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I.  
Introduction

Vacancy Announcements (VA) are designed to attract the most suitable candidates to the advertised post.  These guidelines are intended to provide guidance on building Vacancy Announcements (VA) and Evaluation Criteria (EC) in order to ensure consistency and to facilitate review and approval by the Human Resources Case Officers (HRCO) and the Central Review bodies (CRB).

II.
General

· The Programme Case Officer (PCO), in preparing the VA and EC, should include: 

(a) the duties and responsibilities of the post, the core competencies and, as applicable, managerial competencies required to carry out its functions, and 

(b) the education, experience, languages and skills required to carry out the functions.

· PCOs are strongly encouraged to build vacancy announcements based on a pre-classified Generic Job Profile (GJP) rather than on a classified Job Description (JD).  GJPs have been developed, after in-depth discussions with programme managers who have approved the entire contents of the profiles, and have been classified in accordance with ICSC classification standards.  If no GJP has been developed for the particular occupation, PCOs are encouraged to consult a GJP for a similar occupation.  In the event that it is decided to use a JD, that JD must be classified prior to issuance of a VA.

· Both the VA and the EC should be objective and accurately reflect the functions of the post, as described in the Generic Job Profile or the Job Description.  The requirements needed should be closely correlated to the functions of the post and should be included under the headings: Competencies, Education, Experience, Languages and Other Skills.

· The Evaluation Criteria should be substantively similar to the published VA. In the interest of transparency, both the VA and EC should include the principal elements of the criteria against which the applicants will be evaluated.  In other words, the VA should clearly explain to potential applicants the requirements of the post. 

· Programme Case Officers (PCO) may choose to advertise a specific post based on EC previously approved by a CR body for a position with similar functions at a similar level.  In such cases, the HRCO will ensure that the new EC are identical to the previously approved EC before posting the vacancy, without further review by the Central Review bodies.

· All optional phrases, reflecting special conditions or limitations, such as the policy regarding P-3 posts, limitations of appointment, source of funding, recirculation of the vacancy or others, should be placed by the Executive Office or the Local Personnel Office, as appropriate, as a “text box” on the VA, as applicable.

III.
Responsibilities

· In order to facilitate identification of the location of a particular post in the Department, this part should begin by an indication of the location of the post, as follows:  “Under the [overall/direct] supervision of the [Director/Chief of ABC Section/Unit of the XYZ Division/Branch], the incumbent is responsible for:  1, 2, 3,…”

· For language posts, such as Translators, Interpreters, Revisers and Verbatim Reporters, the language of the organizational unit in which the post is located should be identified, as follows: “Under the [overall/direct] supervision of the [Chief of the XYZ Translation Section], the incumbent is responsible for:  1, 2, 3,…”

· The description of the responsibilities in the VA/EC should reflect the main substantive functions of the post.  Bullet points, followed by detailed explanations, should be used to the extent possible. Acronyms should be spelled out.

· The elements of the GJP/JD which are at a generic level should not be copied wholesale in the VA/EC.   When the GJP is too general, the PCO should specify the functions relevant to the particular post.  HRCOs should ensure that any modification to the GJP does not affect the classified level of the post.

· The PCO may change the functional title stated in the GJP to reflect the position of the post in the organizational structure of the particular office.  For example, “Senior Economic Affairs Officer” could be changed to “Chief, Water Transport Section”.

IV. Competencies
· The Organisation’s core and managerial competencies, as reflected in ST/SGB/1999/15 (Organizational Competencies for the Future) and in the booklet “United Nations Competencies for the Future”, should be consulted when writing the descriptive text of competencies for a VA and EC.

· The functions related to the position should be included under Responsibilities.  If you wish to use Professionalism as a competency, you must do so in the terms indicated in the above booklet.
· Programme Case Officers (PCO) may choose to include any number of UN competencies in the VA and EC depending on the requirements of the post.   PCOs, however, should bear in mind that they will be required to evaluate potential applicants against the competencies listed in the EC.

· The competencies in the EC may be the same as in the VA or a subset of those that are in the VA.  A competency that is not in the VA must not be included in the EC.   For example, PCOs may include all eight core competencies in the VA, but may decide to evaluate the candidates on only four of them.  Those four competencies would be the ones included in the EC.

V.
Education

· The minimum academic requirement and the relevant fields of study should be indicated as an absolute requirement. Other academic qualifications may be requested as “desirable”.  The GJP or the JD should be followed to the extent possible.

· For posts in the Professional and higher categories, the following standard phrases are recommended:

(a)  “First Level University degree in [field(s) of study], or in a related field.” (N.B. First level university degree may not be substituted by relevant experience.)

