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ROSTER MANAGEMENT GUIDELINES

I. Introduction

1. Galaxy has been recently modified with an electronic roster management functionality designed to manage the submission of rostered candidates for new vacancy announcements (VAs) and in compliance with ST/AI/2006/3/Rev1, effective 11 January 2010 [abolished and replaced by ST/AI/2010/3 of 21 April 2010 and Amend. 1 and 2]. The present Guidelines are provided to inform users of both the technicalities and relevant policies associated with this new functionality.

2. The roster management functionality is designed to increase the number of available qualified candidates for a VA who can be considered by PCOs, thereby enabling the latter the option of expediting the selection process.  This enhancement will increase the pool of applicants and will require specific action to be taken by Human Resource Case Officers (HRCOs) and Programme Case Officers (PCOs) . Additionally, the roster management functionality impacts Galaxy at both the Vacancy Management and the Selection Process stages.

3. To start the roster management process that enables the forwarding, review and selection of rostered candidates, the HRCO must choose the Roster Management button.  If this option is not chosen, the case will proceed without any roster candidates being forwarded.  Once the roster management process is finalized, the HRCO should select the button to post the VA.

II. Implications for Users and Candidates

4. Recommended candidates can be placed on specific and/or general rosters. The roster status shall be valid for one year after the first of the month following the selection decision.  For example, if a selection decision was made on 21 June 2005, the roster created for that VA is valid for one year from 1 July 2005 until 30 June 2006. (ST/AI/2006/3/Rev1, section 10.1, effective 11 January 2010) [abolished and replaced by ST/AI/2010/3 of 21 April 2010 and Amend. 1 and 2]. The one-year period in which all candidates on the roster are eligible for inclusion against future vacancies for similar functions is calculated backwards from the date of posting of the new vacancy announcement.
5.  When applicants are recommended for a post and have been reviewed and approved by the Central Review Bodies, but not selected for that particular post, they are placed on an electronic list of pre-approved
 candidates that is specific to that vacancy announcement (a “specific” roster).  In the event the candidate selected for the post vacates that post within one year, a pre-approved applicant from the specific roster for that post can be selected by the Head of Department/Office without reference to a CR body.  

6.  Where a recommended candidate had indicated in his/her application an interest in being considered for selection for a future vacancy with similar functions, he/she will be placed on the general roster.  When a similar VA is issued within this year, the candidate is added to the pool of applicants from the general roster by the HRCO through the roster management functionality in Galaxy and is clearly identified as a rostered applicant.  

7. The rostered candidate is automatically notified by email that his/her application has been added to the pool of applicants of the new vacancy announcement and invited to apply online if s/he deems it necessary to provide new information. This notification is sent as a courtesy; there is no need for notified candidates to re-apply in order to be considered. The rostered candidate is also encouraged to inform the relevant HR office if s/he does not wish to be considered for the vacancy, in which case the HRCO will register the candidate as a “withdrawn” applicant in Galaxy for that vacancy. Similarly, if a rostered candidate is selected for another post during a parallel vacancy process, the HRCO will register the candidate as “withdrawn”.

8. At the end of the evaluation process and in instances where a pre-approved rostered candidate is being recommended and selected, there is no need to resubmit the case to the Central Review Bodies.  After review by the PCO, the case goes directly to the head of department/office (DH) for selection.

III. Overview of the Roster Management functionality

A - Determining Similarity

9. The determination of similarity between functions set out in different vacancy announcements will be managed by the Office of Human Resources Management or the local personnel office, through the HRCO responsible for the case. The HRCO is encouraged to seek advice from the substantive office on technical details as well as specific post requirements in the determination of similarity. 

10. The “Roster Management” functionality automatically identifies all the VAs that fall within the one-year timeframe in the same occupational group and at the same level that have rostered applicants associated with them.  The functionality also enables the HRCO to perform specific searches within all the identified matching VAs by using specific keywords and criteria from the new VA that can be determined in consultation with the PCO. The HRCO is invited to consult with the PCO and refine the search to identify the “best matching” VAs.

11. In order to determine the one-year timeframe during which the roster is valid, the HRCO must first select the date of posting for the new VA before activating the Roster Management module, but should not post the VA until the roster management process described below has been completed.  As mentioned above, the date of posting is the basis for the calculation of the one-year validity period for the previously reviewed VAs in the same occupational group at the same level.

12. The PCO and HRCO are encouraged to keep the roster management scheme in mind already at the stage of the creation of a vacancy – e.g. to include key words/title that will bring up VAs which correspond with the functions of the new VA. For instance, an Administrative Officer and a Human Resources Officer do not fall within the same occupational group, although the functions may be similar. The VAs will therefore not automatically be identified as similar. In such a case, the PCO at the creation stage should consider to either include central keywords in the VA text which will capture both occupational groups.


