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1. Volunteer Management Application Modules (VMAM)

The Volunteer Management Application Modules (VMAM) is a technological solution to
automate and simplify recruitment processes of the Volunteer Management Cycle. UNV
deploys UN Volunteers for 38 UN agencies (host agencies) in 129 countries. The aim is to
automate its processes to ensure increased efficiency and speedy recruitment of volunteers
for United Nations Volunteers (UNV) programme. It manages to increase the business

volume of the number of UNV assignments and individuals deployed as UN Volunteers.
The Volunteer Management Cycle

e Aims to attract skilled and motivated volunteers to be part of the United Nations
Volunteers programme

e Candidate’s profile is assessed as per the recruitment objectives wherein the
expectations are clearly set of what is required from the candidate

e Efficient resources are deployed for the assignment through clear communication
and effective scrutiny and appropriate training is given to candidates.

e After assessing their performances, the suitable volunteers are rewarded at the

end of assignment, leading to re-pooling of candidates once again

1.1 Scope & Purpose
The purpose of the document is provide the detail of the candidate registration process as

well as various actions to be performed by the candidate/volunteer. This simplified yet
comprehensive user guide offers step-by-step instructions of how a candidate responds to

the communication received from UNV and perform actions from his/her own workbench.

4
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2 Login Process

The candidate needs to register himself/herself on the VMAM site in order to login to the

system. The VMAM web application is available via this link: https://vmam.unv.org. This

first screen you will see is UN Volunteers Homepage as shown below -.

] UN . . : :
w VOLUNTEERS  Volunteer Management Application Modules English  Login  Candidate Signup

We are inspiration in action

Candidate - Please enter email address o log in-
Staff - Please enter user name to log in.

This is the login page. If he/she already has an account, then he/she can directly login using
his username and password.

Username: Your registered email address.

Password: Your account password.

(Refer to Candidate Signup for the registration process).

Click “Login” button. On successful login, the system redirects you to the candidate

workbench.

Forgotten Password?

T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . .5
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Click on ‘Forgotten Password?’ if you don’t remember your login credentials for the
system. This link will help you to recover your password by sending a password-reset link to
your registered email address.

If the email address entered is incorrect, then an error appears on the screen with a
message displaying “User Name not found in database”.

For a candidate to login, he/she needs to register himself on the website. Otherwise, he

needs to create an account and then complete their profile in order to log in.
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3 Candidate Signup

If you are registering for the first time, then click on “Candidate Signup” present on the top

right corner of the page.

'OLUNTEERS  volunteer Management Applica English  Login  Candidate Signup
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The below section discusses step-by-step procedure to get registered with United Nations

Volunteers.

Step 1: On clicking “Candidate Signup”, the following screen appears displaying two

sections. The two sections are:

Become a UN Volunteer

Please eonsul the professionsl sreas in demand befose you apply.

Register WiR US

=]
&
5rt9wp
T e T e T
m Cancel
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a) Section 1 provides information about the professional demands of the United
Nations Volunteer expected from a willing volunteer. Click “Please consult the

professional areas in demand before you apply” to know more.

Professional areas in demand

. Development, project management

» volunteer management infrastructure

» gender

» community development

» environment

» early recovery, disaster preparedness

» programme and project development, project coordination and management
» monitoring and evaluation

. Legal

» human rights

» protection, resettlement, reintegration, repatriation, refugee status
determination

» child protection

» judicial system monitoring

. Political science

» civil affairs

» political affairs

» security reform

» electoral support

» demobilization and reintegration

Click present at the top right corner to close the window.
b) Section 2 enables you to register as a candidate and create an account. The registration

process is briefly described in the next sub-section Register with Us.
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3.1 Register with Us
Step 1. Add all the applicable personal details as outlined below:

15
@ VOLUNTEERS  vouwraner Murmgumest Agpitcation Modbes

Become a UN Volunteer

Register with us

WO NDPU B WN R

5rt9wp

o

Enter your First Name and the Last Name as it appears on an official document.
Specify your Gender.

Select your Date of Birth from the calendar.

P W N

Enter an active email address that you would want to associate with your UNV

account.

5. Re-enter the email address.

6. Enter a Password for your account based on the password policy. (Your password
must be 8 to 32 characters long and include at least 3 of the following attributes:
one lowercase character, one uppercase character, one special character and one
digit).

7. Re-enter the password.

8. Choose the reason from the dropdown menu as to how did you get to know
aboutus?

9. Select the checkbox | am interested in serving as a volunteer in my own country if

you are willing to be a national UN Volunteer as well as internatinal UN Volunter.

10. Enter the text in the text box as it appears in the image (letters are case sensitive).

T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . .9
F. +49 (0) 228-815 2001 W. www.unv.org We are inspiration in action

The United Nations Volunteers (UNV) programme is administered by the United Nations Development Programme (UNDP).



S5

EuN
hod VOLUNTEERS

11. Select the checkbox | have read and accept the Terms of use and privacy policy to
agree to the terms and conditions.
Step 2. Click “Sign Up” button to proceed or click “Cancel” button to discard the changes
you just made.
Note: Please add vmam-noreply@unv.org to your list of contacts or safe senders before

proceeding to prevent it from being sent to SPAM folder.

Step 3. Email verification

Home > Candidate Signup

You nave registerad. Please click on veriication Nk, sent o your email id.

After the execution of the above steps, a verification email is sent to the user on the
registered email address. The candidate needs to verify the email address by clicking on the

“Email Verification link” mentioned in the body of the email.

Once verification is done, a notification message for successful registration is displayed on
the VMAM page and the user can proceed with the login. The user also receives a welcome

email on the registered email address.

3.2 Complete/Submit your profile
Until the My Profile page contains all the necessary information, the registration process is

said to be incomplete. ‘My Profile’ page enables a user to fill in more details about the
education, employment and experience and displays the current status of your profile at

the top right corner of the page.

Log into the account through the created username and password. “My Profile” page then

appears with the status “Incomplete”.

33LUNTEERS My Page My Profile o o Saer DXOOO00Xg v e

Personal Information Addresses Qualifications Professional Experiences References & Printable view FAQ ]

Welcome to UNV's 'MyProfile’ platform. Your registration is in progress. Please complete at least all mandatory fields marked with an asterisk”™ below, then click on *Submit My Profile’ at the bottom. You will
receive an email message with your roster number confirming your profile registration.

Personal Information ©
T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . N 1.0
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“My profile” page has 5 sections wherein the candidate needs to enter the information to

complete the registration process and change the profile status to “Active”.

< 38LUNTEERS My Page My Profile o o Saer DXOOC0Xg v e

& Printable view FAQ 12}

Qualifications References

Personal Information Addresses Professional Experiences

Welcome to UNV's "MyProfile’ platform. Your registration is in progress. Please complete at least all mandatory fields marked with an asterisk® below, then click on ‘Submit My Profile’ at the bottom. You will
receive an email message with your roster number confirming your profile registration.

Incomplete

Personal Information @

The user can click on the individual sections to switch between different sections.

Click “FAQ” to go through a list of frequently asked questions.

4 38LUNTEERS MyPage My Profile (2 ) g ERL o = |

Personal Information Addresses Qualifications Professional Experiences References & Printable view FAQ @

Welcome to UNV's "MyProfile’ platform. Your registration is in progress. Please complete at least all mandatory fields marked with an asterisk® below, then click on ‘Submit My Profile’ at the bottom. You will
receive an email message with your roster number confirming your profile registration.

Incomplete

Personal Information @

At any point, if the candidate wants to print his profile page in a PDF format, then click on
“Printable View”. Another window opens up and from bottom, you can click on it to open

it in another window and perform other actions such as Download PDF ,Print PDF etc. .

’”;: 38LUNTEE RS MyPage My Profile o n Saer DXXO0ONXg v e

Personal Information Addresses Qualifications Professional Experiences References & Printable view FAQ (=]

Welcome to UNV's 'MyProfile’ platform. Your registration is in progress. Please complete at least all mandatory fields marked with an asterisk® below, then click on “Submit My Profile’ at the bottom. You will
receive an email message with your roster number confirming your profile registration.

Incomplete

Personal Information @

Clicking Help icon on the top right corner will help the applicant to learn more details about

the page.

LUNTEERS MyPage My Profile O O)s:co00000s- @

Personal Information Addresses Qualifications Professional Experiences References & Printable view FAQ

Welcome to UNV's "MyProfile’ platform. Your registration is in progress. Please complete at least all mandatory fields marked with an asterisk® below, then click on “Submit My Profile® at the bottom. You will
receive an email message with your roster number confirming your profile registration.

Incomplete

Personal Information @
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To enter the profile details, the candidate will be required to fill all the mandatory

information in the following five sections.

3.2.1 Section 1: Personal Information

The field marked with asterisc(*) sign are mandatory fields whereas fields without asterisc

sign are optional but Candidate is recommended to fill all the fields to avoid any

unconvenience.
@ Title Mr.
© First Name(s) Vlkas
© Last Name(s) GXXX)(X)()(a
) [Raghiersd Eal B cihyeimgmstcom
© Other Email Address Click here to edit
© Gender Male
© Date of Birth 17—05-1989
© Place of Birth F:!ick here to edit
. el
ST SepmaEg
© Second Nationality (if different from current) FI!ck here t?”egrit
© Country of Legal Residency ;!igk ,hf',e,‘,?,,e,q,i?
© Marital Status * Unknown
© Correspondence Language * English
RS- o R
© 1 am willing to serve in a non-family duty station * Chck hereloedlt
© 1am interested in serving as a volunteer in my own country. Yes
@ Do you consider yourself a person with disabilities? Click here to edit
© Telephone Number * + | Add phone number
(Min1)
© Motivation Statement * + | Add Motivation Statement
(250 characters max)
In this section you can briefly describe why you wish to serve as a UN Volunteer.

Step 1. The first few details such as Title, First Name, Last Name, Registered Email, Other

Email Address, Gender and Date of Birth gets captured from the Signup page.

Note: Though the information is extracted from the Signup page, changes can be made here

except the email address.

T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . 1_2
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Step 2. Place of birth: Click ‘Click here to edit’. Enter your place of birth in the space that

will be shown.

@ Place of Birth Click here to edit

. . . v . . .
After entering the place of birth, click on . to save the details, otherwise click on

Step 3. Nationality at Birth: Click ‘Click here to edit’ and choose your Nationality at Birth.