(b)  “Advanced university degree (Masters degree or equivalent) in [field(s) of study], or in a related field.  A combination of relevant academic qualifications and extensive experience may be accepted in lieu of the advanced university degree.”
· Certain posts require specialized studies for which a first-level university degree and experience cannot be substituted, such as Medical Doctors.

· Examples of education requirements are provided in Annex II for posts that require military or civilian police backgrounds.

· Internal candidates who are already at the Professional level and who do not have a university degree may still be considered for a post at the Professional level and above, as they were screened when initially recruited.

· Descriptions of required experience should not be placed under this heading.  They should be indicated under the heading “Experience”.

· For Professional language posts, the following phrase must be used: “Degree from a University from an institution of equivalent status.  Must have passed the United Nations language competitive examination for [Arabic Translators/Spanish Editors/etc.]”

· For posts in the General Service and related categories, the normal requirement is a high school diploma and, normally, United Nations entry examinations given at the duty station where the post is located.

VI. 
Experience

· The nature of the required experience should be relevant to the functions of the post, as reflected in the responsibilities of the post.  The required experience should be defined in such a way as to attract a suitable pool of qualified candidates. Vacancy announcements that are too generally defined will attract a large pool of candidates who are generally qualified but do not necessarily meet the specific requirements of the post.  Alternatively, if the required experience is too specific, this may eliminate perfectly suitable candidates who lack a narrowly defined requirement.  Too narrow a description could also lead to concerns that the VA has been tailored to suit a particular candidate.

· The policies with respect to the experience required for posts in the Professional category and above and for General Service and related categories are contained in Annex I.

VII.
Languages

· Please note that under Languages, all UN vacancy announcements must include the following static text “English and French are the working languages of the United Nations Secretariat.  For the post(s) advertised,…”.  The PCO is requested to include the description for the language requirement for the particular post(s) after “advertised”.  The description for language requirements should generally be standard, depending on the requirements of the duty station where the post is located.  

· For example, in duty stations that require fluency in only one language to carry out the functions, one of the following standard phrases is recommended:

(a) “English and French are the working languages of the United Nations Secretariat. For the post(s) advertised, fluency in oral and written English is required.  Knowledge of a second official UN language is an advantage.”  or

(b) “English and French are the working languages of the United Nations Secretariat. For the post(s) advertised, fluency in oral and written French is required.  Knowledge of other official UN languages desirable.” 
●
The second phrase may be substituted to indicate a specific official UN language.  For example: “English and French are the working languages of the United Nations Secretariat. For the post(s) advertised, knowledge of Spanish is desirable.” or “English and French are the working languages of the United Nations Secretariat. For the post(s) advertised, knowledge of Arabic is highly desirable.”
· In duty stations where more than one official language is required, the phrase may vary, as follows: “English and French are the working languages of the United Nations Secretariat. For the post(s) advertised, fluency in oral and written French or English, with a good working knowledge of the other, is required.  Knowledge of another official UN language is an advantage.”

· For Professional language posts, the phrase used in the GJP should relate to the particular post.   For example, for a French Translator, the following phrase should be used: “A thorough command of French, which must be the main language, and an excellent knowledge of at least two other official languages, as tested by the relevant United Nations competitive examination.”

VIII.
Other Skills
· Skills indicated under this heading should be clearly described as either “required” or “desirable”.

· The level of experience or skill should be commensurate with the functions of the post.  A description that is vague, such as “computer literacy” could be misinterpreted.  The description should clearly spell out the level of computer knowledge required or desired.  For example: “Strong computer skills including the use of software relating to macroeconomic research and analysis, proficiency with spreadsheet and database applications as well as facility with word processing, presentation programs and the Internet desirable.”
· Emphasis can be placed on skills that are required or desirable, by placing them under both “Competencies” and “Other Skills.”

IX.
Questions to Applicants
· The Galaxy system allows the PCO to create questions related to the 
VA.  The PCO has the option to formulate up to three questions each for the criteria “Experience” and “Other Skills.”

· PCOs are strongly encouraged to use this function, as it facilitates the evaluation process.  HRCOs can more quickly identify applicants who appear to meet the basic requirements of the post.

· The questions should be objective, job-related and in line with the requirements of the VA and EC.

· The questions should be answerable by “yes” or “no”, e.g. “Do you have experience in database development using SQL-Server?”

· If questions are created by the PCO, applicants must answer them in order to submit an application.

· The PCO can decide, by selecting the “required” option, whether the applicants must comment on their answer 

· The questions are reviewed by the HRCO to ensure that they are related to the VA and EC.