[image: image1]
13. ST/AI/2006/3/Rev1, effective 11 January 2010 [abolished and replaced by ST/AI/2010/3 of 21 April 2010 and Amend. 1 and 2], requires that the functions of the previously reviewed posts be similar to the new post being advertised.  Although it is the responsibilities, i.e. the functions, which have to be similar, the post requirements such as competencies, education, experience, languages and other skills must also be taken into account, since these requirements would be prerequisites in order to perform those functions.  It should also be noted that it is the functions of the vacancy announcements that are being compared, not the candidates, nor their qualifications or suitability.  Therefore, at the stage of comparing vacancies in Galaxy, the HRCO cannot view the Personal History Profile (PHP) of any of the rostered candidates.  
14. Attention has to be paid in some cases, such as for language posts, where the functions are nearly all identical, except for the target language.  It would, for example, not be helpful if a vacancy for a Russian Translator would be associated with a vacancy for a Chinese Translator, despite the fact that the functions are similar.

15. Some occupational groups cover a wide range of functions.  For example, Economic Affairs Officers have a variety of specializations. In these cases, the HRCO has to make an informed decision on the similarity – in close consultation with the PCO whenever possible – based on basic functions of the post as well as the core substantive requirements (trade, energy, environment, etc.).  Another important consideration to keep in mind is that while the VAs developed from the same generic job profiles may be relatively easy to match, where VAs have been built from classified job descriptions, the task of matching similarity of job functions for the purpose of rostering candidates would have to be carried out through inspections of the VAs and consultations with PCOs, and HRCOs of other duty stations. 

16. Below is an overview of the main search tools for VAs:

· Keyword search allows HRCO to enter any keyword. Use of word variants will identify variants of the keyword, e.g. if the word “governmental” is selected  as a keyword, using word variants would also pull up VAs that contain the word “intergovernmental”.
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· Duty Station enables HRCO to restrict searches of similar VAs to a particular duty station only. When the default “No” is selected the search will include “all duty stations”. The use of this option is intended primarily for vacancies in the General Service and related categories that are restricted to one duty station. [image: image3.png]Duty Station: C ves & No




· Match language enables the user to choose similar VAs built in the same language only. Selecting the “No” default, which is the equivalent of “any languages”, is recommended.
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17. Additional search functionalities are also available for the review of roster candidates. However, as these functions are blind filters they should be used with discretion since they may restrict the pool of rostered candidates too drastically. This feature might have limited usefulness at the moment, but future enhancements of Galaxy might provide advantages for this option.


18. The HRCO can perform several roster searches for the same VA. There are two columns on the right of the screen for each matched vacancy. The number in the “Rost.” column indicates the number of candidates who were rostered for the vacancy.  The number in the “Sel.” column indicates the number of candidates who were already attached to the pool of candidates of the new VA in a previous search. If the number in the left column is equal to the number in the right column, then all the rostered candidates were already attached to the new vacancy, as shown below.
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19. If a candidate, who was originally rostered for a vacancy is in the meantime selected for another vacancy, his/her name will not appear in the list of rostered candidates for the new vacancy. That candidate will not be counted in the first column.  If a rostered candidate has been added to a vacancy but has subsequently been selected for another post during a parallel vacancy process, the HRCO will register the candidate as “withdrawn”. If a previously-issued similar vacancy is identified, but there are no rostered candidates associated with the vacancy then that vacancy will appear with a pink background on the list of previous vacancies.

20. After the HRCO has identified the similar VAs, added the roster candidates to the case and posted the new VA, the system automatically generates an email to the candidates who were rostered for the identified similar VAs to inform them that they have been included in the list of candidates for the new VA. This batch of rostered applicants is then released into the Selection Process for the new VA.

21. If a rostered candidate appears more than once in the batch of matched VA, in the selection process module his/her PHP will be inherited as many times as he/she appears on the roster. 

22. If a rostered candidate also applies for the post, his/her name will appear twice.  Clicking on the new application will bring up the latest PHP.  Clicking on the name as a rostered candidate will bring up the latest PHP as well as the PHP or PHPs that were submitted at the time the candidate applied for the previous vacancy or vacancies. 

B - Selection Process:

23. Rostered applicants who were automatically included in the pool of candidates for a new vacancy may still apply to that VA and thus provide a revised PHP and/or cover letter.
24. The rostered candidates are marked in Galaxy with a blue RM symbol: [image: image6.png]RM
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25. The eligibility decision linked to the VA they were rostered for is inherited in blue (e.g.[image: image7.png]


), and is only provided as an indication of eligibility, NOT final eligibility. The HRCO shall verify if this eligibility is still accurate and shall update it when necessary.