It is a mandatory field.

© Nationality at Birth -

“

-
Afghanistan N

Albania

@ Current Nationality * Algeria

American Samoa

'
After entering the nationality at birth, click on . to save the details, otherwise click on

x

Step 4. Current Nationality: Click ‘Click here to edit’ and choose your current nationality

using a dropdown. It is a mandatory field.

@ Current Nationality = v *®
Afghanistan N
Albania

@ Second Nationality (if different from current) Algeria

American Samoa

Andorra

Angola

Anguilla

ntigua and Barbuda

@ Country of Legal Residency

b
After entering the current nationality, click on . to save the details, otherwise click on

x

Step 5. Second Nationality (if different from current): Click ‘Click here to edit’ link and

click to choose a different nationality.

© Second Nationality (if different from current) ‘ v‘ ®

Afghanistan
@ Country of Legal Residency Albania
Algeria

American Samoa

+ Andorra

© Marital Status * st

Anguilla

After entering the second nationality, click on . to save the details, otherwise click on

x

Step 6. Country of legal residency: Choose the country from the dropdown menu.

T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . N 1.3
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© Country of Legal Residency

Afghanistan
Albania

Algeria

American Samoa
Andorra

Angola

Anguilla

© Marital Status *

© Correspondence Language *

v
Click . to save the details, otherwise click
Step 7. Marital Status: Choose the marital status from the drop down menu. It is a

mandatory field.

© Marital Status - Unknown ®
Common Law
Divorced

© Correspondence Language * Separated
Married

Single
© Video chat ID Unknown

‘Widow/Widower

L
After entering the status, click . to save the details, otherwise click
Step 8. Correspondence Language: It is a mandatory field. Choose the language for

communication from the drop down menu. English is set as default language.

English

Q Correspondence Language * + Frangais v x

| Espariol

. . v . . .
After entering the language, click . to save the details, otherwise click

Step 9. Video Chat: Click ‘Click here to edit’ and enter you skype address through which

UNV can contact you.

© Video chat ID e I | x

. . . v . . .
After entering the details, click . to save the details, otherwise click

Step 10. | am willing to serve in a non-family duty station: Choose ‘Yes’ or ‘No’ from the

drop down menu.

© 1 am willing to serve in a non-family duty v x
station - B

. . . v . . .
After entering the details, click . to save the details, otherwise click
Step 11. | am interested in serving as a volunteer in my own country: Choose ‘Yes’ or ‘No’

from the drop down menu.
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@ | am interested in serving as a volunteer in my own ? x

country.

v
After entering the details, click . to save the details, otherwise click
Step 12. Do you consider yourself a person with disabilities: Choose ‘Yes’ or ‘No’ from the

dropdown menu.

© Do you consider yourself a person with ¥ Yes x
disabilities? No

If yes is selected, then another dropdown appears for details on

limitations/assistanceneeded

© Please tick the type of assistance you require; several ) Accessible office, transport and housing x
options may be ticked. [ Special office equipment

) Sign language interpretation

[]  Flexible working arrangements

[ Sighted companion

[ Documents (e.g. for a written test) in a certain format
Other

Step 13. Telephone Number: It is a mandatory field. Click on adjacent to ‘Add

phone number’.

©@ Telephone Number * Add phone number
(Mint1) -

Enter ‘+’ sign and country code followed by phone number and also use the check mark

option, if the contact number entered is a mobile as indicated below:

©@ Telephone Number * + | Add phone number

+767656 Mobile x

(Min1)

Click to add another phone number else * to discard.

Note: Telephone number should be entered along with the country code.

Step 14. Motivation Statement: It is also a mandatory field. Add a motivational statement
describing briefly why you wish to serve as a UN Volunteer.

© Motivational Statement - EAdd Motivational Statement

[Max 250 Characters)

In this section you can describe briefly why you wish to serve as a UN Volunteer.
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A pop up screen appears where the details should be mentioned in a maximum of 250

characters.

‘Add Motivational Statement

4

cancet

Click “Save Changes” to confirm the addition of details to the profile page. Click “Cancel” to

discard the changes and return to “My profile” page.

3.2.2 Section 2: Address

Address @
@ Current Address - Click here to edit
© Permanent Address Click here to edit

9 icon provides information on the selected section.
Step 15. Current Address: It is a mandatory field. The user is required to enter the details

of his/her current address.

‘ Please, fill address

 Address - *

Address line 2
City
Postal Code +

State
/ \

Country *

ar

@ Current Address * Click here to edit

i. Address: Enter address line 1. It is mandatory to fill.
ii. Address line 2: Enter address line 2. It is an optional field.

iii. City: Enter the details of your city. It is also an optional field.

T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . 1.6
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Postal Code: Enter the postal code of the area for address mentioned. It is a
mandatory field.

State: Enter state of current address. It is an optional field.

Country: Select the country for the address using a dropdown as it is a mandatory

field.

v
To submit details click . button otherwise click

Step 16.

Permanent Address: Enter your permanent address of communication. It is a non-

mandatory field.

© Permanent Address Click herd to edit

Please, fill address

Address - *

Address line 2
| City
| Postal Code +
State

Country *

A

i.
ii.
iii.
iv.
V.

Vi.

Address: Enter permanent address line 1.
Address: Enter address line 2.

City: Enter city

Postal Code: Enter postal code

State: Enter state

Country: Choose the country from the dropdown menu

"
To submit details click . button otherwise click

3.2.3 Section 3: Qualification and Skills

9 icon provides information on the selected section.

Step 17. Academic Qualification- It is mandatory to add atleast one qualification. Click

+
present next to ‘Add academic qualification’.
T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . 17
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©@ Academic Qualification - i + | JAdd academic qualification

Important: UNV only recognizes degrees and diplomas from educational institutions that have been recognized or otherwise
approved by competent authorities. Degrees requiring little or no actual course work, degrees awarded for payment of fees only, and
degrees granting substantial credits for 'lifetime achievements' or 'life/work experience’ will normally not be recognized. Incomplete
degrees are not acceptable, regardless of whether they are associated with a recognized higher educational institution.

The below pop up form appears.

Add Qualification

© Distance Please select an option. L
Education *

© Degree Level - Please select 3 degree level, v
ﬂ Diploma /

Degree Obtainad *

s
@ From - Please salact month v Please selact year v
0T Flease selact montn v Flease selact yaar v
@ Main Feld of
Study *
© university / Please enter the name of your university / Institution. -

Institution =
Please enter your unhersity/institution in the flald above. A lst of

possible matches will appear. Please choose the corresponding
university/nstitution. If your university/Institution does not appear,
then type add (name of university/Instituticn). then click on it when it
appears In the dropdown list

© [Upload No flle chosen

Document *

Cancel Save Changes

Note - All the fields are mandatory to fill under ‘Add Qualification’.

a. Distance Education: Choose from the drop down if the academic qualification was
acquired by pursuing distance education (Yes/ No)

b. Degree Level: Using the drop down menu, choose the degree level from the choices
available

c. Diploma/Degree obtained: Enter the Diploma/Degree pursued in the space

provided.
T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . 1_8
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d. Date from: Select the start date of your diploma/degree by choosing the month and
year.

e. Date to: Select the end date of your diploma/degree by choosing the month and
year.

f. Main field of study: Enter your main field of study.

g. University/Institution: Choose the University name from the dropdown menu. If
the University/Institute name is unavailable in the dropdown, the system will give

you an option to add the name of your University/Institute as shown below:

@ University /

DAY Institute of Enginnering -
Institution *

Add DAV Institute of Enginnering...

Click on it to add the name of the University/Institute in the dropdown.
h. Upload document: Upload the document supporting your education qualification
by clicking on “Choose File”. Candidate can upload a document of maximum size 2
MB and document extension can be pdf, zip, doc, docx, xls, xlIsx, txt, ppt, pptx, jpg,
ipeg, png, gif, bmp, msg.
Click “Save Changes” to make the changes permanent, otherwise, click “Cancel”.

Step 18. Add Other Qualification.

+
Click present next to “Add other qualification”.

©@ Other Qualification + | JAdd other qualification

In this section you can enter completed training courses you consider relevant to your current area(s) of expertise. You should entera
new line for each course and indicate the place, dates and course duration. UNV reserves the right to request copies of certificates as
and when needed.

The below pop up form appears.

Add Other Qualification

Description*
Max 250

Cancel Save changes

Add the completed training courses that you consider relevant to your current field of

experience. Specify the courses indicating the place, dates and course duration and any
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other useful information. Click “Save Changes” to submit or “Cancel” to abondon the

changes.

Step 19. Computer/IT Skills- Click present next to “Add computer/IT skills”.

© Computer/IT Skills hdd computer/IT skills

n this section you can list the software you are cemfortable using.

The below pop up form appears.

Add Computer Experience

Description*
Max 250
Characters)

Save changes

Add your experience in the field of computers in a maximum of 250 characters. Click “Save

Changes” after making relevant changes.

+
Step 20. Languages- Click present next to “Add Languages” link.

@ Languages * + Add Languages

In this section you can enter information about your language skills. Entering your mother tongue is mandatory.

The below pop up form appears.
Add language

© Language Select Language

@ Level - Select Level

Choose the language using the drop down menu and then choose the level of proficiency of
the selected one. The proficiency is selected with the help of Level dropdown menu.

The chosen language then appears as shown below:

T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . 29
F.+49 (0) 228-815 2001 W. www.unv.org We are inspiration in action

The United Nations Volunteers (UNV) programme is administered by the United Nations Development Programme (UNDP).



UN
VOLUNTEERS

Add language

| Arabic Fair °

@ Languages *

In order to delete the chosen language, click present next to the language.
+ Add language

Arabic Fair

Note - It is mandatory to enter a mother tongue language.

Add Languages

@ Language Select Language

© Level - v Select Level
Basic
Fair
.
Fluent
Mother Tongue

Click “Save Changes” after making changes, otherwise click “Cancel”.
Step 21. Driving License — It is mandatory to update this field.
If you possess a driving license, then choose ‘Yes’ from the dropdown menu for driving

license.

@ Driving license - =3 x

v x
Click . button to confirm otherwise click to discard.