· Please note that for Professional language posts, all candidates must have passed the United Nations language examination to be eligible for these posts.  Therefore, for this category of posts, the PCO should create the following question: “Have you passed the United Nations language competitive examination for [Arabic Translators/ Spanish Editors etc]? And if so, in what year?”.

X.
Submission of VA/EC for review and approval

· The PCO submits the VA/EC to the HRCO for review and approval of the Vacancy Announcement.    After ascertaining compatibility between the VA and EC, the HRCO submits the VA/EC to the Central Review bodies for their review and approval of the Evaluation Criteria.

· The Central Review bodies review the EC to ensure that they are objective and accurately reflect the functions of the post, as described in the Generic Job Profile or the Job Description.

· Upon the approval of the Evaluation Criteria, the HRCO posts the vacancy announcement.  No Vacancy Announcement should be posted prior to the approval of the EC by the CRB.

· If the Central Review body requests changes in the Evaluation Criteria, the case is returned in Galaxy to the PCO for him/her to make the consequent changes in the EC/VA.  Once the changes are effected, the PCO submits the case to the HRCO who, after reviewing the changes, submits the case back to the Central Review body for review and approval.

XI.
Cancellation and Re-advertisement

· Should changes be requested in a vacancy under circulation, the VA needs to be cancelled.   A new VA should be created and the entire process should start anew.

XII.
Conclusion


Accurate and clearly defined requirements are a critical factor in the success of the recruitment search. Investing time and care at this stage of the selection process will help attract the most suitable applicants for the position.


Please consult your Human Resources Case Officer (HRCO) when writing a Vacancy Announcement and corresponding Evaluation Criteria in order to ensure that it attracts the most suitable candidates.

Approved by Denis Beissel, OIC/OHRM, on 11 June 2003

Annex A

Describing Work Experience in Vacancy Announcements


Work experience is an important factor for assessing the suitability of candidates for a given position.  The type of positions occupied, the scope of responsibilities assigned and the candidate’s accomplishments provide valuable information on candidates’ ability and potential to perform the functions of the job in question.  These guidelines are intended to assist Programme Case Officers (PCO) describe work experience requirements in such a way that people with the qualifications most pertinent to the job will apply.   

I. 
General concepts

· Years of experience 

· The number of years of experience is no longer considered a critical factor in determining the suitability of a candidate for a position.   The ability and potential of a candidate to perform the job successfully requires a more in-depth examination of the experience in several other various aspects, including type of experience, actual performance and achievements. One of the most valid predictors of job success is obtained by assessing candidates’ competencies against those listed in the vacancy announcement by means of a competency-based interview.

· For example, in two recruitment exercises, the ECA recruitment campaign in 2000 and the DPKO Brahimi I recruitment campaign in 2001, both OHRM and DPKO/ECA eliminated the number of years of work experience in many of the vacancy announcements, and applied more meaningful qualitative and descriptive job requirements to screen and evaluate applications.  Many high quality candidates were recruited who would otherwise have been dropped from initial shortlists because of not meeting the rigid requirement of the number of years of work experience. 

· This is not to say that vacancy announcements should not require a minimum of years of experience.  This information is a convenient tool for screening an increasing number of job applications.   The number of years of experience, however, should be just one of the factors in assessing the suitability of the candidate for a given job.

· Women tend to interrupt their careers for family reasons.  Requiring shorter years of work experience can help in attracting more women candidates, which, in turn, may contribute to achieving a better gender balance.

· The Generic Job Profiles developed by OHRM reflect the above considerations.  GJPs for a given occupation and level require fewer years of experience than did the job description for the same occupation and level.  GJP for some occupations (Finance in particular) do not specify the number of years of experience required.

· Discussions are under way to minimize reliance on the number of years of experience.  Until a final decision on this issue is taken and implemented,  GJPs provide a general guideline on the number of years of experience required for professional posts:  

(a)
P-2 - none for NCE candidates; minimum of three years for peacekeeping 
mission staff;



(b)
P-3 - minimum of five years;



(c)
P-4 - minimum of seven years;



(d)
P-5 - minimum of 10 years;



(e)
D-1 - minimum of 15 years; and



(f)
D-2 - over 15 years.

· GJPs are under development for posts in the General Service and related categories.  Length of experience required on GS job descriptions varies widely within the same grade level and sometimes within the same occupational group.  In order to ensure consistency, the following standard phrases are recommended for posts in these categories: “Several years of progressively responsible experience in…” or “Extensive experience in…”
· Depending on the position, PCOs may decide to specify the number of years of experience or describe the nature and the complexity of the position with only descriptive statements.

