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General Remarks 
 
All NCRE Job Openings are at the P-2 level, and there is one Job Opening per occupational group. It is recommended 
that you register and create a profile before submitting an application. When using the advanced search function of the 
Careers Portal (http://careers.un.org), you can find the NCRE Job Openings by selecting “P” for the “Category” and “P2” 
for the “Level”.  
 
Option 1:  
One possibility to apply is via the examinations page: http://www.un.org/Depts/OHRM/examin/ncrepage.htm. 
On the left side of the screen, you will see the list of participating Member States. When you click on your country, the list 
of occupational groups will appear in the centre panel of the screen. Once you choose an occupational group, it will take 
you to a description of the discipline, and clicking the "apply now" button will lead to the "Login" page of the Careers 
Portal. If you are not registered yet, click on "Register Now" and complete the registration. Once registration is complete, 
the system will take you to the “Careers Home Welcome” page. On the right side of the screen is a box titled “My Career 
Tools”, where you can create your profile. It is important to fill in the two pages of the profile in detail and to save 
frequently while doing so. Once your profile is completed, you can create and submit your application for the Job Opening 
of the occupational group you are applying for.  
 
Option 2:  
Another possibility is to go through the Search Function of the Careers Portal: http://careers.un.org. You will find the 
NCRE Job Openings as follows: go to the search function of the Careers Portal at the bottom of the homepage. Use the 
"Search for Job Openings" function by selecting "Professional and Higher Categories" in the "Categories" section of the 
search function, and then choosing "P-2" in the "Level" section of the search function. The list of NCRE Job Openings will 
appear. Click on the Job Opening you are planning to apply for. On the page that will show next, you will find the "Apply 
Now" button, which will lead to the login page of the Careers Portal. If you are not registered yet, click on "Register Now" 
and complete the registration. Once registration is complete, the system will take you to the “Careers Home Welcome” 
page. On the right side of the screen is a box titled “My Career Tools”, where you can create your profile. It is important to 
fill in the two pages of the profile in detail and to save frequently while doing so. Once your profile is completed, you can 
create and submit your application for the Job Opening of the occupational group you are applying for.  
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Applying to an NCRE Job Opening 
 
Applicants should be aware that applying to a NCRE Job opening will require and be accomplished in several steps. 

STEP 1: Search for Job Openings 
 It is important to remember that login is not required when searching for job openings; however, a one time registration 
and creation of a login account is required in order to enter or update any information or to submit an application 

STEP 2: Register and login to Inspira 
In order to apply to a NCRE job opening, a one-time registration and creation of login account is required by completing 
the registration process. We will strongly advise that you complete the registration process before you submit an 
application. Also, the registration process and the creation of a profile has to be completed in a single session; otherwise 
data entered for an uncompleted registration will be lost. After a successful registration, you must use the same login 
account when returning to the system in order to access previously entered information. 

STEP 3: Create and Update My Profile 

Enter all needed pertaining to your personal information i.e. name, address, phone number and e-mail. It is this 
information that the United Nations will use to contact you during the application process.   
 
STEP 4: Complete the Application 

Under this section, several steps will require your action. Education and Work Experience, Skills, References, and Cover 
Letter and Additional Information you may wish to add (certificate, copy of diploma or transcripts). Prepare your 
application and answer all pre-screening questions. 

STEP 5: Submit the Application 

Submit your application as early as possible and before 19 September 2010. You will receive an e-mail acknowledgement 
confirming successful submission of your application for the NCRE job opening. 

 

Checklist  
It is recommended to have the following information on hand before creating your profile 
 

a.  Employment details as follows: (Not required for NCRE participation) 
• Name(s) of current and previous employer(s) if any as well as their Postal address(es) 
• Employer contact numbers. (phone & fax)  
• Jobs held (current and previous, if any) 
• Name(s) of supervisor(s) 
• Email address(es) of supervisor(s) 
• Employment start and end dates, Salary history, Duties performed on a daily basis for each job held, Summary of 

achievements for each job held 

b. Education details as follows:  
• Name(s) of educational institution(s) attended from age 14 
• Course(s) attended  and Course start and end dates 
• Diploma(s)/degree(s) obtained 
• Postal address(es) of educational institution(s) and Website(s) of educational institution(s) attended 
• Copies of Certificates  
• Cover letter (ready to be uploaded) 
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Remarks on Inspira 
 

Each page provides various navigation features for quick access to information. A typical inspira page may include: 
 

• Buttons appear as rectangles. They execute specific commands such as the following: 
o Save & Add More which allows you to save an entry made and add a new record; 
o Save & Return which allows you to save the entries made and return to the main page associated with 

the workflow; 
o Save which allows you to save all data entries you made in the system. 

• Drop-down arrows provide a list of items to select from. By default, one choice is visible in the field. Click on the 
drop-down arrow to reveal additional choices. 

• Hyperlinks redirect to another page associated with the selected workflow where additional information can be 
viewed or entered, i.e. First, Previous, Next, Last which allow you to sort through the first, previous, next and last 
pages respectively. 