26. For all positions, each roster candidate should be released at the appropriate time-mark.  For P-3 level positions, the PCO is still required to follow the provisions of section 7.2 of ST/AI/2006/3/Rev1, effective 11 January 2010 [abolished and replaced by ST/AI/2010/3 of 21 April 2010 and Amend. 1 and 2].  Internal candidates, whether they are new applicants or roster candidates, should be given priority in accordance with section 7.2.  The department would have to indicate the non-suitability of internal candidates, then NCE candidates (in writing to the HRCO), before external roster candidates can be released.

27. If the rostered candidate has submitted a new application, his/her name will appear twice in Galaxy: once as a “new” applicant and once as a rostered candidate. Both the rostered and the new application will have to be released to the PCO with the same eligibility ruling.
28. If the PCO wishes to recommend a roster candidate whose name appears twice in the system, the PCO should select the application marked with the blue RM symbol ([image: image8.png]RM



) only. If the PCO instead selects the new application by the same candidate, the case will automatically go to the CR body and the PCO will have to enter new evaluations in the five evaluation text boxes.

Selecting only from the list of rostered candidates:

29. If only rostered candidates are recommended by the PCO, the case is sent to the head of department (DH) for selection and does not go through the Central Review Bodies, thus expediting the selection process.  In this case, the PCO must select the candidate(s) from the list of rostered candidates for evaluation and complete the required fields in the “VA Interview” text box.  The PCO must choose “Recommended: Yes” in order to indicate that the roster candidate should be forwarded to DH.  If the rostered candidate was interviewed, the interview results should be entered in the comments text box.   Although there is no need to document evaluations of the new candidates, the PCO must confirm in writing that s/he have also reviewed the new candidates when submitting the recommendation to select the pre-approved roster candidate(s) to the DH.
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30. As for any case, the comments are seen by the HRCO and the DH, but not by the CR bodies.  In the VA Interview window, the PCO may leave the “Interview panel” and “Interview date” areas blank if no interview of a rostered candidate took place.  PCOs are not required to interview rostered candidates. For rostered candidates, the PCO cannot enter new evaluations in the five evaluation text boxes, since it will trigger the system to send the roster candidates to the CR bodies for review.  However, in recommending roster candidate(s) to the DH for selection without reference to the CR bodies, the PCO must record the evaluation of the roster candidate(s) in the note fields or in a separate document outside Galaxy.

31. For each post associated with a VA, the PCO may recommend any number of candidates from the roster for selection by the DH.  The DH will then select one person from that list of rostered candidates for each post advertised under that vacancy announcement.

Selecting from a combined list of both rostered candidates and new applicants:

32. In instances where a PCO recommends a combination of rostered and new applicants, the recommended list will be reviewed by the Central Review Bodies.  In these cases, the Central Review Bodies will be able to see the PHPs of all new applicants and all rostered candidates in Galaxy, but will be required to review only the new applicants.

Selecting for multiple posts under one VA:

33. In the event of multiple posts advertised under one VA, the case will follow either of the procedures described above.  If only rostered candidates are recommended, it will be submitted directly to the DH for selection of the appropriate number of rostered candidates.  If a mixture of rostered candidates and new applicants are recommended by the PCO, the case will go to the CR body for endorsement before being submitted to the DH for selection of the appropriate number of candidates, whether from the roster or from the new applicants.

Annex I

Excerpts from ST/AI/2002/4 (or ST/AI/2006/3/Rev1, effective 11 January 2010 [abolished and replaced by ST/AI/2010/3 of 21 April 2010] and Amend. 1 and 2) on the similarity of functions (emphasis added):

“Generic job profile”:  classified standard job description that encompasses a large group of related jobs for which major characteristics of the job are similar in duties and responsibilities, education, work experience, technical skills, and essential core competencies.  

“Roster”:  list of candidates who have been endorsed by the Central Review Bodies for a particular vacancy but were not selected for it, and who have indicated an interest in being considered for selection for a future vacancy with similar functions at the same level.  Roster candidates may be selected without referral to a central review body.  The roster is valid for one year.

2.3
Selection decisions are made by the head of  department/office when the central review body is satisfied that the evaluation criteria have been properly applied and/or that the applicable procedures were followed.  If a list of qualified candidates has been approved, the head of department/office may select any one of those candidates for the advertised vacancy.  The other candidates shall be placed on a roster of pre-approved candidates from which they may be considered for future vacancies with similar functions.

4.4
At the same time as he or she prepares the vacancy announcement, the programme manager shall prepare for subsequent review by the appropriate central review body, the criteria to be used in evaluating candidates, unless a central review body has previously approved the evaluation criteria for a position with similar functions at the same level.  The evaluation criteria must be objective, related to the functions of the post, and reflect the relevant competencies. 

6.5
Candidates may apply for several vacancies for which they feel qualified, and will be asked to indicate whether they wish to be considered for positions similar to those for which they are applying.  Applying for a specific vacancy carries an undertaking to accept it, if offered. 