· Other components of work experience:  In writing the work experience requirements, PCOs will want to highlight several or all of the following aspects: 

· Relevance (or similarity) of the candidate’s experience to the job: the field of work; the knowledge of a particular geographic region covered by the job; publications related to the job; conferences attended related to the job.

· Work environment: experience in the public sector or the private sector, experience at the international/national level; field experience, peacekeeping experience, etc.

· Depth of experience: What is the nature and quality of the candidate’s experience in his/her field of work, e.g., the number and complexity of reports drafted for the legislative organs, the number and type of audits or investigations conducted, etc.

· Breadth of experience:  Is the candidate’s experience limited to a specialized field of work?  Or s/he is multi-skilled and exposed to different fields of work?

· Accomplishments/Tangible results achieved: Does the candidate’s C.V. indicate any significant achievement?  Does it show s/he is a result-oriented person?

· Progressively responsible experience: Has the candidate been working in the same position for many years?  Or has s/he progressed in her/his career in terms of responsibility or complexity of the job?

· Managerial experience: scope of responsibility, planning and budgetary experience, supervisory experience, the level of managerial responsibility (e.g., junior level management, mid-level management, senior level management, top-level management), specific achievements, leadership, negotiation skills etc.
II. Guidelines 

· PCOs are strongly encouraged to build vacancy announcements based on a pre-classified Generic Job Profile (GJP) rather than on a classified Job Description (JD).  GJPs have been developed after in-depth discussions with programme managers who have approved the entire contents of the profiles and have been classified in accordance with ICSC classification standards.  If no GJP has been developed for the particular occupation, PCOs are encouraged to consult a GJP for a similar occupation.

· Should PCOs choose to specify the number of years of experience, they should indicate the minimum number of years of experience.  Whenever a range is indicated in a GJP, the PCO should choose the minimum number of years (i.e. 10 years).  When building the VA on a job description, PCOs are encouraged to use the requirement indicated above.

· In building the vacancy announcement, regardless of whether they choose to stipulate the number of years of experience required, PCOs should: 

· Identify the critical experience requirements among the areas listed under paragraph 1 above.   

· Define the experience required in specific terms. For instance “experience gained through policy formulation and economic research”, “experience either in a civilian, military or police organization”.
· Describe the requirements as clearly as possible. Use action verbs, e.g. experience in planning/coordinating/mediating/auditing/managing/training  etc.  Provide examples, e.g. “dealing with a broad range of issues such as sectoral and technological development”, “demonstrated experience in demographic research as evidenced by strong record of publications on the subject.”  Avoid terms that illustrate competencies and skills (e.g. ability, knowledge) under the Work Experience section.

· Clearly defined requirements allow potential applicants to visualize the functions of the post and help them decide whether or not to apply.  It also allows applicants to customize their application to the experience requirements.  

· A list of statements and examples describing work experience is provided in Annex B.

Annex B

Examples of Phrases for Education, Experience and Languages

I. Education

· For posts in the Professional and higher categories:
· “First Level University degree in [field(s) of study], or in a related field.” (N.B. First level university degree may not be substituted by relevant experience.)

· “Advanced university degree (Masters degree or equivalent) in [field(s) of study], or in a related field.  A combination of relevant academic qualifications and extensive experience may be accepted in lieu of the advanced university degree.”
· For Professional language posts, the following phrase must be used: “Degree from a University from an institution of equivalent status.  Must have passed the United Nations language competitive examination for [Arabic Translators/Spanish Editors/etc.]”

· For posts that require military or civilian police backgrounds:
(a) “A relevant university degree or graduate of police academy equivalent to a university degree.”

(b) “Relevant university degree in a related field or relevant police or military training.”

(c) “University degree or equivalent in international relations, communications, security or related discipline or graduation from a military/command or staff course/police academy.”

(d) “Advanced university degree or equivalent training and experience in related area.  Formal qualification in specialised areas of analysis (military, police or federal/ national intelligence analysis agencies).”

(e) “Advanced university degree in Business Administration, Management, Education or International Relations or the equivalent specialty development programmes provided by national staff schools, staff colleges and specialty schools.”

(f) “Advanced university degree in political science, history, international affairs or related field; or equivalent training and experience in journalism and media or Military Staff College graduation.”

