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Agenda 

• Values and Competencies 
 
• Why Competency-based Interview 

 
• The CAR(L) Principle 

 
• How to Prepare for an Interview (Do’s and Don’ts) 
 
• Exercises (Teamwork, Planning & Organization) 
 
• Additional resources 
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 Values and Competencies 
• Values: 

o Shared principles and beliefs that underpin the 
organization’s work and guide actions and 
behaviours of staff 
 

• Competencies: 
o Skills, attributes and behaviours directly related to 

successful job performance 
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 Values and Competencies 
(continued) 

Core Values Core  
Competencies 

Managerial  
Competencies 

o  Integrity 
o  Professionalism 
o  Respect for     

Diversity 

o Communication 
o Teamwork 
o Planning and 

Organizing 
o Accountability 
o Creativity 
o Client 

Orientation 
o Commitment to 

Continuous 
Learning 

o Technological 
Awareness 

o Vision 
o Leadership 
o Empowering Others 
o Managing 

Performance 
o Building Trust 
o Judgement and 

Decision-making 
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  Why competency-based interviews (CBI)? 

• Competencies are forward-looking; they describe skills and 
attributes that staff and managers need to build human 
capital and meet future challenges 

• Competencies help organizations clarify expectations and 
define future development needs 

• CBI questions ask about past professional experiences that 
can demonstrate that the applicant is competent 

• The theory is that if you can demonstrate that you have done 
it in the past or have learned from the past, chances are that 
you will be able to do it in the future 

• When assessing the applicants’ responses, panels will ascertain 
the depth and complexity of the responses given by 
applicants 

• CBI is sometimes referred to as behavioral or situational 
interviewing 
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  CAR (L) Principle 
• Context: 

o You will be expected to give an overview of the situation: what 
the situation was about, how you first got involved, what were the 
key events and the time frame 

 
• Actions 

o You will be expected to cover significant events, specific 
instances, that were clearly attributable to you rather than the 
team 

 
• Results 

o What was the outcome, impact or results of your actions: You 
may be asked questions such as “how did it turn out”? “What was 
the final result?” 

 
• Learning 

o What did you learn from this experience? 
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 Prepare for the interview 
• Preparing for the interview: 

– Learn as much as you can about the 
organization (mandate, publications, 
organigrame, strategic directions, news, etc.) 

– understand the position and look at the 
competencies in the job opening 

– review the application/PHP and select real 
examples matching their accomplishments to 
the competencies (i.e. how did they work in a 
team, solve conflict, mobilize resources, etc.) 

– Practice, practice, practice beforehand (refer to 
your application and the requirements of the job 
opening) 
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 During the interview: do 
• If invited to an interview: 

– face-to face, body language, few suggestions: 
• Dry firm hand shake at beginning and end of interview, 
• maintain eye contact, 
• replies should be concise and to the point  and 
• overall just try to look and feel relaxed. 

 
– telephone (or Skype/VTC) make sure you are in a private 

location and equipment is working 
 

• In both cases: 
– Listen carefully to the complete question. Ask for 

clarification if a question is not clear 
– Provide concrete examples that show you were able to 

handle a situation and/or learned from it 
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  During the interview: do not 
• During the interviews candidates should not: 

 
– Answer in the hypothetical way 

 
– Talk about “we”, rather talk in the “I” 

 
– Espouse theories or values (“waffling on”) 

 
– Make blanket generalizations or statements 

about the future 
 

– Interrupt the panel 
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Sample questions on 
Teamwork 

• Describe to us a successful teamwork work 
experience 

o What was the situation? 
o What was your role? 
o What made the team successful? 
o How did you handle any disagreements within the 

team? 
o What were the results? 
o What did you learn from the experience? If you had 

to do it again what would you do differently? 
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Sample questions on 
Planning and Organizing 

• Tell us about a time you had to organize or plan a major 
event 

o What was the nature of the event? 
o What was your role? 
o How did you plan and organize the different actions 

to  carry out? 
o How did the event turn out? 
o Reflecting back, what did you learn from the 

experience? If you had to do it again what would 
you do differently? 
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Sample questions on 
Planning and Organizing  

(continued) 

• Tell us about a time where you had a number of 
demands being made on you at the same time? How 
did you handle it?  

o What was the situation? 
o What was your role? 
o How did you plan and organize the different actions 

to  carry out? 
o What were the results? 
o What did you learn from the experience? If you had 

to do it again what would you do differently? 



Additional resources 

https://careers.un.org/lbw/home.aspx?viewtype=AYI 
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                                  Serving the World 

 
 
Military & Police 
Recruitment Campaign  
 
How to prepare the submission  



What Forms Nominees Should Submit? 

