Serving the World



What Forms Nominees Should Submit?
Each nominee should complete the following 3 forms:
1. United Nations Personal History Profile (PHP), P-11

2. Employment Record (Supplementary Sheet), if needed

3. Academic and Employment Certification (atachment Form to p-11)

|
INSTRUCTIONS Do et g i 160 Space
UNITED NATIONS UNITED NATIONS
Please answer each question clearly and
completely. TYPE OR PRINT LEGIELY. i : e
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PERSONAL HISTO! FROM O SALARIES PER ANNUM Attachment to Personal History Profile (P11)
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Before filling the forms...

e Candidates are strongly encouraged to review
and understand the functions and responsibilities
of the position to which they are applying as well
as the qualifications necessary. By doing so,
candidates will:

» Improve their ability to position themselves to
meet the needs of the hiring office;

» Save time and reduce frustration that results
from applying to jobs which do not match their
strengths, aspirations and personal
circumstances. ,



Understanding the Job Opening (JO)

Title

Organizational Setting and
Reporting
Responsibilities/functions
Competencies

— Professionalism

— Planning and Organizing
— Teamwork

— Communication (for P-4 and
above), when applicable

Qualifications:
— Education
— EXxperience
— Languages
Assessment Methods
—  Written Test

All JOs are organized in the following 5 sections:

United ations

Job Opening
Job Title: Mlilitary Communications Policy and Equipment Officar, P-2
Department/ Office: DEPARTLIENT OF PFEACEKEEPIG OPERATIONS
Location: WEW YORE
Posting Period: 27 Febmary to 28 May 2013

Job Opening number; DFEO/T3-01F-2/132

United Nation: Core Values: Integrity, Profezzionalizm, Re:pect for Diverzity

Competency Based Interview

Organizational Setting and Reporting: Thz postispart ofths Military Affies Offics
stmeturz; howsvar, dus to thenaturs ofits rzsponsibilitiss thepostis locatadin
Dizpartment of Fizld Suppost, Information and Commmications Tachnology Division.
Ths incumbert will report to tha Militsrv Comrmmications Policy and Equipmeant Officsr
and tha Dirzctor of the Infermation and Cormmminications Technology Division.

Responsibilities: Thz incumbsantwill havaths following main rasponsibilitizs:

*  Acsistvith the provision oftachnica advice regarding the mansgamant of
militarv commmuications and, a5 approprats;

& Advisz on theinterfacabatwem militery and commercial commmication
natworks and systams in the fisld;

*  Azsistwith militere interfacs aspacts in the planning, instdllation, oparstionand
maintznance of mission tzleconmmunicationand information tachnelogy
zquipment and svstams;

*  Assistin ths plamming of new operations andthe revision of cumrant opemations for
thz whols spectnm o fICT activitias;

v Assistwithlisising with troop contributers to enhanes the familisrity of hlsmber
States with, and theirundactanding of, commearcial and military comnumication
natvorks andrequiramants at fisld missions;

v Assistwith reviswine military commminicstion performancs standards for
telzcommunication and infermation tachnolo g squipment and s arvices;

*  Ensurs that militarvend civilian systems ars combinsdin 2 ssamlsss
commumnications architacturs; and Parfomms otherrelated duties as raquired,

*  Undartaks thass or similardutizs anvvhers within UM Headquarters a5 wallas in
fizld mizsions inehding dzplovment to tha missions for upte 90 davs.

Competencies:

Professionalizm: Enovwladzs of thaorizs and concepts ralevant to militare
commumestions and infommation tackm ology plarming at the stratzpic and oparations]



Form 1: UN Personal History Profile (PHP), P-11

e Each nominated candidate must complete
and sign the UN Personal History Profile
(PHP), P-11

e |f a candidate is being nominated for more
than one post/JO, a separate and
additional UN PHP, P-11, is required for each
post/JO.

NOTE:
Incomplete and unsigned P-11 forms
will not be accepted




Form 1: UN Personal History Profile (PHP), P-11cont.

Information requested from the nominees

e Personal Information

e Education and Publications

e Employment History — in detall in the next slide

e [anguages

e References



Form 1: UN Personal History Profile (PHP), P-11cont.
Employment History

Description of Duties Summary of Achievements
e Duties: e Achievements:
o What is done in current job - How well performed in the
job

- Provide specific examples
where an impact or
contribution was made in
the positions held

e Describe responsibilities with
careful attention to the job
opening for which you are

applying

e Use of Grammar
o Current job: presenttense
o Pastjob (s): past tense



Form 1: UN Personal History Profile (PHP), P-11cont.
Additional Tips

< The UN will first know a candidate through their
application/PHP

< Candidates should:
— be truthful, accurate and specific
— make words count

— prepare application/PHP offline using a word
processor application (e.g. MS Word)

— proofread before finalizing/signing

Note: In the situation where the candidate is being nominated
for more than one post, a separate and additional
employment record form P11 and a supplementary sheet (if
needed) are required for each post.



