Consultant Roster Registration Steps

Consultant Roster Overview

To be included in the Consultant Roster pool, the applicant should register an external

account in inspira.

= Once registered in the roster, candidates can be reviewed by respective Programme Managers
for existing consultancy opportunities.
= Registered candidates can update their information or withdraw from the roster anytime.
= Applications once submitted to specific consultancy job opening cannot be changed after
submission is made.
Step | Action
1. Login to inspira as an external user.
User ID:
Password:
2. Navigate to Main Menu> Join/Update Consultant Roster
or
click on My Consultant Roster icon in the Home page
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3. e On Register in Consultant Roster page, select your General Expertise and Category.

Register in Consultant Roster

Please select General Expertise and Category.
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Save Continue to Register in Roster

Please attach any relevant file(s) up to 10 MB total (e.g Academic Credentials, Work Certificates)
My Attachments

Note: You may add multiple rows by clicking on “*! symbol.

e Click on Save.

Continue to Register in Roster

e Clickon button.




Step | Action

4, e Onapplication’s Start — Step 1 of 8 page, read the details and tick on Confirm button.
e Click on Next button
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Applying for: Consuitant Roster

Before applying you are encouraged to carefully read the Instructional Manual for the Applicant and the general application information (How do | apply)

on the United Nations Careers portal

Please provide all required information. Incomplete applications will not be considered. If your exact choice is not listed in the drop-down menus, select

the closest relevant option

Please ensure that your contact information including your email address and phone number is current and correct. If the United Nations cannot reach
you at the number or email provided in your application, you will not be considered for this job opening

Al 4 is treated as and will neither be used for commercial purposes nor be shared with other organisations without

your written permission

Information entered in this application is unique to this job opening and will not be applied to previous or future applications. This information can be
edited for submission of future applications.

By selecting "Confirm" and then clicking “Next" below you accept that you are aware of the available information and guidelines on how to complete an
[

\ application
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Exit | 4 Previous Next »

5. Select your option on how to start your application.
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Application Source - Step 2 of 8
Applying for: Consultant Roster
Select how to start your application:
Choose Existing Application

{9} Build New Application
Please note that the average time to complete a new application is two hours. You will be able to save your application as a draft at any time and
continue later.

Load from File

6. Complete your application and click on Next button until you reach Review/Submit page.

7. On Review/Submit page, click on Submit Application button.
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Review/Submit - Step 8 of 8
Applying for: Consultant Roster

Review your application and make any changes before submitting. @ Q‘
My Contact Information

Email LORIA@UN.ORG
Phone

Address Bangkok. .




Step | Action

8. e In Terms and Agreements, select ‘I agree to these terms.
e Click on Certify and Submit Application button.
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Please ansure that your contact information including your email address and phone number is current and correct. If the United Nations cannot reach
you at the number or email provided in your application, you will not be considered for this job opening

9 | agree to these terms 1 do not agree to these terms

Certify and Submit Application Cancel

9. e Upon submission, confirmation page will be displayed.

Favorites - Main Menu = > JoinfUpdate Consultant Roster » Careers

Consultant Roster Registration Confirmation

V You have successfully registered for Consultant Roster.

Return to Join/Update Consultant Roster

e  Check your mail for a notification.

Mon 06/Nov/2017 9:44 AM
T TEST_noreply-inspira@un.org
Your application submission for Consultant Roster Registration
To & Maria Eilen Lopez

Dear Mr. Angelo,

We are pleased to confirm receipt of your application for Consultant Roster Registration.

Your application will be given due consideration along with all other applications. You will be kept informed of the status of your
application throughout the process. Should you move forward in the process, you may be contacted for further assessment. You will also

be notified once the recruitment process is completed.

Please do not respond to this system-generated e-mail. You can reach us through the "Contact us" feature on the top right corner of the
website.

Thank you for your interest in this position at the United Nations Secretariat.

Yours sincerely,
Office of Human Resources Management
United Nations Secretariat




Step | Action

10. | e Again, navigate to Main Menu> Join/Update Consultant Roster. The page should allow you
to:

o View/Print PHP

o update your General Expertise, Category and application to re-submit a new
registration
o withdraw from roster

Register in Consultant Roster

Please select General Expertise and Category.
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View/Print PHP

Please attach any relevant file(s) up to 10 MB total (e.g Academic Credentials, Work Certificates)
My Attachments




Attachments and View Consultant Roster

In a situation where the Hiring Team members may require additional documents such as Medical

Certificate or Diploma, the applicant who has already submitted the application or registration can
provide it as an attachment as shown below:

Register in Consultant Roster

L
Please select General Expertise and Category
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Please attach any relevant file(s) up to 10 ME total (e.g Academic Credentials, Work Certificates)
4 My Attachments

You have not added any attachments.

Add Another Attachment <:|