3.2.4 Section 4: Professional Experiences

Step 22. Professional Experiences - It is a mandatory field. Click

the “Add professional experience” button to enter details.
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© Professional Experiences

+ JAdd professional experience

In this section you can include any werk experience, whether it
was full-time or part time; short term or long term; intemship or
co-operative education experience. Please also enter here any
full-time volunteer experience You should enter a new line for
each different post/function you occupied and describe your
main tasks, responsibilities and achievements in a clear and
concise manner making full use of the space available to you.

The below pop up form appears.

Add professional experience

© From*

© To-

© Area(s) of Expertise*
Mimimum: 1
Mazximum: 3

© Type of Employment *

@ \Volunteer Experience

© Type of Organization *

© Position Held *

© Employer / Organization

© Description of Major
Activities
( 250 characters mim, }

© Reason for Leaving *

© City -

© Country *

Please select month

Please select month

Area(s) of Expertise ~

Please select an option. &

No

L

Please select an organization type.

1000 characters remaining

Please select a country.

L L

4k

Please select year

Please select year

L L

4k

~ Until Now

Ak

L L

Save Changes Cancel

Note - All the fields are mandatory to fill under ‘Add professional experience’ tab.

e From: Click on the field and enter the start date of your previous employment using

the calendar.
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e To: Click on the field and enter the end date of your previous employment using the
calendar.

¢ Until Now: If you are still employed with the same employer, then check mark this
option.

e Area of Expertise (Minimum 1 & Maximum 3): Choose your area of expertise

showcasing your skills by selecting the checkboxes
Area(s) of Expertise&lt;br/&gt;Minimum: 1 &lt:br/&gt;Maximum: 3 ~

Q. | Search (O]

—_—mmm
Crisis management and emergency relief operations

—| Crisis and conflict prevention, mitigation, resolution and reconciliation
| ~| Disaster risk reduction
~| Emergency response, immediate relief operations, and post-conflict humanitarian aid operations

| ~| Protection of refugees, asylum seekers and |IDPs

Q00O

~| Other emergency management experience

Democratization, elections and governance

o

| ~| Human rights
L &

Selection of one area of expertise is mandatory using checkbox. The user can select
maximum 3 areas. To save the selection, click anywhere outside the pop up window.
e Employment Type: Using drop down, choose the type of employment in the
organisation - Part-time or Regular.
¢ Volunteer Experience: Choose Yes/No from the dropdown menu to specify if the
previous employment was a volunteer experience.
e Type of Organization: Select the type of organization from the drop down list.
e Position Held: Enter your position in the previous organization.
e Employer/Organization: Enter the name of your previous employer.
e Description of Major activities: Describe your participation in major activities in
reference to your current experience.
e Reason for leaving: Enter the reason for leaving the organization if not employed
anymore.
e City: Enter the location of your previous employer.
e Country of Assignment: Using drop down menu, select country of your assignment.

Click “Save Changes” button to make changes permanent otherwise click “Cancel”.
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3.2.5 Section 5: References

This section will require the applicant to give reference details.

4

Step 23. References: Click Ed present next to “Add Reference”.

© References Minimum: 1 Maximum: 3

+ Add Reference
The below pop up appears:

Add Reference

© Name *

© Addresses

© ciy -

© Postal Code

© Country Select Country
© Phone Number

© Email Address

Cancel Save Changes

Enter the following details:
e Name: Enter reference’s name. It is a mandatory field.
e Addresses: Enter reference’s address. It is an optional field.
e City: Enter their city of residence. It is a mandatory field.
e Postal Code: Enter the address postal code. It is an optional field.
e Country: Choose reference’s country from the dropdown menu. It is a mandatory
field.
e Phone Number: Enter reference’s contact number. It is an optional field.
e Email Address: Enter the reference’s email address. It is an optional field.

Click “Save Changes” button to make changes permanent or otherwise click “Cancel”

button.
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Step 24. UNV can contact my present employer: It is a mandatory field. Choose “Yes”
from the drop down menu if the present employer can be contacted for the

background check otherwise click “No”.

© UNV can contact my present employer * YES x®
NO

v x
Click . button to confirm otherwise click to discard.

Step 25. Additional Remarks: It is an optional field. Click K present next to “Additional

Remarks”.

@ Additional Remarks Add Remarks

(250 characters max)
Please enter any additional information that may be relevent to your profile e.g. publications, interests, geographical or cultural concerns,

etc.

Enter any additional information that you want UNV should know about your area of

expertise and help you in your selection.

Add Additional Remark

Description*
Max 250
Characters)

Cancel Save changes

Click “Save Changes” button to make changes permanent or otherwise click “Cancel”
button.
Step 26. Submit the self-acknowledgement by selecting the checkbox option.

Step 27. Click “Submit My Profile” button to finally submit the application for review.

‘Wour regiziraticn will ke complete cnly afler you Buwe enbemed all ¥ Ehe bom Balow and clicked cn the "Submit My Profls” bution,
I cawiify ihai the informaibon provided is true, complete and coneci i the best of my knowledge. | undersiand ihat any mk fom or Isslon made in
this Begiitraties Torm may ender my candidature invaild os, i serdng as & UNY volunteer, labie Tes esily leimination of my conlracl

s
. present on the bottom right of the page enables the user to navigate to the top of

the page with a single click.

T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . 2.5
F. +49 (0) 228-815 2001 W. www.unv.org We are inspiration in action

The United Nations Volunteers (UNV) programme is administered by the United Nations Development Programme (UNDP).



(@\

MUN
OLUNTEERS

Submit My Profile

The system will flag all the fields that have been marked as mandatory but were not filled
at the time of the submission. In the case of successful submission, the user receives a
message on the page for successful registration. The candidate will also be able to see a My

Page and the user status will now be marked as “Active”.

4 Organize Your Workbench

4.1 My Page

‘My Page’ refers to the candidate workspace where you can view all the assignments (for
which you have been longlisted), respond to the communications received from UNV,
complete actions on those assignments, view recruitments as advertisements, or check the
notifications for the actions performed.

Below is an entire list of tasks that a candidate performs during his/her entire lifecycle from

the workbench.

WORKFLOW STEP TASK NAME
A Delete Profile

Candidate can make oneself unavailable
Inactive
Do Not Contact
Available for assignment
Unavailable for assignment
Unavailable for assignment

Accept Offer

Reject Offer
Personal Documents uploaded

Upload Pre Departure Training Certificate
Upload Vendor Form
Advanced security certificate
Interested in another assignment

- OO MMM MM MM @O ®

Once the candidate reaches the Arrival of Volunteer step(G) of the high level workflow, the

candidate becomes a volunteer.
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A B c D G H 1
Registeran Candidate Pool isteran Identification Arrival of Assignment End of
Appl I Assi Volunteer Management Assignment -

The candidate’s My Page has been discussed as below:

My Page My Profile

3

] UN
VOLUNTEERS

o n Tamb*-~*~ai chinjani v
1 2

a b
Your profile is active and can be considered for volunteer assignments matching your skills and experience. If you do not wish to be considered for an assignment at this time, please inactivate your profile by

changing your status to INACTIVE' via the dropdown menu next to your roster number.

‘Welcome to UNV's ‘MyProfile” platform. UNV only shares candidates' profiles with partners requesting the services of UN Volunteers. Therefore, we advise you to ensure that all sections of your UNV profile are complete, accurate

and up to date.
ROSTER NUMBER - 820043 - A%’

My Page
9]

My assignment proposals: My completed assignments: Special Calls | have applied for:
© REQUEST NO. © ASSIGNMENT TITLE 6 © ASSIGNMENT COUNTRY © DATE © REQUIRED ACTION © DOCUMENTS © AVAILABILITY DATE
AFGRO01281 0 Oc.cupatmnal Safety and Health @Afghan'\stan 142-2017 B
0 Special Calls
@ Special Calls ﬁ' eCampus

This section is dedicated to special calls which are posted under the link in the upper right
hand corner.

UNV provides its candidates and volunteers with learning opportunities via its eCampus
platform: eCampus.

We only post assignments here when seeking candidates for a specific area of professional
expertise and/or for projects that require larger numbers of UN Volunteers.

To view the description of assignment in which you are interested, please click on the ‘Apply’
button. If your profile fits the assignment description, you can then click on the *Submit my
application’ at the bottom of the description.

Note:

If you are applying to more than one Special Call Code, please state your order of preference
in the ‘Additional Remarks' section of your profile.

1. Il— Shows all the notifications sent to candidate

2. Logged in user- Displays the name of the candidate. Name, Email id and Preferred
Language will appear on the click of down arrow, present on the right side of the
candidate’s name.

3. My Page- refers to the candidate’s workbench.

4. My Profile- Shows the candidate profile submitted to UNV.
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5. FAQ- Opens another window showing the list of frequently asked questions.

6. Help- Gives more details of the candidate workbench.
7. Candidate Status- Candidate can change his/her status by clicking the arrow right next

to the status.

Candidate’s status at any given point of time can be one of the following as listed. Candidate
can change the status of the profile depending upon the state in which the profile is. Not

always the candidate can change the profile status.

STATUS DESCRIPTION

Candidate under Candidate’s profile being considered for an assignment
consideration
In Pool If Candidate state is active, then staff member will see ‘In pool’ for

the candidate.

Active Candidate’s profile submitted and active
Deleted Account has been deleted

Do not Contact Candidate will not be contacted
Registration in Profile not yet completed and submitted
Progress

Candidate Serving Candidate serving for an assignment

Candidate’s ‘My Page’ is categorized in 5 sections:
e My Assignments
e My completed assignments
e Advertisements | have applied for
e Special Calls

e eCampus.

8. My Assignments — This section lists all the assignments for which the candidate has been

longlisted.
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9. My Completed assignments - This section displays a list of candidate’s completed
assignments.

10. Special Calls | have applied for - It refers to a section that displays the list of all
advertisements applied by the candidate.

11. Special Calls - It refers to advertisements wherein the candidate self applies for an
assignment by showing his/her own willingness.

12. e-Campus: UNV provides its candidates and volunteers with learning opportunities via
its eCampus platform.

13. Language section- Gives the user choice to see the workbench in English, French or

Spanish language.

