Work Experience

You have not added any work experience.

Add Work Experience

save
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6. Once all the sections of ‘Applicant Profile’ 7. Complete ‘My Profile’: Click the ‘My Profile’
are complete, you will see a GREEN check link which will expand and show 3 links. Click
mark on the Applicant Profile on the left the ‘Personal Details’ links. Ensure your
pane. personal details are complete or if not, please

fill in information, including ‘Personal Details’,
‘Family Details’ and ‘Nationality & Residence’.

Managed Mobility Process 0 « . . T
g ty You must review each section and ensure it is
Mobility Steps & Tasks S o Comp|e1'e.
Legend
Task P v ) '“J"J"’:‘ “"M f" Personal Information Summary
ask Progress (L ) ol Cotass
g — . I -
@ Mobility Survey e
I @& Applicant Profile I "
v O My Profile o
Qs i e ot
) Expression of Interest
@ screening Questions
Q@ wotivational Statement B
@ Document Upload
STEP 4 - Expressing your interest 9. You will be taken to Express Interest to position

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

po ne My Managed Mobility
My Expression of Interest
Managed Mobility Process o « I index o I
Mobility Steps & Tasks T av Managed Mobility Exercise SE26 POLNET 2016 Semi-Annual 1
Legend Exp. Interest Start Date 01/03/2016 Exp. Interest End Date  31/03/2016
{¥iinstructions
v Refer to the HR Portal (hitps-/hrun. org) for detailed instructions on how to complete the Expression of Interest
Tazk Progress (S )
0 4 10 Add Position Announcement

@ Mobility Survey
Save
O Applicant Profile
« @ MyProfile
@ Personal Details
@ Family Detail

@ Nationality & Residence

|-::Z- Expression of Interest |

@ screening Questions

e

Motivational Statement
@ Document Upload

O Summary
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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.

My Managed Mobility

My Expression of Interest

_______ e
Managed Mobility Exercisel .
Search Position Announcement
Exp. Interest Start Date
~ Insitructions:
Refer 1o the HR Portal (hitps ] Job Title aQ
“Job Family a
#ddFosfienAmnau p..ion Announcement
Save
Posting Tite Job code Title Job Famiy Level Duty Station
e e oitical
ACCOUNTANT GENDER AFF iy N RK
o - POLITICAL AFFAIRS Poltical o
POLITICAL AFFARS OFFICER - 2E e NEW YORK
Cancel

12. Expression of Interest will be checked GREEN.

Click the ‘Screening Questions’ link on the left
pane.

Managed Mobility Process o «
Mobility Steps & Tasks S o
Legend

TazkProgres: MMM 2 2 2

i] ] 10
& Mobility Survey

& Applicant Profile
» @ My Profile

Expression of Interest

|C' Screening Cluestions |

) Motivational Statement
) Document Upload

O Summary

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.

My Managed Mobility

My Expression of Interest

Managed Mobility Exercise SE26

ndex no [ NN

POLNET 2016 Semi-Annual 1

Exp. Interest Start Date 01/03/2016 Exp. Interest End Date  31/03/2016
Instructions

Refer to the HR Portal (https:/fhrun.org) for detailed i

on how to complete the Expression of Interest.

Position Preference

Anmouncement Job Title Job Family Duty Station Classification | /" -
POLITICAL AFFAIRS y .

210260 OFFICER Political Affairs NEWYORK H 2 S |

210398 ACCOUNTANT Political Affairs NEWYORK H 1 - |@
POLITICAL AFFAIRS

210261 OFFICER Political Affairs NEW YORK H 3 - m

“Taking into consideration the preferences you have listed above, would you also be i En

open to movementto any position (within any duty station or department) listed in the =es °

compendium?”

Add Position Announcement

Save

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.

My Managed Mobility

Screening Questions

Managed Mobility Exercise SE26

Index No -

POLNET 2016 Semi-Annual 1

Exp. Interest Start Date  01/03/2016 Exp. Interest End Date  31/03/2016

Instructions

Click on the “Answer Questions” link to answer the screening questions associated with each position announcement you have
selected. You must answer all screening gquestions in order to complete the expression of interest process.

Position Job Title

T Screening Questions Completed
210260 POLITICAL AFFAIRS OFFICER @
210261 POLITICAL AFFAIRS OFFICER. Answer Questions 6
210398 ACCOUNTANT Answer Questions @

Screening Questions for Position Announcement 210260

Please complete all questions listed below befare submitting your application.

1. Doyou have atleast 5 years experience as a commissioned military officer?
© Yes
Do

2. Are you familiar with the mandate and work of the UN regional commissions?
D ¥es
© No

Save
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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.

Managed Mobility Process o «
Mobility Steps & Tasks S o
Legend

Task Progress e ——
o 7 10
@ Mobility Survey
@ Applicant Profile
v @ MyProfile
@ Expression of Interest
Screening Questions

I ) Motivational Statement I

O Document Upload

O Summary

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.).

Managed Mobility Process 0 «
Mobility Steps & Tasks - o
Legend

Task Progress _:
o ] 10
@ Mobility Survey
@ Applicant Profile
v @ MyProfile
& Expression of Interest
@ Screening Questions

Motivational Statement

O Document Upload

2 Summary

15. Enter Motivational Statement for each
position:
e Click ‘View/Edit' link
e Enter motivational statement.
¢ Click ‘Save’ button to save the answers.