• Fields marked with an asterisk (*) are required fields that need to be completed. 
• When completing the application, remember to save regularly to avoid losing information as the system times 

out every sixty (60) minutes after inactivity. 
• Any changes you make to your profile will automatically be reflected in all of your application(s).  
• You can update the information in your profile at any time except for the following fields: First Name, Last 

Name, Date of Birth and E-mail Address. 
 
 
Tips: 
 

• It is important to remember that login is not required when searching for job openings; however, a one time 
registration and creation of a login account is required in order to enter or update any information or to submit an 
application.  

 
• We will strongly advise that you complete the registration process before you submit an application. Also, the 

registration process and the creation of a profile have to be completed in a single session; otherwise data entered 
for an uncompleted registration will be lost. After a successful registration, you must use the same login account 
when returning to the system in order to access previously entered information. 

 
NOTE: All fields marked with an asterisk are required fields 
 
External applicants who encounter problems using inspira should send an online help request specifying the issue to 
inspirasupport@un.org. An e-mail shall be sent to acknowledge receipt of the request and to provide the ticket number 
assigned for each problem reported. Should solving the problem require subsequent correspondence, please always refer 
to the particular ticket number assigned to a specific problem reported. 
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Option 1 
 

Step 1:  
From the UN Careers Portal http://careers.un.org/, click on the link for the National Competitive 
Recruitment Examination. 
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Step 2:  
Once directed to the National Competitive Recruitment Examination webpage, scroll down and select 
click here. 
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Step 3:  
Access the examination page: http://www.un.org/Depts/OHRM/examin/ncrepage.htm.  
On the left side of the screen, you will see the list of participating Member States.  
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Step 4:  
When you click on your country, the list of occupational groups will appear in the centre panel of the 
screen. The example below shows the country page for Afghanistan.  
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Step 5:  
Once you have chosen an occupational group, it will take you to the description of the discipline.  
Click on  [Apply now]. 
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Step 6: 
On the Job opening details webpage, click again on the [Apply now] button and it will bring you to 
the "Login" page of the Careers Portal 
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Step 7:  
If you are not registered yet, click on "Register Now" and complete the registration.  
NOTE: All fields marked with an asterisk are required fields 
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Step 8:  
Complete the registration information. Remember your username and password. 
 

 12



Step 9:  
If you have completed your registration, enter your “User name” and “Password” 
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Step 10:  
After logging in, you need to create your profile by accessing on the right side of your screen the box 
titled “My Career Tools”. Select “My Profile” and enter all required information. It is important to fill in 
the two pages of the profile in detail and to save frequently while doing so. 
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Step 11:  
To access all NCRE Job openings, in the box “Basic Job Search”, enter the following 

Keywords: NCRE* 
Posted: Anytime 

Click . 
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Step 12:  
And it will show all NCRE Job Openings, select a job opening. 
 
Important Tip:  
Please apply to only ONE NCRE Job Opening most relevant to your education. See Notice for further 
information. 
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Step 13:  
Once you select the job opening you are interested in applying, you will be directed to the Job 

opening details. Click on the   button. 
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Step 14: 
Once logged you will be asked to select the button “I wish to continue”, then click on . 
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Step 15:  
Complete the application in its entirety in one session.  It is important to save frequently while doing 

so. Once your application is completed and reviewed, click on . 
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Step 16 :  
Once you have submitted your application, you will be directed back to Career Home and it will show 
that you have correctly sent an application. 
 

 
 
 

NOTE: 
 
Submit your application as early as possible and before 19 September 2010. You will receive an e-
mail acknowledgement confirming successful submission of your application for the NCRE job 
opening. 
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OPTION 2 
 
Step 1:  
Go to the Careers Portal : http://careers.un.org. Click on Job opening under the column “How to 
apply?”, and click on the link “Job openings”. 
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Step 2 :  
By clicking on Job openings, it will lead you to the full list of Jobs offered by the United Nations. Go to 
the "Search for Job Openings" function at the bottom of the page.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 22



Step 3:  
Select “Professional and Higher Categories" in the "Category" section and then choose "P-2" in the 
"Level" section of the search function. And click Search. 
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Step 4: 
There will be two pages of NCRE Job openings. It is strongly encouraged that you to consult the link 
“Creating your job application” before you submit an application. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5: Once you select the job opening you are interested in applying. You will be 
directed to the Job opening details. Click on the “Apply now” 
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Step 5:  
Once you select the job opening you are interested in applying, you will be directed to the Job 
opening details. Click on the “Apply Now” button. 
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Step 6:  
If you are not registered yet, click on "Register Now" and complete the registration.  
NOTE: All fields marked with an asterisk are required fields 
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Step 7:  
Complete the registration information. Remember your username and password. 
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Step 8:  
If you have completed your registration, enter your “User name” and “Password”. 
 

 
 
 
 

For the next steps, please refer to the OPTION 1 Step 10 on page 14 of this guide. 
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