My Page  MyProfle  Tools o nTambudzaichinjaniv e

Tambudzai Chinjani
rutendoteel@gmail.com

Preferred Language

English Francais Espariol

& Logout

4.1.1 My Assignments

It refers to the workspace wherein you can view all the assignments for which you have
been longlisted. You can accept/decline an offer, accept/reject a Propmail and can delete
the profile or make oneself unavailable from this page. They are presented in the form of a

grid view listing the assignments as per different attributes.

Through this section, you will be able to perform various tasks through buttons available
under the Required Action on the assignments. On performing the task, the status of the

assignment gets updated.
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My Page ROSTER NUMBER - 261302 - Volunteer
My completed assignments: Special Calls | have applied for:
© REQUESTNO. @ ASSIGNMENT TITLE @ ASSIGNMENT COUNTRY @ DATE © REQUIRED ACTION @ DOCUMENTS © AVAILABILITY DATE

SILRO226 [§ Voter Education Advisors Cl Sierra Leone 26-04-2017 No Action Required B3

SILRO241 Electoral Operations Advisor C- Sierra Leone 26-04-2017 No Action Required =

SUDRO902 [ IUNV Rule of Law Officer en Sudan 26-04-2017 No Action Required B3]

SUDROO1663 [B Team Leader/Operations Officer e‘ Sudan 26-04-2017 No Action Required B3]

ZIMR0O00159 UNV Programme Officer \é Zimbabwe 26-04-2017 No Action Required B

MLWRO00647 UNV Programme Officer e Malawi 26-04-2017 No Action Required [E] 22-09-2014

4.1.2 My completed Assignments
This section lists the assignments that the candidate has completed with UNV. The
Candidate can download all the relevant documents of the assignment from the hyperlink

available under DOCUMENTS.

My Page ROSTER NUMBER - 261302 - Volunteer
My assignment proposals: Special Calls | have applied for:
© REQUEST NO. © ASSIGNMENT TITLE ©® ASSIGNMENT COUNTRY © DATE © REQUIRED ACTION © DOCUMENTS © AVAILABILITY DATE
TIMRO273 UNV District Electoral Officer @ Timor Leste 26-04-2017 Nao Action Required B3]
SILR0285 Electoral Advisor C: Sierra Leone 26-04-2017 No Action Required B3]
TIMRO122 Civil Registration Officer @ Timor Leste 08-05-2017 Nao Action Required B3]
CMBRO141 E'GD::Z;::L;EQ‘S"EHD" Q) cambodia 08-05-2017 No Action Required =)

4.1.3 Special Calls - I have applied for
This section lists the advertisements that the candidate has applied for. The advertisements

are assignments for which the candidate has applied using Special Calls.

My Page ROSTER NUMBER - 660486 - Volunteer
My assignment proposals: My completed assignments:
© REQUEST NO. @ ASSIGNMENT TITLE © ASSIGNMENT COUNTRY @ Date of application
TZARO00051 Pregramme officer (Vulnerability Analysis and Mapping) @ Tanzania 13-07-2017
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4.1.4 Special Calls

It refers to a recruitment action when volunteer assignments are published on the UNV
website. Candidate can then submit their applications for these assignments displayed as
advertisements. They can apply themselves as per their own interest instead of getting

shortlisted by UN staff for an assignment.

Special Calls
@ Special Calls

This section is dedicated to special calls which are posted under the link in the upper right
hand corner.

We only post assignments here when seeking candidates for a specific area of professional
expertise and/or for projects that require larger numbers of UN Volunteers.

To view the description of assignment in which you are interested, please click on the ‘Apply’
button. If your profile fits the assignment description, you can then click on the *Submit my
application’ at the bottom of the description.

Mote:

If you are applying to more than one Special Call Code, please state your order of preference
in the 'Additional Remarks' section of your profile.

4.1.5 e-Campus
It refers to a way of redirecting the candidates to the e-learning site where they can be

educated via tutorials about the UNV website. (https://learning.unv.org/)

T-.-' eCampus

UMV provides its candidates and volunteers with learning opportunities via its eCampus

platform:
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4.2 My Profile

The link redirects the candidate to another window to open the candidate’s profile.

Candidate can update their profile information at any time under ‘My Profile’ tab.

When the candidate gets selected (post offer acceptance) by the UNV staff for the
assignment, some mandatory fields (such as Nearest departure airport, emergency address,
passport documents or educational qualification document) will start appearing on the My

Profile page and candidate will be notified to fill the.

(Refer Complete Personal Data Update to know how to register for the first time on the website).
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5 Task List as a Candidate

<<

There is a list of tasks that a candidate can perform from their own workbench. The tasks to
be performed by the candidate appear in different steps of high level VMAM workflow as

indicated below.

A B C D E E G H | J
Registeran Candi Pool isteran ificati Selection of Preparean Arrival of Assignment End of Forecast
Appl M Assi Candidate Offer v 1 Assi the der

The available tasks of candidates as per the process defined in the workflow have been

listed below.
WORKFLOW STEP TASK NAME

A Delete Profile
B Inactive
B Candidate Active
B Do Not Contact
E Available for assignment
E Unavailable for assignment
F Unavailable for assignment
F Accept Offer
F Reject Offer
F Complete Personal Data Update
G Upload Basic Security Certificate
G Upload Vendor Form
G Advanced security certificate
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5.1 Submit profile

The candidate registration process is not completed until the candidate performs the task of

submitting the profile. On activating the account, the candidate needs to login to the system

and perform the Submit profile action.

Step 1. Login to the system. The opened page indicates the profile status as “Registration in

Progress”.

Personal Information @

Regisiration In Progress v

© Title Mr.
© First Name(s) Testing
© Last Namels) User
© Regitered ol = atnguserzagnatcon
© Other Email Address = Ellckhevsrlruedlf
@ Gender !dlal%
@ Date of Birth 3(?:01}981
® ovaam Clektreto e
@ Nationality at Birth - C\Ickherslcedlf
& © Current Nationality * Click here to edit
- R e coosuetotesy
@ Second Nationality (if different from current) S‘,Ifkhere‘f,edl}
@ Country of Legal Residency S‘,Ifkhere‘f,edl}
© Marital Status - H’,‘KTWT
@ Correspondence Language * EIE?ITSI}
@ Video chatID 5] ,CHCkneEmemf
@ |am willing to serve in a non-family duty station * S\_Iskherslf_edlf
@ lam interested in serving as a volunteer in my own country. Vef
@ Do you consider yourself a person with disabilities? Nn
© Phone Number - 747 Add phone number
Ml
© Motivation Statement * T+ T AddMotwation Siatement

Max. 280 Craractars)

In this section you can briefly describe why you wish to serve as a UN Volunteer.

Step 2. Now, fill the details asked in the page before as instructed to complete your profile.
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© Current Address * Click here to edit

© Permanent Address Click here to edit

Qualifications and skills @

© Academic Qualification * " Add academic qualification

Important: UNV only recognizes degrees and diplomas from educational institutions that have been ized or oth approved by
authorities. Degrees requiring litile or no actual course work, degrees awarded for payment of fees only, and degrees granting substantial credits for

© Other Qualification + | Add other qualification

In this section you can enter completed training courses you consider relevant to your current areals) of expertise. You should enter a new line for each
course and indicate the place, dates and course duration. UNV reserves the right to request copies of certificates as and when needed.

© Computer/IT Skills +  Add computer/IT skills

In this section you can list the software you are comfortable using.
© Languages * i + | Add Languages

In this section you can enter information about your language skills. Entering your mother tongue is mandatory.

@ Driving license * Click here to edit

Experiences @

@ Professional Experiences * +  Add professional experience
In this section you can include any work experience, whether it was full-time or part time; short term or long term; internship or co-operative education

experience. Please also enter here any full-time volunteer experience You should enter a new line for each different postifunction you occupied and
describe your main tasks, responsibilities and achievements in a clear and concise manner making full use of the space available te you.

References ©

© Reference Addresses i + | Add Reference
© UNV can contact my present employer - Click here to edit
© Additional Remarks i + | Add Remarks

{Max 280 Characters) i o
In this section you can enter any additional information that you think would be relevant for UNV to know such as publications, skills, interests,

geographical and cultural concerns.

Your registration will be complete only after you have entered all mandatory information, checked the box below and clicked on the

_| | certify that the information provided is true, complete and correct to the best of my knowledge. | understand that any misrepresentation or ion made in this i ion form may render my
candidature invalid or, if serving as a UNV volunteer, liable for early termination of my contract.

Submit My Profile

Step 3. Now, scroll down the page and click “Submit my Profile” button.

If any field is left incomplete, then the system flags it by showing a message at the top of the

page.

On successfully completing all the details of the registration process, the status of the

candidate profile changes to Active.
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5.2 Delete Profile

W
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S

If the Candidate doesn’t wish to proceed further with his/her career with UNV, then he/she
can withdraw the profile from the UNV database. The candidate will again be able to create

a profile in future if he/she would want to get associated with UNV again.

Step 1. On the top right corner, click on the drop down available next to the status on ‘My

Profile’.

EAVSLunTeers Mypoge My rrotie  Tocis () € anisnan- @)

Personal Information Addresses. Qualifications Professional Experiences References B Printable view FAQ (7]

Your profile Is active and can be considered for volunteer assignments matching your skills and experience. If you do not wish to be considered for an assignment at this time, please Inactivate your profile by changing your status to
INACTIVE' via the dropdown menu next to your roster number.

Personal Information @ ROSTER NUMBER - 100529 e ]
9 Title Mr.
@ First Name(s) vikrant

Step 2. Click on “Delete Profile” from the sub menu options available.

EAVOLUNTEERS MyPoge Wy protie  Tooks ) €W wcamsoon~ @

Personal Information Addresses Qualifications Professional Experiences References & Printable view FAQ 2]

Your profile Is active and can be considered for volunteer assignments matching your skills and experience. If you do not wish to be considered for an assignment at this time, please Inactivate your profile by changing your status to
‘INACTIVE' via the dropdown menu next to your roster number.

Personal lnformatlon e ROSTER NUMBER - 1100539 - Active v
- @._
@ Title Mr.
“Inactive
@ First Name(s) vikrant

“Do Not Contact

@ Last Name(s) singh
Step 3. A pop up window appears. Click Reasons dropdown menu.