My Managed Mobility

Motivational Statement

Managed Mobility Exercise SE43

Index No -

ECONET 2020 Semi-Annual 2

Exp. Interest Start Date 01/03/2016 Exp. Interest End Date 31/03/2016

Instructions
Click on the “View/Edit” link to enter or edit a motivational statement for each of the pesition announcements you have selecled.
Motivational statements are not required, but they provide an opportunity for you to describe how your skills, abilities and experience
match the position(s} for which you are expressing interest

Motivational

Position Announcement Job Title Statement Changs

Completed

210260 POLITICAL AFFAIRS OFFICER ®

210261 POLITICAL AFFAIRS OFFICER View/Edit @

210398 ACCOUNTANT ViewlEdit ®
for Position A 210260

Motivational Statement Enter motivational statement

Save

17. Add Attachment or Notes by clicking the
‘Add Attachment’ or ‘Add Notes' and follow
the steps to upload ePas, Academic
Credentials, Work Certificates, efc. 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.

« My Managed Mobility

d Mobility-Document Upload

|
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18. Click ‘Summary’ link on the left pane which is
positioned below the Document Upload link.

Managed Mobility Process o «

Mobility Steps & Tasks S ov
Legend

Tazk Progress (.

0 9 10
& Mobility Survey

Applicant Profile

My Profile

Expression of Interest
Screening CQluestions

Motivational Statement

e 600 00

Document Upload

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.

« Afterreviewing, click ‘Submit and
Complete Expression of Interest Process’ to
submit the interest.

My Managed Mobility

Summary

] neex o NN

Managed Mobility Exercise SE43 ECONET 2020 Semi-Annual 2

Exp. Interest Start Date 01/03/2016 Exp.Interest End Date  31/03/2016

Instructions

Click on the “Review” link to see a summary of your expression of interest for each position announcement you have selected. Click on *Submit and Complete
Expression of Interest Process™ to submit your completed expression ofinterest package.

—— o JobTitle Job Family Duty Station Classification Preference

210260 POLITICAL AFFAIRS OFFICER Political Affairs NEW YORK H 2
210261 POLITICAL AFFAIRS OFFICER Political Affairs MEW YORK H El Review
210398 ACCOUNTANT Political Affairs NEW YORK H 1 Review

B
Education
Work Experience
Skill
Languages
Additional Information
Screening Question

Screening Questions for Position Announcement 210260

Question Answer
Do you have at least 5 years experience as a commissioned military officer? Yes
Are you familiar with the mandate and work of the UN regional commissions? Yes

iMotivational Statement

for Position 210260

Motivational Statement Enter motivational statement

I Submit and Complete Expression of Interest Process I
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20. After submitting, the ‘Summary’ link on the left  21. Navigate fo Main Menu > Self Service
> Managed Mobility > My Managed Mobility

pane will be checked GREEN and the
expression of interest can be opened only in
read-only mode.

e

Managed Maobility Process “

Mobility Steps & Tasks

.
Fr

v
Legend

Task Progress (R
0 10
Maobility Survey

Applicant Profile

My Profile

Expression of Interest
Screening Question
Motivational Statement

Document Upload

0|l & 0 0 00

Summary I

Favorites Main Menu -

Wenzaca ooy | Lol

My Managed Muhmg I

Reporting Tools
My System Profile

s N
‘y Q\jlfl‘l Self Senice
\\ll 3 Manager Self Senvice
S o
Leamning Administratiol
03 Recruiing
3 getUpHCM
=]
E

My Dictionary

e o o o o O R A Y

Search Job Op

Persanal Informatian El Mobility Notifications

Job Information 4

Learning and Development >

Learning 3

Performance Management 4 B

Recruiting 4

Career Planning ¥ b Search Performai
Continuing Appointments 3 Documer

RequestRoles
Role Request History

Review Transactions

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 fime.

Network

Favorites = | MainMenu~ > SelfSevicew > ManagedMobilty~ > MyHanaged Mobili
TN ]
\\[l ly U N I N S PI RA Home  Manuals ContactUs  Addto Favorites Sign out A~ Search m
N 74
NSEZZ Human Resources Gateway schvanced Search
My Managed Mobility |
Staff 10 Staff 10
My Job Information
Appointment Type Fixed-Term (JY9) Appointment Status Other |
Functional Title CHILD PROTECTION OFFICER | 2322 Level P3
Job Network Political, Peace, and Humanitarian Network Job Family Human Rights Affairs | HRI
Org. Unit Office of the High Commissioner for Human Rights | 15201520 Business Unit OHCHR|1520
Last Update DateTime 08/10/2015 8:25244M
Current Opportunities i |
Instructions
The table below shows the currently available opportunities for movement under managed mobility and the dates of the associated opt-in periods (dates
and times are New York time (EST)).
Movement under managed mobility is opt-in only for the first year of operation of a job network After that, if you have reached your maximum position
occupancy limit, you will automatically be included in the managed mobility exercise for your network and your status will read “Pending Eligibility
Check” or “Participating’
Click on the “View” link to see any pesition announcements thal have already been included in the Preliminary Compendium.
Click on the “Opt in” link to request to opt in to a managed mobility exercise. Once your request to ot in is received, your profile will be reviewed for
sligibility and you will be notified about your participation status.
You can opt aut of the managed mability exercise at any time before the opt-in period closes. Click on the “Opt out” link to do so.
Preliminary Express Interest Express Interest
Managed Mobility Exercise Job Network Optn Period Compendium (Optn) (Opt-Out) Action Status
POLNET 2016 Semi-Annual 1 -ouical. Peace. and Humanitarian o001 1061 4 02/02/2014 View Optin optout
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