Form 1. UN Personal History Profile (PHP), P-11cont.
Sample
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Form 2: Employment Record Form

(Supplementary Sheet)

e The supplementary sheet should be used to include
additional working experience

e |f applicable, for each candidate nominated for a
post, a duly completed and signed employment
record form (supplementary sheet) may be
required

e |f a candidate is being nominated for more than
one post, a separate and additional employment
record form (supplementary sheet) is required for
each post.
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Form 2: Employment Record Form

s ordar, EVERY EMPL:

Sample

CYMENT YOU HAVE HAD.
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Form 3: Academic and Employment Certification
(Attachment to P-11)

e For each nominated candidate for a post, a duly completed
Academic and Employment Certification form (attachment to P-11)
must be signed by the candidate and the relevant Local
Police or Military Authority

NOTE:
Incomplete and unsigned forms
will not be accepted

e |f the candidate is being nominated for more than one post, a
separate Certification is required for each post

e The Certification must contain details on the candidate’s
military/police academic degree/courses and employment
record as well as his/her commission date (for military officers)
or date of enlistment/entry to service (for police officers).

12



Form 3. Academic and Employment Certification

Sample

(Attachment to P-11)

Employment and Academic Certification
Attachment to Personal History Profile (P11)

O BE COMPLETED BY CANDIDATE:

Personal Data:

Family Mame:

Griven name:

LIiddle names: Gender: MJ/F

e-mail address:

Positon for which you are applying:

(Mote: if you are applying for more than one position, please submit separate P11 and P11 attachment for each Job Opening)

Job Opening Mumber:

Military Senvice History/Police Service History

Date of Commission (for military officers) or date of enlistmentfentry to service (for police officers):

Carrent ranlk

Drate Last Promoted

Drate eligible for
promotion to next rank

Frojected Retirement date from current
ratik

Branch/Corp/Mlustering

Sub SpecialisationSadditional gqualifications

[+ Degrees and Academic DistincHons Obtained:

HMAME of INSTITUTION,
PLACE AMND COUTHERY. Please
give complete address.

ATTENDED:
FROM : T
hlonthWear | LMonthVear

DEGEEES atd ACA DEMIC
DISTIMCTIONS OBTAINED

Giraduation
from the
StafffaTar
College or

Folice
A cadermy
Catidor

sithilar lawr
enforcemert
institutiom)

Uriversitsy
Desreels




Form 3. Academic and Employment Certification
(Attachment to P-11)

Sample (continuation)

I certify that the statemends made by me in answer to the foregoing yuestions are compleie and correct. [understand that any
misrepresentation or maierial omission made on a Personal History form or other document requesied by the Organization enders
a staff member for the United Nations liahle ineligihle: for further consideration.

I declare that | have never committed, been comvicted of and am not currently under investigation or being
prosecuted for any criminal, human rights, civl action or disciplinary offence, with the excephon of minor traffic
wiolations (driving while infoxicated or dangerous ar careless driving are nat conaidered minor traffic wiolations for
this purnose). | declare that | have not been involved, by act or amission, in the commission of any walation of
international human nghts law or international humanitarian law.

[ am ot able to attest to the proceeding paragraphs for the following reasons: ...

Date o BHERANIE o s e

H.B. Youwill be requested to supply documentary evidence which suppotts the statements you have made abowve. Do not,
howevet, send any documentary evidence until you have been asked to do so by the Orgaruzation and, i any event, do not
submit the onginal texts of references o testimotials unless they have been obtamed for the sole use of the Organtzation,

14



Form 3. Academic and Employment Certification
(Attachment to P-11)

Sample (continuation)

TOBE COMPLETED BY THE RELEVANT LOCAL AUTHORITY:

Cmbehalfof I certify that the information prosaded by
1z coraplete and correct.

I further certifiy that the nominated candidate has never been convicted of and not currently under Investigation or
belng prosecited for any crimingl, human Hghts, civil action or disciplinahy offence, with the exception of minay
traftic viciations (driving while intocacated or dangerous or careless driving are not considerad minor traffic
wiolations for this purpose)]. [ also cerifiy that the Government of s not aware of any allegations
against the nominated candidate that she'he has committed or been involved, bir act or omission, i the
comission of ahy acts that may amount to wiolations of international human nghts law or intemational
hurmanitarian law.
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