*Delete profile

If you select this option, your profile will be permanently deleted from our database. De you want to proceed? Would you like to leave a
comment?
Reason*

Reasons ~

(Optional) Additional Remarks
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Step 4. From the available list of choices, choose the reason for deleting the profile.

“Delete profile

If you select this option, your proflle will be permanently deleted from our database. Do you want to proceed? Would you like to leave a
comment?
Reason*

Soft delete ~

Step 5. If the reason is not present in the dropdown menu, then provide a reason in the

space provided.

*Delete profile

If you selact this option, your profile will be parmanantly deleted from our database. Do you want to procead? Would you like to leave a
comment?
Reasan*

Reasons v

(Optional) Additional Remarks

I Reason for Deleting Profile| I

Step 6. Click on “Submit” button.

*Delete profile

If you select this option, your profile will be permanently deleted from our database. Do you want to proceed? Would you lIke to leave a
comment?
Reason®

Soft delete v

(Optional) Additional Remarks

Testing Soft Delete

On the completion of the task, the state of the candidate changes to “Candidate Deleted”.

YUN
VOLU NTEERS Volunteer Management Application Modules DoA My page My profile
Users ~ FAQ @
Home 3 Candidate > My page ROSTER NUMBER - 1106995 - Candidate Deleted

Once deleted, the profile can never get back to the active state. Even client will not be able

to login, once he deletes his profile.
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5.3 Candidate can make oneself unavailable

If the candidate is already busy with some assignment and for any reason wants to make

him/her unavailable for any future assignment, then the candidate can perform the task of

making him/her unavailable.

Step 1. On the top right corner, click on the drop down available next to the status.

{gk:} egLUNTEERS MyPsge MyProfle  Tools o €Y vicant singh e

Personal Information Addresses Qualifications Professional Experlences References

& Printable view FAQ (2]

Your profile Is active and can be considered for volunteer assignments matching your skills and experience. If you do not wish to be considered for an assignment at this time, please Inactivate your profiie by changing your status to
‘INACTIVE' via the dropdown menu next to your roster number.

z ROSTER NUMBER - 1100539 - Active v
Personal Information @ ctve
‘Delete profle
@ Title Mr.
@ First Name(s) vikrant *Do Not Contact
© Last Name(s) singh

Step 2. Click “Inactive” from the drop down menu.

Step 3. Once clicked, the profile will remain unavailable (until made active) and will not

get longlisted by any Recruiter.

The state of the candidate changes to Inactive state.
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5.4 Candidate Active

If a candidate is in the “Inactive” or “Do Not Contact” state, the candidate can be brought
back to the “active” state. The following steps illustrate on how to bring the candidate to

active state:

Step 1. Click on the dropdown menu available next to the candidate’s status.

EAVSLunTeers ypage  Myprotie Toas () (Wemison- @)

Personal Information Addresses Qualifications. Professional Experiences References £ Printable view FAQ (7]

Your profile Is Inactive and will not be considered for any volunteer assignments. If you wish to be considered for an assignment at this time, please activate your profile by changing your profile status to ‘ACTIVE' via the dropdown menu
next to your roster number.

Personal Information @ ROSTER NUMBER-‘HOOSBS-Inact\
@ Title M.
@ First Name(s) vikrant

Step 2. Now, click Candidate Active button.

VOLUNTEERS Mypage  Myprofie  Toos () EWuranisnan- @
Personal Information Addresses Qualifications Professlonal Experlences References & Printable view FAQ (2]
Your profile Is Inactive and will not be considered for any volunteer If you wish to be considered for an atthis ime, please activate your profile by changing your profile status to ‘ACTIVE' via the dropdown menu

next to your roster number.

Personal Information @ ROSTER NUMEER - 1100539 - Inactive +
“Candidate Active ~

@ Tite M

@ First Name(s) vikrant

A message appears on the page notifying about the action being performed successfully.

My Page MyProfle  Tools o “V‘kﬁﬂtsXXXXlO(th e

"Candidate Active" Task has been performed successfully.

Personal Infermation Addresses Qualifications Professlonal Experlences References B Printable view FAQ 7]

Your profile Is active and can be considered for volunteer assignments matching your skills and experience. If you do not wish to be considered for an assignment at this time, please inactivate your profile by changing your status to
‘INACTIVE via the dropdown menu next to your roster number.

Personal Information @ ROSTER NUMBER - 1100539 - Active
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5.5 Do not Contact

If in case the candidate doesn’t wants to get contacted for any assignment and wants to
show his/her profile as inactive, then the profile’s status can be changed to Do not Contact

status. The following steps illustrate how the action is being performed:

Step 1. Click the down arrow next to the candidate’s profile status.

Mypage Myprofile  Tool o oTesﬂngUse(v e

*Candidate Active” Task has been performed successfully.

Personal Information  Addresses  Qualificaions  Professional Experiences  References S Pintableview  FAQ @

Candidate active. Lorem Ipsum dolor sit amet consectetur adipisicing elit. Debitis fuglt perferendis repellat ex expeditadoloremque ullam tempora magni nostrum amet quia nisl sit, quas, optioconsequatur rerum lure facllis harum.

Personal Information © ROSTER NUMEER-11‘!D377-A([|

© Title Mr.

Step 2. Choose Do Not Contact from the dropdown menu.

] e(thLUNTEERS MyPage MyProfile  Tools o € viant singh e

“Candidate Active” Task has been performed successfully.

Personal Information Addresses Qualifications Professional Experiences References & Printable view FAQ (]

Your profile Is active and can be considered for volunteer assignments matching your skills and experience. If you do not wish to be considered for an assignment at this time, please Inactivate your profile by changlng your status to
‘INACTIVE' via the dropdown menu next to your roster number.

ROSTER NUMBER - 1100539 - Active v

Personal Information @

“Delete profile  ~~

@ Title Mr.

“Inactive
@ First Name(s) vikrant
@ Last Namels) singh

It displays a message on the screen stating the task has been performed successfully.

EA VS unTeers Mypage wyprotie  Toos () @Wucniaean~ @) |

I "Do Not Contact" Task has been performed successfully.

Personal Information Addresses Qualifications Professlonal Experlences References & Printable view FAQ 1]

Your proflle Is Inactive and will not be considered for any volunteer assignments. If you wish to be considered for an assignment at this time, please activate your profile by changing your profile status to ‘ACTIVE' via the dropdown menu
next to your roster number.

ROSTER NUMBER - 1100539 - Inactive v

Personal Information @

After changing the status, the candidate can again come in the active state.
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5.6 Available for Assignment

Once you get longlisted, a button will appear on your “My Page”. As per choice, you can

either accept it or reject it. Look at the below steps to know how to perform the action:

Step 1. On the MyPage, you will see the “Available for assignment” button in front of the

assignment for which you have been longlisted.

egl_u NTEERS My Page My Profile  Tools o n George Mugadza v e

FAQ (7]

Your profile Is active and can be considered for volunteer assignments matching your skills and experlence. If you do not wish to be considered for an assignment at this time, please Inactivate your profile by changing your status to
‘INACTIVE' via the dropdown menu next to your roster number.

Welcome to UNV's "MyProfile’ platform. UNV only shares candidates' profiles with partners requesting tha services of UN Volunteers. Therefore, wa advise you to ensure that all sections of your UNV profile are complate, aceurate and up to date.

My Page ROSTER NUMBER - 904750 - In Pool ~
My completed assignments: Speclal Calls | have applled for:
@ REQUESTNO, © ASSIGNMENT TITLE © ASSIGNMENT COUNTRY © DATE © REQUIRED ACTION © DOCUMENTS © AVAILABILITY DATE
HTIRO00087 & Transport Assistant 0 Haiti 26-04-2017 No Action Required B
AFGRO01286 ) [T’:;s:;;':[‘f;:;m"' (Surface @ Arananistan 18122017 e E]

Special Calls

@ Special Calls ﬁ eCampus
=

\

Step 2. Once the “Available for assignment” button is clicked, a dialog box appears.

*Available for assignment

Confirm Availability Date *

dd-mm-yyyy

(Optional) Additional Remarks

Confirm availability Date: Click on the calendar icon to choose the date of availability
for assignment.

Please note: The availability date should not be more than 6 months.

(Optional) Additional Remarks: Enter the additional remarks in the space provided for

providing the availability of assignment.
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Step 3. Click “Submit” button to save the changes.

A message appears on the screen on the successful completion of the task.
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5.7 Unavailable for Assignment

Once you get longlisted, you can decline your availability for the assignment by clicking on
Unavailable for Assignment button along with a reason for the decline. On the ‘MyPage’,
you would see the ‘Unavailable for Assignment’ button in front of the assignment for
which you have been longlisted.

Step 1. Click “Unavailable for assignment” button.

SBLUNTEERS MyPage MyProfle Tools () (W Georse Mugadeav )

FAQ @

Your profile Is active and can be considered for volunteer assignments matching your skills and experience. If you do not wish to be considered for an assignment at this time, please Inactivate your profile by changing your status to
‘INACTIVE' via the dropdown menu next o your roster number.

Welcome to UNV's "MyProfile” platform. UNV only shares candidates' profiles with partners requesting the services of UN Volunteers. Therefore, we advise you to ensure that all sections of your UNV profile are complete, accurate and up to date.

My Page ROSTER NUMBER - 904750 - In Pool v
My completed assignments: Spedial Calls | have applied for
© REQUEST NO. © ASSIGNMENT TITLE © ASSIGNMENT COUNTRY © DATE © REQUIRED ACTION © DOCUMENTS © AVAILABILITY DATE
HTIR000087 [ Transport Assistant 0 Hati 26-042017 No Action Required B

“Avallable for assignment
E]
“Unavallable for assignment

Dispatch Assistant (Surface
AFGRO01286 Afghanistan 18-12-2017
e Transport Unit) e o

Step 2. A pop up dialog box appears wherein you need to give a reason for rejecting the

offer by clicking on Reasons dropdown menu.

*Unavailable for assignment

Reason *

Reasons -

{Optional) Additional Remarks

The dropdown menu displays a list of choices. Choose the reasons by selecting the

checkboxes next to the appropriate reason.
Step 3. |If the appropriate reason is not in the dropdown menu, then specify it in the

space provided.
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*Unavailable for assignment

Reason*

Reasons =

{Optional) Additional Remarks

Step 4. Click on “Submit” button.

A message appears on the screen notifying you about the action gets completed.