II.
Experience

· Descriptive statements: Below is a list of statements that describe the various aspects of the work experience:

· General

-demonstrated ability to…/demonstrated professional experience in…/ demonstrated effectiveness in…/ must be able to demonstrate/ proven track record in…

· Length of Experience:

-a minimum of five years

-a minimum of 10 years….including a minimum of three years at/in… 

· Functional Orientation

-experience in research/training/ policy formulation/ programme management/in policy development

-experience involving exposure to/[directly] related to/ dealing with/in the area(s) of/ in the field(s) of/much of that experience should  be related to…

-with particular emphasis on…

-in areas such as/range of issues such as…

· Quality of Experience

-Relevant/ analytical/ research-oriented/ practical/hands-on/direct, high quality

-Prior/Recent

-Post-graduate

· Type of Work Environment

-in the U.N. system/in a U.N. environment

-in an international organization/in a governmental or international organization/in an inter-governmental organization/in a non-governmental organization/in a national/local police force/in an educational/research institution

-in field/peacekeeping mission

-in the private sector/in the public sector

-in a large organization

-including field experience/including field experience in complex humanitarian emergencies/including United Nations peacekeeping field experience

· Types of Positions Occupied

-Experience gained through… 

-Experience in security management such as… 

· Level of Position

-in leadership positions/in senior management positions/in middle management positions

-in associate/junior professional positions

-at managerial levels/at supervisory levels

-high-level

· Scope of Responsibility

-Progressively responsible/progressively responsible professional experience

· Level of complexity

-Complex/highly complex/large-scale

· Depth and breadth of experience

-Broad/extensive/in-depth/specialized

· Achievements/Tangible Results
- proven achievements in…

- a track record in proven achievements in …

- successful completion of …

- as evidenced by …

· Examples:  Below are examples of possible descriptions of the work experience required at the various levels in the Economics occupational group.  
· Economic Affairs Officer, P-3:  Post-graduate experience required in applying the principles of economic and social development, preferably in the context of [Region]; practical experience in trade and finance gained through involvement in programme development or implementation, research, teaching or related work.

· Economic Affairs Officer, P-4:  Progressively responsible post-graduate experience required in applying the principles of economic and social development, preferably in the context of [Region]; practical experience in trade and finance gained through involvement in programme development or implementation, research, teaching or related work.
· Senior Economic Affairs Officer, P-5:  Progressively responsible experience involving the application of principles and concepts of economics in various contexts, gained through association with national or international economic policy-making, academia or foreign assistance programmes.   Experience in leading teams required. 

· Chief of Branch, D-1:  Progressively responsible experience in dealing with issues related to international trade at national or international levels required. Good knowledge of current global and regional trade and investment policy issues as well as experience in analyzing, formulating and implementing capacity-building programmes in trade and investment, in particular WTO-related issues is required.  Proven track record in managing multidisciplinary teams.
· Director of Division, D-2:  Extensive and progressively responsible experience at the national and international levels dealing with international development issues.  Managerial and analytical experience in planning and directing major research projects and publications, particularly involving the analysis of comparative national experiences.  Demonstrated ability in building intergovernmental consensus on politically sensitive international development issues.
· Should the PCO wish to use the number of years of experience, below is a possible example in this format:
· Political Affairs Officer, P-4:  Minimum of seven years progressively responsible experience in international relations, development or conflict resolution work, at the national and international levels.   A substantial part of that experience must have been gained in the region of assignment (Americas).   Mission experience an asset.    
III.
Languages

· In duty stations that require fluency in only one language to carry out the functions, one of the following standard phrases is recommended:
(a) 
“English and French are the working languages of the United Nations Secretariat. For the post(s) advertised, fluency in oral and written English is required.  Knowledge of a second official UN language is an advantage.”  or 
(b)
“English and French are the working languages of the United Nations Secretariat. For the post(s) advertised, fluency in oral and written French is required.  Knowledge of other official UN languages desirable.” 

· The second phrase may be substituted to indicate a specific official UN language.  For example: 
(a) “English and French are the working languages of the United Nations Secretariat. For the post(s) advertised, knowledge of Spanish is desirable.” Or
(b) “English and French are the working languages of the United Nations Secretariat. For the post(s) advertised, knowledge of Arabic is highly desirable.”
· In duty stations where more than one official language is required, the phrase may vary, as follows: “English and French are the working languages of the United Nations Secretariat. For the post(s) advertised, fluency in oral and written French or English, with a good working knowledge of the other, is required.  Knowledge of another official UN language is an advantage.”
· For Professional language posts, the phrase used in the GJP should relate to the particular post.  For example, for a French Translator, the following phrase should be used: “A thorough command of French, which must be the main language, and an excellent knowledge of at least two other official languages, as tested by the relevant United Nations competitive examination.”
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