




These guidelines are intended to provide guidance to Programme Case Officers (PCO) and Heads of Department/Office (HOD) on the consideration of candidates by Departments/Offices, the submission of proposals for filling of vacancies to the Central Review bodies, and on the selection of candidates.

I.
Receipt of applications and consideration of candidates

1. Human Resources Case Officers (HRCO) in OHRM or Local Personnel Offices will post vacancy announcements after the approval of the Evaluation Criteria by the Central Review body.  They will release the applications of eligible applicants at the relevant marks, e.g. 15-day, 30-day and 60-day marks.  15 days  after the posting of the vacancy, the PCO will receive the list of eligible candidates applying for a lateral move, i.e., the 15-day mark candidates who meet the criteria described under sections 6.1 and 6.4 of ST/AI/2006/3/Rev1 [currently ST/AI/2010/3] , and rostered candidates who were pre-approved to be considered for vacancies with similar functions in this category.  After the 30-day mark, the HRCO will release the 30-day candidates unless the PCO and HOD have identified one or more suitable candidates from the 15-day list and the HOD has submitted a proposal to the Central Review bodies or the submission of the proposal to the Central Review bodies is imminent, i.e., the PCO has already submitted the proposal to the HOD for review.  The HRCO makes this determination by checking the status of the case in Galaxy.

2. The same process applies if the PCO is satisfied with the list of candidates released at the 30-day mark – internal staff applying for promotion who meet the criteria described under sections 6.1 and 6.5 (a) of ST/AI/2006/3/Rev1 [currently ST/AI/2010/3], rostered candidates who were pre-approved to be considered for vacancies with similar functions in this category and other applicants who meet the criteria in accordance with section 6.5 (b)(i) and (ii).  Unless the department's proposal has been submitted to the Central Review bodies or the HRCO is satisfied that submission of the proposal is imminent, the HRCO will release to the PCO all the applicants eligible to be considered at the 60-day mark (external candidates and internal candidates who are two levels or more below the level of the post or candidates who applied after the 30-day mark). (See the Guidelines For Determining Eligibility under ST/AI/2006/3/Rev1 [currently ST/AI/2010/3].

3. In the event that the Department has not submitted the proposal to the Central Review bodies or if such submission is not imminent, and the PCO asks the HRCO not to release the 60-day eligible candidates since he/she intends to recommend candidates from the 15- and/or 30-day list, the HRCO will  nevertheless release applications of candidates eligible to be considered at the 30-day mark and staff members eligible to be considered at the 60-day mark, e.g., staff who are at the same level of the post but who have applied after the 30-day mark; staff applying for promotion to posts one level higher but have applied after the 30-day mark; staff applying for promotion two levels or more above their own level; staff whose appointment is limited to service with a particular office; and other staff members serving in entities which are administered by the UN and apply the new staff selection system (e.g., UNEP, Habitat, ODC, ICTR, ICTY). 

4. In accordance with ST/AI/2006/3/Rev1 [currently ST/AI/2010/3], (Annex II, Para 1.f), the PCO is obliged to review all eligible applicants who are released by the HRCO at the 15, 30, 60-day marks, as applicable.  Given that the PCOs are required to give due consideration to the qualifications of all eligible staff members, HRCOs will review staff members in terms of eligibility only.

5. For external candidates deemed eligible to apply and be considered at the 60-day mark , if requested to do so by the PCO, HRCOs will conduct an initial qualitative screening of all  external candidates to assess their suitability and to identify the applicants who are likely to be qualified.  The Galaxy system provides the HRCOs with a search capacity, using key words in English and French to facilitate the process of the initial screening.  HRCOs and PCOs are strongly encouraged to hold consultations to identify the relevant key words that would help identify the most suitable candidates among the external applicants for the post.

6. Galaxy enables the PCO to evaluate the pool of candidates from different angles using a key word search function until the most suitable candidates emerge from the pool.  Thus, if the first search result is not satisfactory, the PCO/HRCO team can change the key words and Galaxy will produce another list of candidates.  The HRCO reviews the Personal History Profile (PHP) of all applicants identified in the search.  The names of candidates that the HRCO deems likely to qualify for the vacancy are highlighted in grey in the list of applicants.  

7. After receiving applications at each stage of the process (15-, 30- or 60-day mark), the PCO proceeds with the evaluation of the candidates.  PCOs are required to conduct competency-based interviews and/or apply other appropriate evaluation mechanisms, such as written tests or other assessment techniques, for candidates who are identified by the PCO as meeting all or most of the requirements of the post  and who are applying for appointment or promotion at the 30- and 60-day marks.  Competency-based interviews are encouraged for applicants applying for a lateral move at the 15-day mark. The competencies can be found in ST/SGB/1999/15 and the booklet United Nations Competencies for the Future)

8. In a recent judgement, the Administrative Tribunal highlights the importance of strict adherence to the requirements contained in a vacancy announcement.  It is therefore essential that PCO’s ensure that all recommended candidates meet the criteria required for the particular post.  For further details, see the memorandum of 27 October 2003 to All Heads of Offices and Departments “Administrative Tribunal judgement No. 1122 – Impact on preparation of vacancy announcements and evaluation criteria, and on the evaluation of candidates for advertised vacancies.”