Note - Once you get shortlisted, then also you can decline your availability for the
assignment by clicking on “Unavailable for Assignment” button along with a reason for the
decline. On the MyPage, you will see the “Unavailable for Assignment” button in front of
the assignment for which you have been longlisted. Refer to the steps as mentioned in

Unavailable for Assignment.

T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . 4_4
F. +49 (0) 228-815 2001 W. www.unv.org We are inspiration in action

The United Nations Volunteers (UNV) programme is administered by the United Nations Development Programme (UNDP).



S5

EuN
hod VOLUNTEERS

5.8 Complete Personal Data Update

Once you get selected, you will have to upload your personal documents on the website for
further communication. Through the click of this button, you can inform the authorities

about the personal documents being uploaded.

Step 1. Click on “My Profile”tab.
Step 2. Now, upload the ‘Passport Document’ and enter ‘City/Airport of Departure’

under ‘Personal Information’ tab on the My Profile page.

| @ Pessport Document BASSP_S0MB0NM2 1 L ]
|ﬂ City ! &drpont of Deparhes Clici bt by el ]
0 | = wiling by serve in 0 non-lemily duty siton - Tes

9 | am interesied in serdng a5 & volunbeer in my own Couniry. s

0 Doyou consider yoursed s pericn with dsabiles? Clice Bt b £

@ Telephone Humber * ¥ | Add o usshes
3 aemannt @

@ Wothation Statement * Miotrvation Staterment

Dependants : Click on “+” to add dependants of the candidate.

© Dependants + Add Dependants

Im this section you can 2dd dependants.

It opens a dialog box and prompts you to enter the necessary details and then click “Save

Changes”.
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Add Dependants

Relation= Fiease select a relation. '

First
Mamei{s)®

Last
Mamei{s)"

Gender® Flease select a gender. v

Date of
Birth*

UM Staff UN Voluntear

-
Choose File | Mo flie chosen
Document

Cancel Save Changes

1. Relation — It is a mandatory field. Specify the relation of the dependant with the
candidate from the drop down box.

2. First Name — Enter the first name of the dependant. It is a mandatory field.

3. Last Name - Enter the last name of the dependant as it is also a mandatory field.

4. Gender — It is a mandatory field . Select the gender of the dependant from the drop
down box.

5. Date of Birth — Enter the date of birth of the dependant as it is also a mandatory field.
6. UN Staff/UN Volunteer — Mention whether the dependant is/was UN staff member or
UN volunteer at any time of his/her lifespan. It is a non-mandatory field.

7. Upload Document — It is a non-mandatory field. You need to upload the document to

authenticate dependant’s relatioship with the candidate.

Then, Upload ‘Emergency Contact’ information under ‘Addresses’ field.
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Addresses ©

@ Ciarrent Addrwss © Tintng
Testing, 761, Tewtin, Timbaken

B Permanent Addoedis Teiting, Testing a
Teting, 263, Testin, imbabw

@ Emerpency Contact Eriy Nawdribaya
2308 Gegnany Phase 28 Hacaie Tisbalees, Harsie, 263, Jimshates
Bocoon B 000000 ko

And, also upload the ‘Qualification document’ in Academic Qualifications under

‘Qualification and Skills’.

© Distance Education No

© Diploma/ Degree Obtained (Please include city/country) B.Sc. Degree in Civil Engineering

© Main Field of Study C|V|IEng|neer|ng

© Dagree Levs Bachelor degres or equialent

© University / Institution Addis Ababa University/ Faculty of
fechnology

© Upload Document Click here to upload document.

Enter values in the form as illustrated in the Candidate Signup section.

Step 3. On the “My Page, click “Complete Personal Data Update” button.

My Page ROSTER NUMBER - 843233 - Candidate under consideration
My completed assignments: Special Calls | have applied for.
@ REQUEST NO. © ASSIGNMENT TITLE © ASSIGNMENT COUNTRY @ DATE @ REQUIRED ACTION © DOCUMENTS © AVAILABILITY DATE
CODROQOO7 3 Envirenmental Officer e Congo, Democratic Republic 26-04-2017 No Action Required E] 01-02-2016
ESHR000002 EnvironmentWatSan Technician [#2E5H Westem Sahara 26-04-2017 No Action Required B 01-02-2016

“Unavallable for assignment

SSDRO00942 Environmental Officer [#SSD South Sudan 13-11-2017 ] 01012018

Step 4. If any field is left unfilled by the candidate, then the system flags those fields in

red.

AFGRO01272 833392 : Some personal information/documents are missing under My Profile. Please take action as per the list below. Once you complete the missing information, please come back
to My Page and click on 'Complete personal data update’ again.

Passport Document is not uploaded.

Qualification Document is not uploaded.

Please enter your airport of departure.

Hence, make sure all the mandatory fields are filled.
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Step 5. Once the mandatory information is filled in the MyProfile page, the below pop up

window appears:

*Complete Personal Data Update

Travel Date
dd-mm-yyyy
& 1 have read Condition of Service

(Optional) Additional Remarks

Travel Date: Click icon to choose the date of travel.
| have read Condition of service: Select the checkbox after reading the terms and
conditions of service

Additional Remarks: Enter additional comments if required

Step 6. Click on “Submit” button to save the changes. Clicking on “Close” button to

abandon the task.

A notification appears on the screen displaying the message that the task has been

completed.

3r0qLUNTEERS MyPage MyProfile  Tools o nSaﬂ'l-IEIN)OOUOOOCaV e

I *Complete Personal Data Update” Task has been performed successfully. |

5.9 Offer Accepted

Once you get selected, the button ‘Offer Accepted’ gets displayed on the candidate’s

screen. If you click on this button, the offer gets accepted and you would be notified for

further communication to work with UNV as volunteer.

Step 1. On the 'My Page’, the Offer Accepted button appears which once clicked will
notify the respective user about the candidate’s availability.

Note - Candidate is advised to check all the documents (from the DOCUMENTS tab on ‘My

Page’) and get familiar with the offer documents before accepting the offer.
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EAVOunTeers MyPoge  MyProfle  Toos () @) emescicenge oooooon- @)

FAQ @

Your profile Is currently under consideration for a UN Volunteer assignment. Please note that the outcome of a selection process Is Informed by emall only.

Welcome to UNV's "MyPrafile’ platform. UNY only shares candidates' profiles with partners requesting the services of UN Volunteers. Therefore, we advise you to ensure that all sections of your UNV profile are complete, accurate and up to date

My Page ROSTER NUMBER - 1001102 - Candidate under consideration
My assignment proposals: My completed assignments: Special Calls | have applied for:
© REQUEST NO. © ASSIGNMENT TITLE © ASSIGNMENT COUNTRY © DATE © REQUIRED ACTION © DOCUMENTS @ AVAILABILITY DATE

B 16-06-2017

LBRROOOO79 VMAMTEST Loglstics Officer % Liberia 29-042017

Step 2. A notification appears on the screen displaying the message on the screen about

the completion of the action.

*Offer Accepted

(Optional) Additional Remarks

Additional Remarks: Enter additional comments if required.

Step 7. Click “Submit” button to save the changes. Clicking on “Close” button will
abandon the task.

A notification appears on the screen after the successful completion of the task.

"Accept Offer" Task has been performed successfully.
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5.10 Candidate Declines Offer

W
4
S

Once you get selected, the button “Candidate Declines Offer” gets displayed on your “My

Page”. If you want to reject the offer, then you can do it by following the steps illustrated:

Step 1. On the 'My Page’, the Candidate Declines Offer button appears which once

clicked will notify the respective user about the candidate’s non-availability.

@& EELUNTEERS MyPage MyProfie  Tooks (Y @ vmanressceore woooooon -+ ()

FAQ 7]

Your profile Is currently under consideration for a UN Volunteer assignment. Please note that the outcome of a selection process Is Informed by email only.

Welcome to UNV's "MyProfile’ platform. UNV only shares candidates’ profiles with partners requesting the services of UN Volunteers. Therefore, we advise you to nsure that all sections of your UNV profile are complete, accurate and up to date.

My Page ROSTER NUMBER - 1001102 - Candidate under consideration
My assignment proposals: My completed assignments: Special Calls | have applied for:
© REQUEST NO. © ASSIGNMENT TITLE © ASSIGNMENT COUNTRY © DATE © REQUIRED ACTION © DOCUMENTS © AVAILABILITY DATE

LBRRODDO79 VMAMTEST Logistics Officer % Liberia 29-042017 B 16-06-2017
“Candidate declines offer

Step 2. A pop up window appears on the screen. Click the Reasons dropdown menu to

choose the reason for offer rejection.

*Candidate declines offer

Reason*

Reasons ~

(Optionalj Additional Remarks

Step 3. Choose a reason from the dropdown menu by selecting the checkboxes.
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*Candidate declines offer

Reason*

Reasons ~

|| @ | Search

_| Not Interested In duty station

| Not Interested In specific assignment

| Mot avallable within the required timeframe
| Personal reasons

| Other reasons

Step 3. Also, additional remarks can be added in the space provided.

*Candidate declines offer

Reason*

Not interested In duty station ~

(Optional) Additional Remarks

Step 4. Click “Submit” button to submit the data and click “Close” button to abondon the
task.

A notification appears on the screen after the successful completion of the task.

"Reject Offer" Task has been performed successfully.
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5.11 Upload Basic Security Certificate

After accepting the offer, as part of recruitment formalities the candidate is required to
upload Basic Secutiy Certificate. The function can be performed by following the below
steps:

Step 1. Login to the candidate page and browse to the MyPage -> My assigned proposals.

Step 2. You will see a dropdown ‘Select Action” under “Required_Action”.

MyPage MyProfie  Tools () @) minasomoooocoa~

FaQ (7]

Your profile Is currently under consideration for a UN Volunteer assignment. Please note that the outcome of a selection process Is Informed by email only.

Welcome to UNV's "MyProfile’ platform. UNV only shares candidates' profiles with partners requesting the services of UN Volunteers. Therefore, we advise you to ensure that all sections of your UNV profile are complete, aceurate and up to date.