9.3
Candidates included in a list endorsed by a central review body other than the candidate selected for the specific position shall be placed on a roster of candidates pre-approved for similar functions, which shall be drawn from all duty stations for vacancies in the Professional category and above.  The roster shall specify the candidates' eligibility for consideration at the 15-, 30- or 60-day mark, as appropriate.  The roster shall be valid for one year after the first of the month following the selection decision.

10.1
The executive office at Headquarters, and the local personnel office at offices away from Headquarters, shall inform the selected candidate of the selection decision.  The executive office shall inform OHRM of the decision at the same time.  OHRM or the local personnel office shall place other candidates endorsed by the central review body on the roster, inform them of such placement and advise them that they may be selected from the roster for similar posts which may become available within the following year.  Other candidates shall be advised of the outcome of the process through posting of the results on an electronic bulletin board.

Annex II

Excerpts from ST/AI/2002/4 (or ST/AI/2006/3/Rev1 , effective 1 January 2007 [abolished and replaced by ST/AI/2010/3 of 21 April 2010] and Amend. 1 and 2) on placement on and selection from the roster:

2.3 Selection decisions are made by the head of department/office when the central review body is satisfied that the evaluation criteria have been properly applied and/or that the applicable procedures were followed.  If a list of qualified candidates has been approved, the head of department/office may select any one of those candidates for the advertised vacancy.  The other candidates shall be placed on a roster of pre-approved candidates from which they may be considered for future vacancies with similar functions.  

6.7 Applications shall be submitted to OHRM or the local personnel office, as indicated in the vacancy announcement.  OHRM or the local personnel office shall transmit electronically to the department or office concerned at the 15-, 30-, or 60-day marks, the applications of candidates eligible to be considered at each of those dates. At the same time, OHRM or the local personnel office shall transmit the roster of pre-approved candidates eligible to be considered at the 15- 30- or 60-day mark, as set out in section 9.3.

7.4 The programme manager shall evaluate new candidates and roster candidates transmitted by OHRM or the local personnel office for consideration at the 15-, 30-, or 60-day mark on the basis of criteria pre-approved by the central review body.  

7.8 Should an eligible roster candidate be suitable for the vacancy, the programme manager may recommend his or her immediate selection to the head of department/office, without reference to the central review body, as provided in section 9.4.

9.3
Candidates included in a list endorsed by a central review body other than the candidate selected for the specific position shall be placed on a roster of candidates pre-approved for similar functions, which shall be drawn from all duty stations for vacancies in the Professional category and above.  The roster shall specify the candidates' eligibility for consideration at the 15-, 30- or 60-day mark, as appropriate.  The roster shall be valid for one year after the first of the month following the selection decision.

9.4 Candidates included in the roster may be selected by the head of department/office for a subsequent vacancy, without reference to a central review body, after the programme manager has reviewed the applications of new candidates for a vacancy included in the compendium, together with the pre-approved roster candidates transmitted by OHRM or the local personnel office.

10.1 The Executive office at Headquarters and the local personnel office at offices away from Headquarters shall inform the selected candidate of the selection decision. The executive office shall inform OHRM of the decision at the same time. OHRM or the local personnel office shall place other candidates endorsed by the central review body on the roster, inform them of such placement and advise them that they may be selected from the roster for similar posts that may become available within the following year. Other candidates shall be advised of the outcome of the process through posting of the results on an electronic bulletin board.

10.4 Selected staff members shall be released no later than 2 months after the date of the decision. If the selected candidate fails to take up the functions within 2 months for personal reasons, or vacates the post within 1 year, the head of department/office may select another candidate from the list endorsed by a central review body with respect to the particular vacancy.  If no such candidate is available, the head of department/office may select another candidate from the roster, or decide to advertise the post in the compendium if no roster candidate is found suitable.

Annex I: 

1.
The head of department/office has the authority:

…

(d)
to select a roster candidate pre-approved for selection at the 15-, 30- or 60-day mark without further reference to the central review bodies, on the recommendation of the programme manager, provided the vacancy has been advertised, the new applications reviewed, and the roster candidate is suitable for the vacancy.

Annex II:

1.
For vacancies that are not filled laterally from within the department or office and are expected to last for at least one year, the programme manager, as promptly as possible, and with the assistance of the executive or local personnel office:

…

(f)
Evaluates, in accordance with section 7 of this instruction, the candidates, including roster candidates, who are eligible to be considered at the 15-, 30-, or 60-day mark, on the basis of criteria pre-approved by the central review bodies;

Gender enables the HRCO to restrict the candidates search to a specific gender (the default, “Both”, is recommended).


�





Nationality enables HRCO to restrict the candidates search to un- and under-represented member states (the default, “All”, is recommended).


�








� See Annex I, paragraph 2.3 for the meaning of “pre-approved candidates”.
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