II.
Recording Evaluation

9. For each vacancy, PCOs are required to prepare a reasoned and documented record of the evaluation of the proposed candidates against the pre-approved evaluation criteria.  In doing so, they should indicate the basis for the evaluation (PHP, interview, PAS, or other evaluation mechanism).  This is particularly important when the evaluation is based on information obtained through an interview rather than from written documentation submitted by the candidate. 

10. The documented record should compare the candidates against the evaluation criteria,  not against one another.  The written record of evaluations based on interviews and/or other evaluation mechanisms should be included in Galaxy under the applicable heading or headings of Competencies, Education, Experience, Languages and Skills.  Since the Central Review bodies do not have access to the interview report nor to the “notes” field in Galaxy, the interview results should be included in the comments fields under the heading(s) mentioned above, even if they duplicate the interview report.  

11.         In order to address potential questions from the CR bodies, PCOs are encouraged to provide evaluations of candidates who were interviewed but were not included in the list of proposed candidates.   If 15-day internal candidates were not interviewed, the PCO should provide an explanation.  This explanation should be included in Galaxy under the applicable heading or headings of Competencies, Education, Experience, Languages and Skills.

12. 
PCOs are reminded that all applicants, internal and others must have a first level university degree in order to apply and be considered for a post at the Professional level and above.  The only limited exception to that minimum educational requirement is for staff members who passed the G to P examination pursuant to the exception currently set out in section 4.2 of ST/AI/2003/7 [abolished and replaced by ST/AI/2010/7. 
III. 
Submission of proposals for filling of vacancies

13.
Upon the conclusion of the evaluation process, if the PCO decides to propose to the Head of Department one or more pre-approved (i.e., rostered) candidates, the proposal is submitted to the Head of Department for selection, without further review by a Central Review body.

14.        If the PCO decides to transmit a proposal with new applicants, he/she will transmit the proposal for filling the vacancy in question to the HOD for approval.  If the HOD agrees with the proposal, he/she submits the proposal to the appropriate Central Review body for review.  This proposal will include an unranked list of candidates deemed to have met the pre-approved evaluation criteria.  For posts at the P-4 level and above, the list of proposed candidates may include candidates at the 15, 30 or 60-day mark.  For posts at the P-3 level, please refer to paragraphs 19 and 20 below.
15.       The proposal will be transmitted to the CR body from the HOD accompanied by a Transmittal Note containing factual data, including the number of applicants, the number of proposed candidates and the date and names of the members of the interview panel.  It will also include other relevant information, such as the withdrawal of candidates as applicable, as well as certification by the HOD that (a) the proposal is reasoned and objectively justifiable, (b) that it is based on the pre-approved evaluation criteria and (c) that he/she has taken into account the Department’s Human Resources action plans with respect to gender and geography. 

16.       Should the HOD determine that none of the candidates evaluated against the criteria for the vacancy should be recommended, the case does not need to be submitted to a CR body. The PCO should inform the HRCO that no candidates will be placed on the recommended list and may request that the vacancy be re-advertised.

 IV.
Vacancies at the P-3 Level

17.      For vacancies at the P-3 level, PCOs are required to give full consideration to all internal P-3  candidates  applying for a lateral move at the 15-day mark. If there is no suitable candidate, then those at the P-2 level applying for a promotion at the 30-day mark must be considered.  Such consideration should be supported by a detailed evaluation against the approved evaluation criteria, which should be included in Galaxy under the applicable headings of Competencies, Experience, Languages and Skills.  Should the PCO and HOD identify a suitable candidate or suitable candidates among the above category of candidates, the HOD should make a recommendation to the CR body at that stage of the selection process.  The HOD must select the candidate, if a suitable candidate at the P-2/P-3 level is listed as qualified.

18.     Should there be no suitable internal candidates, PCOs will conduct a review of the list of candidates who have been successful in a national competitive examination (NCE) submitted by OHRM.  This list will include candidates who have passed the NCE exam at the P-3 level.  PCOs are also encouraged to give consideration to those candidates who have passed the P-2 level exam and have acquired the requisite experience outside of the Organization for posts at the P-3 level.  If no suitable candidates are identified from the list of NCE candidates, a documented record indicating that such a review had taken place will be included in the case-submission (Transmittal Note) to the Central Review body.

19.     External candidates for P-3 vacancies may be considered only when the PCO has established and documented that there are no internal P-2 and P-3 candidates suitable for the vacancy and there is no suitable candidate from the NCE roster.  