ROSTER NUMBER - 1134227 - Candidate under consideration

My Page

My assignment proposals: My completed assignments: Spedial Calls | have applied for:

@ REQUESTNO. © ASSIGNMENT TITLE © ASSIGNMENT COUNTRY © DATE © REQUIRED ACTION © DOCUMENTS

_ RS o |
/3 Zimbabwe 10-01-2018 Ej

© AVAILABILITY DATE

ZWER000048 [3 Finance Assoclate

Special Calls
@ Special Calls t eCampus

UNV provides its candidates and volunteers with leaming opportunities via Its eCampus platform:

This section Is dedicated to special calls which are posted under the link In the upper right hand comer.
eCampus.

¥ we only post assignments here when seeking candidates for a Specific area of professional expertise

Step 3. Click the dropdown menu.

Step 4. It displays the below list of tasks.

My Page My Profile Tools o n Tinago MX0000MXI +

Your profile Is currently under consideration for a UN Volunteer assignment. Please note that the outcome of a selection process Is informed by email only.

Welcome to UNV's "MyProfile’ platform. UNV only shares candidates’ profiles with partners requesting the services of UN Volunteers. Therefore, we advise you te ensure that all sections of your UNV prefile are complete, accurate and up to date.

ROSTER NUMBER - 1134227 - Candidate under consideration

My assignment proposals: My completed assignments: Special Calls | have applied for:
© REQUEST NO. @ ASSIGNMENT TITLE © ASSIGNMENT COUNTRY @ DATE © REQUIRED ACTION © DOCUMENTS © AVAILABILITY DATE
— Select Action N
ZWER000048 [ Finance Assoclate 3 Zmbabwe 10-01-2018 |E]
Upicad Vendor Form
Upload Baslc Security Certificate
Upload Advanced Security Certificate
Specal Calls
@ Special Calls ]3 eCampus
This section is dedicated to special calls which are posted under the link In the upper night hand corner. UNV provides fts candidates and volunteers with leaming opportuntties via its eCampus platform:
We only post assignments here when seeking candidates for a specific area of professional expertise eCampus.
and/or for projects that require larger numbers of UN Volunteers.
B2 o view the descriotion of assianment In which vou are Interested. please click on the ‘Applv’ button. If vour -

Step 5. Choose “Upload Basic Security Certificate”.
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@ t\'}gLUNTEERS MyPage MyProfie Tools () (€ minagomooooocn- @)

FAQ o
Your profile Is currently under consideration for a UN Volunteer assignment. Please note that the outcome of a selection process is informed by email only.

Welcome to UNV's "MyPrafile’ platform. UNV only shares candidates' profiles with partners requesting the services of UN Volunteers. Therefore, we advise you to ensure that all sections of your UNV profile are complete, accurate and up to date

My Page ROSTER NUMBER - 1124227 - Candidate under consideration
© REQUEST NO. © ASSIGNMENT TITLE © ASSIGNMENT COUNTRY @ DATE © REQUIRED ACTION © DOCUMENTS @ AVAILABILITY DATE
load Basic Secu v | sl
ZWER000048 [ Finance Assoclate é Zimbabwe 10-01-2018 Candidate should be able to upload pre- | 21
departuretraining certificates In thelr
workbench

s ”
Step 6. Click “Perform” button.
rg UN Tinago MXOO0I
@ VOLUNTEERS MyPage MyProfle  Tools o n Inago | e
ra ©
Your profile Is currently under consideration for a UN Volunteer assignment. Please note that the outcome of a selection process Is informed by email only.

Welcome to UNV's "MyProfile’ platform. UNV only shares candidates’ profiles with partners requesting tha services of UN Volunteers. Therafore, we advise you to ensure that all sections of your UNV profile are complete, accurate and up to date.

My Pa ge ROSTER NUMBER - 1134227 - Candidate under consideration
My assignment proposals: My completed assignments: Special Calls | have applied for:
© REQUEST NO. © ASSIGNMENT TITLE © ASSIGNMENT COUNTRY © DATE © REQUIRED ACTION © DOCUMENTS © AVAILABILITY DATE
ZWER000048 [ Finance Assoclate é Zimbabwe 10-01:2018 Candidate should be able to upload pre- | 2
departuretraining certificates In their
workbench

Step 5. A dialog box appears as shown below:

Upload Basic Security Certificate

Upload Document (TRAIN) * Choose File | No file chosen
a

(Optional) Additional Remarks
b

a. Click “Choose File” to upload a pre-departure training certificate — Its size should be
less than 2 Mb.

b. Enter (Optional)Additional Remarks for performing the action,if any.

Step 6. Now, click “Submit” button to save the changes made, otherwise click “Close” to
abondon the task. A notification appears on the screen displaying the message about

the completion of action.

"Upload Baslc Secunty Certificate” Task has been performed successfully.

T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . 5.3
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5.12 Upload Vendor Form

After accepting the offer, as part of recruitment formalities the candidate is required to

complete the banking information in a vendor form.

Step 1. Login to the candidate page and browse to the MyPage -> My assigned proposals.

Step 2. Click “Upload Vendor Form” button under ‘Required Action’.

& egLUNTEERS MyPage MyProfle  Tools o € 1nag0 wocoocoa e 1

"Upload Basic Security Certificate” Task has been performed successfully.

FAG @
Your proflle Is currently under consideration for a UN Volunteer assignment. Please note that the outcome of a selection process Is Informed by emall only.
Welcome to UNV's ‘MyProfile’ platform. UNV only shares candidates’ profiles with partners requesting the services of UN Volunteers. Therefore, we advise you to ensure that all sections of your UNV profile are complete, accurate and up to date.
My Page ROSTER NUMBER - 1134227 - Candidate under consideration
My completed assignments: Special Calls | have applied for:
@ REQUESTNO. © ASSIGNMENT TITLE © ASSIGNMENT COUNTRY @ DATE @ REQUIRED ACTION © DOCUMENTS © AVAILABILITY DATE

ZWER000048 [ Finance Assoclate =§ Zimbabwe 10-01-2018 _ B
Upload Advanced Security Certificate

Step 3. Click “Choose File” button and select the file from the open file dialog box.

*Upload Vendor Form

Upload Document (VENDOR) * Choose File | Mo file chosen

(Optional) Additional Remarks

Step 4. Click on “Choose File” button to upload the vendor form. Enter (optional) additional

remarks for the task in the space provided.

Step 5. Click on “Submit” to save the changes and “Close” to abandon the task.

T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . . 5_4
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A notification will appear on the screen displaying the successful completion of the task.

UNTEERS MyPage MyProfle Tools (L) @Y Tinegomooooca- )

I *Upload Vendor Form" Task has been performed successfully. |

FAQ (7]
Your profile Is currently under consideration far a UN Volunteer assignment. Please nte that the outcome of a selection process Is Informed by emall only.
Welcome to UNW's ‘MyProfile’ platform. UNV only shares candidates’ profiles with partners requesting the services of UN Volunteers. Therefore, we advise you te ensure that all sections of your UNV profile are complete, accurate and up to date.
My Page ROSTER NUMBER - 1134227 - Candidate under consideration
My completed assignments: Special Calls | have applied for:
@ REQUESTNO. © ASSIGNMENT TITLE © ASSIGNMENT COUNTRY © DATE © REQUIRED ACTION © DOCUMENTS © AVAILABILITY DATE

ZWER000048 Finance Assoclate ‘9 Zimbabwe 10-01-2018 B
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5.13 Advanced Security certificate

After accepting the offer, as part of recruitment formalities the candidate is required to

upload advanced security certificate on your workbench. The document can be uploaded

by clicking on “Choose File” button and a reason can be specified for the action.

Step 1. Login to MyPage -> My assighment proposals.

Step 2. It opens the page displaying a list of assignments for which the candidate has
been contacted.

Step 3. Click on “Upload Advanced Security Certificate” button under ‘Required Action’.

SELUNTEERS MyPage  MyProfile  Tools o “Tlnaoo X000 ~ e

FAG (2]

Your profile IS currently under consideration for a UN Volunteer assignment. Please note that the outcome of a selection process Is Informed by emall only.

Welcome to UNV's "MyPrafile’ platform. UNV only shares candidates' profiles with partners requesting the services of UN Volunteers. Therefore, we advise you to ensure that all sections of your UNV profile are complete, accurate and up to date.

My Page ROSTER NUMBER - 1124227 - Candidate under consideration
P I ———
© REQUEST NO. © ASSIGNMENT TITLE ©@ ASSIGNMENT COUNTRY © DATE © REQUIRED ACTION @ DOCUMENTS @ AVAILABILITY DATE

ZWER000048 [ Finance Assoclate 9 Zimbabwe 10-01-2018 | | B

Special Calls
@ Special Calls =" eCampus
This section Is dedicated to special calls which are posted under the link In the upper right hand corner. UNV provides Its candidates and volunteers with leaming opportunities via its eCampus platform:
We only post assignments here when seeking candidates fer a specific area of professional expertise eCampus.

ME  andior far prolects that reauire larner numbers of LN Volinteers

Step 4. It opens up a pop up window as shown below:

Advanced security certificate
Choose File | Mo file chosen

Upload Document (ASCER) ~ a
R

{Optional} Additional Remarks

b

[

m Close

a.Choose File- Click to upload the advanced security certificate.
b. (Optional) Additional Remarks- Enter the comments along with uploading the

document.

Step 5. Click “Submit” button to save the changes or otherwise click “Cancel” button to
abondon the task.

A message appears after the successful execution of the task.
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"Advanced Security Certificate” Task has been performed successfully.

5.14 Certificate of Service

Candidate can download a copy of “Certificate of Service’’ at the end of an assignment by

clicking on ‘Documents’ under ‘My Completed assignments’ on ‘My page’.

l\‘;gLUNTEERS DoA My page My profile o n subh.rest subhash-chandra e

Candidate deceased. Lorem ipsum dolor sit amet,consectetur adipisicing elit. Debitis fugit perferendis repellat ex expeditadoloremque ullam tempora magni nostrum amet quia nisi sit, quas, optioconsequatur
rerum iure facilis harum.

UNV only shares candidates’ proflles with partners requesting the services of UN Volunteers. Therefore, we advise you to ensure that all sections of your UNV profile are complete, accurate and up to date.

My Page ROSTER NUMBER - 1107170 - Active
My assignments Advertisement | have applied for
©@ RequestNo. @ Assignment Title © Assignment Country @ Date © Required Action @ Documents @ Availability Date
INDROO1202 Test assignment title 3‘ India 19-12-2017 No Action Required B 20-12-2017

AFGRO01413 [& test template @ Afghanistan 05-03-2018 No Action Required 28-03-2018

Choose ‘UNV Certificate of Service’ from a list of Post Docs and click on ‘Download’ to

download a copy of it.

Assignment Docs
Request No. AFGR001413, Roster No. 1107170

Post Docs

CERTIF_20180328_1.pdf
UNV Certificate of Service
28-03-2018 15:47

COVER_20180306.pdf
Offer to candidate
06-03-2018 12:23 , created by: UNV_Auth_Approver

COS_20180306.pdf
Conditions of Service
06-03-2018 12:23 , created by: UNV_Auth_Approver

COSIUV_20180306.pdf
Offer
06-03-2018 12:22, created by: UNV_Auth_Approver
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The PDF format of your certificate of service will get downloaded at your end.

certif_20180328_1.pdf

CERTIFICATE OF SERVICE

FOR

Mr. subb.rest
Country of Assignment : Afghanistan

Contract Start: | Contract End:
Roster Number:

In recognition of your service as a UN Volunteer and of the contributions that you have
made to the cause of peace and during your with
UNV.

Olivier Adam
Executive or
United Nations Volunteers

We are

inspiration
% 5 NV is saminsterod by the
in action United Nations Development Programme (UNDP)

United Nations Volunteers (UNV) programme
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6 Task List as a Volunteer

A UN Volunteer is a potential candidate, who signs an offer of assignment and a UN
Volunteer contract to perform his assignment until contract end date. The candidate
becomes a volunteer on reaching the ‘Arrival of Volunteer’ state in the high level VMAM
workflow. The only task to be performed by the volunteer through his/her own workbench
is “Interested in another assignment”. This task appears in the ‘End of Assignment’ step of

the high level workflow.

A B Cc D F G H |
Regi an Candi Pool i an Identificaion Preparean Arrival of Assignment] End of
Appli Mai Aagi Offer M Assi |
|
WORKFLOW STEP TASK NAME

I Interested in another assignment

6.1 Willing for another assignment

Through the click of this button, you can inform the authorities about your willingness to be
a part of another assignment. The below screen is an illustration of how the ‘MyPage’ of the

candidate looks like after the candidate is selected for an Assignment.
Step 1. Login to your MyPage.

Step 2. Click “interested in another assignment” present on the My Page under Candidate

State i.e. “Candidate Serving”.

OLUNTEERS My page My profile Tool o nsmraugllﬂauunmv e .
ZI)
site.CAN-VOL-HELPTEXT
UNY only shares candidates’ profies with partners requesting the services of UN Volunte=rs. Therefore, we sdvise you o erstire that all s=ctions of your UNY profil are complete, accurate and up to date
My Page ROSTER NUMBER - 884435 - Candidate Serving ~
My Completed assignments Advertisement | have applied for
© Reguest No. © Assignment Title @ Assignment Country © Date © Reguired Action © Documents @ Availability Date
INDROG0322 3 Assignment Title - Indla 06-09-2016 No Action Required B 16-09-2016
T. +49 (0) 228-815 2000 A. Platz der Vereinten Nationen 1, 53113 Bonn, Germany . . . N 5.9
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Step 3. It opens the below pop up window:

interested in another assignment

(Optional) Additional Remarks

Enter the (Optional) Additional Remarks for the task in the space provided.
Step 4. Click “Submit” button to save the changes or “Close” to abandon the task.

A message appears on the screen after the successful completion of the task.

Mypage Myprofle Tool o nsnnmgupmgupmu e

9 UN
Lol VOLUNTEERS

| “Interested In Another Assignment” Task has been performed successfully. |

site.CAN-VOLHELPTEXT

UNV only shares candidates' profiles with partners requesting the services of UN Volunteers. Therefore, we advise you to ensure that all sections of your UNV profile are complete, accurate and up to date.

ROSTER NUMBER - 884435 - Candidate Serving

My Page

NS ——
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7 Special Calls

It refers to the recruitment of candidates on assignments published on the UNV website.
This is refered to as ‘Special Calls’. Candidate can then submit their applications for these
assignments listed as advertisements. To facilitate submission of application, the interested

applicant will need to create a profile in VMAM. (Refer Candidate Signup to understand the

process of account registration).
Step 1. Login to ‘MyPage’.

The Special Calls section is visible on the ‘My Page’ of the candidate or volunteer.

Speclal Calls
@ Special Calls

This section 15 dedicated to special calls which are posted under the link In the upper right hand cormer.
We only post assignments here when seeking candidates for a specific area of professional expertize
and/or for projects that require larger numbers of UN Volunteers.

To view the descriptlon of assignment In which you are Interested, please click on the ‘Apply” button. If your
profile fits the assignment description, you can then click on the “Submit my application” at the bottom of
the description.

MNote:
If you are applying to more than one Speclal Call Code, please state your order of preference In the
‘Additlonal Remarks' sectlon of your profile.

Step 2. Click on ‘Special Calls’ link under Special Calls section present at the bottom
right corner.
The users can click on the link available that redirects them to an external website

displaying a list of advertisements that he/she can apply for.

In order to apply for UNV assignments marked as advertisements, click “Special Calls ” link

as shown below:
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Speclal Calls
@ Special Calls

This section Is dedicated to special calls which are posted under the link In the upper nght hand corner.
We only post assignments here when seeking candidates for a specific area of professional expertise
and/or for projects that require larger numbers of UN Volunteers.

To view the description of assignment in which you are Interested, please click on the ‘Apply” button. If yvour

profile fits the assignment description, you can then click on the *“Submit my application” at the bottom of
the description.

MNote:

If you are applying to more than one Special Call Code, please state your order of preference In the
Additional Remarks' sectlon of your profile.

It redirects the candidate to a page wherein the advertisement can be applied simply by

clicking on “Apply” button. All applied Special Call assignments will appear on the “Special
Calls” Page .

Step 3. It opens another page displaying a list of assignments created as advertisements.

© Request & Advi No. © Assignment Title

© Comments - @ Expiry Date @ Action
AFGRO01359-2136 Test assignment title 2019-02-15 Apply
INDROO1061-2145 dsihiosejiojo 2019-02-15
INDROD0S40-2207 automated DoA 2018-02-22 Apply
INDROO1216-2210 automated DoA 2019-02-15 Apply

Showing 1to 4 of 4 entries.

Step 4. Now, it is the candidate’s choice to apply for an assignment of his/her choice.

Step 5. Click “Apply” button present next to the assignment in which candidate is

interested in.

Search:

@ Request & Advt No. @ Assignment Title

© Comments » @ Expiry Date @ Action
AFGR0O01359-2136 Test assignment title 2019-02-15 Apply
INDROO1061-2145 dsihiosejiojo 2019-02-15 Apply
INDROD0940-2207 automated DoA 20180222
INDROO1216-2210 automated DoA

2019-02-15 Apply

Showing 1to 4 of 4 entries

Step 6. The assignment page opens up giving complete information about the assignment

as shown below:
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UN VOLUNTEER DESCRIPTION OF ASSIGNMENT

AFGR0O01359 Test assignment title

Country of Assignment

General Description

Volunteer Category
Number of Volunteer

Duty Station

Duration

Expected Starting Date

Living Conditions

Strategic Development Goals
UNV Focus Area

Need Driving Licence

Assignment Place Remarks

Assignment Details

Assignment Details
Required Experience

Experience Remark

Area Expertise

Area Expertise Requirement

Language Skills
Competencies & Values

Task description

Results/Expected Outputs

Education — Required Degree Level

Education - Additional Comments

Agency Details

Organizational Context & Project Description

Afghanistan

International Youth

Kabul [AFG]
Mazar-l-Sharif [AFG]

Until 20-09-2017

Immediate

2. Zero Hunger

Securing access to basic social services

No

Test assignment title

24 months

« g relevant UNV and exteral publications and take active part in UNV activities (for instance in events that mark International Volunteer
Day)

» Be acquainted with and build on traditional and/or local forms of volunteerism in the host country

« Reflect on the type and quality of voluntary action that they are undertaking, including participation in ongoin

Crisis and conflict prevention, mitigation, reselution and reconciliation Mandatory

« grelevant UNV and external publications and take active part in UNV activities (for instance in events that mark International Volunteer
Day)

+ Be acquainted with and build on traditional and/or local forms of volunteerism in the host country

« Reflect on the type and quality of voluntary action that they are undertaking, including participation in ongoin

Chinese (Mandatory) , Level - Fluent

Accountability

« grelevant UNV and external publications and take active part in UNV activities (for instance in events that mark International Volunteer
Day)

« Be acquainted with and build on traditional and/or local forms of volunteerism in the host country

« Reflect on the type and quality of voluntary action that they are undertaking, including participation in ongoin

« g relevant UNV and external publications and take active part in UNV activities (for instance in events that mark International Volunteer
Day)

« Be acquainted with and build on traditional and/or local forms of volunteerism in the host country

« Reflect on the type and quality of voluntary action that they are undertaking, including participation in ongoin

Results/ Expected Outputs TAET 123

« The development of capacity through coaching, mentoring and formal on-the-job training, when working with (including supervising)
national staff or (non-) governmental counter-parts, including Implementing Partners (IPs); - Age, Gender and Diversity (AGD) perspective is
systematically applied, integrated and documented in all activities throughout the assignment - A final statement of achievements towards
volunteerism for peace and development dur-ing the assignment. such as reporting on the number of volunteers mobilized, activities
participated in and capacities developed

TechnicalVocational diploma

« g relevant UNV and external publications and take active part in UNV activities (for instance in events that mark International Volunteer
Day)
Be acquainted with and build on traditional and/or local forms of volunteerism in the host country

Reflect on the type and quality of voluntary action that they are undertaking, including participation in ongoin

g relevant UNV and exteral publications and take active part in UNV activities (for instance in events that mark International Volunteer
Day)
Be acquainted with and build on traditional and/or local forms of volunteerism in the host country

Reflect on the type and quality of voluntary action that they are undertaking, including participation in ongoin

Submit my Application
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Step 7. Click on “Submit my Application” button present at the bottom of the page.

Once submitted, a message appears displaying successful application for the Special Call.

Special Calls is successfully applied.
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