20.     For posts at the P-3 level, which are individually advertised, i.e. one vacancy announcement advertising one post, the list of proposed candidates may not combine internal and external candidates.  Submission of a list containing both internal and external candidates for a P-3 post would be evidence on the record that there are suitable internal candidates, in which case no external candidate should have been considered, much less recommended. This would be grounds for the Central Review body to find a mistake of law or procedure in the proposal. 

21.      In case of multiple posting of  vacancies at the P-3 level, i.e., one vacancy announcement advertising a number of identical posts, the list of recommended candidates may combine internal and external candidates, provided that the internal candidate(s) on the list (who were deemed by the PCO and HOD as meeting the evaluation criteria) is/are selected for one or more of the posts at the end of the process.  The HOD will provide the Central Review body with a written undertaking to that effect.
22.     In case the HOD selects an NCE candidate for the position, the recruitment process will be done outside of the Galaxy system, until the NCE recruitment is integrated in the system.

V.
Review by the Central Review bodies

23.      The Central Review bodies review the proposal for filling a vacancy made by a department or office to ensure that all applicants were properly evaluated on the basis of the pre-approved evaluation criteria (EC); that the record reflects no mistake of fact or law; and that the applicable procedures were properly followed.


Central Review body endorses the process

24.      In the process of deliberations and review, if the Central Review body requires additional information, consultations with departments will take place outside of Galaxy, either by inviting the PCO to attend the Central Review body meeting or by writing to the Department.  Upon receipt of the required information, when the Central Review body determines that the evaluation criteria have been properly applied and that the applicable procedures have been followed, it will endorse the candidate or the list of candidates identified by the Department as being qualified for the post. The Secretariat of the Central Review bodies/OHRM or the Local Personnel Office will inform the HOD  concerned accordingly.  

25.
When the post to be filled involves significant functions in financial management, human resources management and general services administration, the approval required by Secretary-General’s bulletin ST/SGB/213/Rev.1 [abolished and replaced by ST/SGB/2005/7 of 13 April 2005] should be obtained before the HOD makes a selection decision from the list endorsed by a Central Review body.  In accordance with section 9.1 of ST/AI/2006/3/Rev1 [currently ST/AI/2010/3], the executive or local personnel office must inform OHRM of the proposed selection so that the approval required may be obtained prior to selection.  Guidelines on this procedure will be developed..

26.
It is the responsibility of the HOD to make the final decision, i.e. to select the candidate for the vacancy from the endorsed list and to record the selection in Galaxy.  

27.
Once a candidate is selected, the candidates included in the list endorsed by a Central Review body other than the candidate selected for the specific post will be placed on a roster of candidates pre-approved for similar functions.  The roster is valid for a one-year period after the first of the month following the selection decision.  

28.
If the selected candidate turns down the post, fails to take up the functions of the post within two months for personal reasons or vacates the post within one year from the date of the selection decision, the HOD, without re-advertising the post, must select another candidate from the list endorsed by the Central Review body with respect to that particular vacancy.  In such cases, the PCO will request the Senior HRCO in the Professional and Above Staffing Section, SS/OSD/OHRM, General Service and Related Categories Staffing Unit, SS/OSD/OHRM or the Personnel Office in OAH, to withdraw the earlier selection decision in Galaxy, in order to enable the HOD to select another candidate from the list of pre-approved candidates for that specific post.  If no such candidate is available, the HOD may select another candidate from the roster or decide to re-advertise the post.

29.
Upon the conclusion of the selection process in Galaxy, the Executive Office of the respective Department/or the local Personnel Office will inform the selected candidate of his/her selection to the post  and inform the other approved internal candidates of their placement on the roster, with a copy to the Office of Human Resources Management (Staffing Service and the Planning, Administration and Monitoring Service) for information and reference. 

Central Review body does not endorse the process

30.
If, after obtaining additional information, the CR body is still not satisfied that the evaluation criteria have been properly applied and/or that the applicable procedures have been followed, the delegation of authority to make the selection decision will be withdrawn from the Head of Department.  Instead, the CR body will transmit its conclusions to the official having authority to make the decision on behalf of the Secretary-General as follows: a) the Under-Secretary-General for Management for posts at the P-5 and D-1 levels; b) the Assistant-Secretary-General for Human Resources Management for all other posts.

VI.
Conclusion

31.
The new staff selection system is predicated on the premise that HODs , who are responsible and accountable for delivering substantive results in their work programme, must also be responsible for making the final decision on the selection of the staff who fulfill those work programmes.  It is critical to bear in mind, however, that the manner in which this responsibility is discharged, including the PCO's role in giving due consideration to all applicants, conducting competency-based interviews and providing a record of justifiable evaluations to the Central Review bodies, will have an impact on the final outcome of the selection process.
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