1. United Nations Personal History Profile (PHP), P-11 
 

2. Employment Record (Supplementary Sheet), if needed 
 

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

 

Each nominee should complete the following 3 forms:  

1 2 3 



3 3 

Before filling the forms… 

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

 
 Improve their ability to position themselves to 

meet the needs of the hiring office; 
Save time and reduce frustration that results 

from applying to jobs which do not match their 
strengths, aspirations and personal 
circumstances. 
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Understanding the Job Opening (JO) 

1. Title 
2. Organizational Setting and 

Reporting 
3. Responsibilities/functions 
4. Competencies 

– Professionalism 
– Planning and Organizing 
– Teamwork 
– Communication (for P-4 and 

above), when applicable 
5. Qualifications: 

– Education 
– Experience 
– Languages 

6. Assessment Methods 
– Written Test  
– Competency Based Interview 
 

All JOs are organized in the following 5 sections: 
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Form 1:  UN Personal History Profile (PHP), P-11 
 
 
• Each nominated candidate must complete 

and sign the UN Personal History Profile 
(PHP), P-11 
 

NOTE: 
Incomplete and unsigned P-11 forms  

 will not be accepted 
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Form 1:  UN Personal History Profile (PHP), P-11cont. 

 
• Personal Information 

 
• Education and Publications 
 
• Employment History – in detail in the next slide 

 
• Languages 

 
• References 

Information requested from the nominees  
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Employment History 
Description of Duties 

 
• Duties: 

o What is done in current job 
 

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

• Use of Grammar 
o Current job:  present tense 
o Past job (s): past tense 

Summary of Achievements 
 

• Achievements: 
– How well performed in the 

job                                        
– Provide specific examples 

where an impact or 
contribution was made in 
the positions held 

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

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

• Candidates should: 
– be truthful, accurate and specific 
– make words count 
– proofread before finalizing/signing 

 
 

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

 
• The supplementary sheet should be used to include 

additional working experience  
 

• If applicable, for each candidate nominated for a 
post, a duly completed and signed employment 
record form (supplementary sheet) may be 
required 
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Sample 

Form 2: Employment Record Form 
      (Supplementary Sheet) 
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Form 3: Employment and Academic Certification 
(Attachment to P-11) 

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

 NOTE: 
Incomplete and unsigned forms  

will not be accepted 
 

• The Certification must contain details on the candidate’s 
military/police academic degree/courses and employment 
record as well as his/her rank and commission date (for 
military officers) or date of enlistment/entry to service (for 
police officers). 
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Form 3: Employment and Academic Certification 
(Attachment to P-11) Sample 
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Form 3: Employment and Academic Certification 
(Attachment to P-11) 

Part to be signed by candidate - Sample 
(continuation) 
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Form 3: Academic and Employment Certification 
(Attachment to P-11) 

Part to be signed by the relevant authority - 
Sample (continuation) 
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Serving the World 

 
Military & Police 
Recruitment Campaign – 
2016 Phase I 
The workflow process 
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In the presentation: 
  
• Background on Secondment Campaigns 
• Workflow process overview 
• Job Openings 
• Submissions 
• Screening and Short-listing 
• Assessment and Selection 
• Successful candidates 
• Communications 



3 

 
Background 

on Secondment 
campaigns and 
process workflow 
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Background on Secondment Campaigns 
 • A Military and Police “Secondment campaign” is normally 

conducted once or twice a year depending on available Job 
Openings (JOs) 

 
• The nominated candidates: 

– must be in active Military or Police Service 
– if selected, will be required to be officially seconded to the UN 

 
• The usual period seconded military/police officers may serve in posts 

financed by the support account for peacekeeping operations 
requiring active military/police service, is 2 years. A third can be 
approved based on the performance and need of the office by the 
Hiring Managers. Exceptionally a fourth and final year extension can 
be approved by the USG DPKO/DFS. 
 

• Nominations of military and police officers who are currently on 
secondment to the UN are not allowed. 
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Job Openings 

 



7 

Job Openings 
 

• Job Openings (JOs) for the Military and  Police Campaign are 
advertised via a Note Verbale which is sent to all  Permanent 
Missions. 
 

• The Note Verbale is distributed by the DPKO/DFS Executive 
Office by:  

 
– E-mail to the generic email of all Permanent Missions in New 

York as listed in the UN Blue Book; 
 

– Email to the focal points in all Permanent Missions. 
 

• JOs in English and French are circulated for 90 days. 
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Note Verbale 
• Specifies: 

 
– deadline date 

for application 
 
– number of 

positions 
available 

• Includes: 
– Notification procedures 
– United Nations Personal 

History Profile (PHP), P-11 
– Employment and Academic 

Certification (Attachment to P-11) 

– Employment record 
(Supplementary Sheet) 

– Excel sheet to list the 
candidates nominated for 
each JO 

– Job Openings in English and 
French 
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2016 Military and Police Campaign – Phase I 
 (29 February 2016 to 31 May 2016) 

 
 

 
Phase I of the 2016 Military and Police Campaign includes 
23 posts for 18 JOs: 
 
Office of Military Affairs: 
 

P-5 Level 
 Chief of Service, Force Generation Service  
Senior Assessment Officer  
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Office of Military Affairs: 
P-4 Level 

Peacekeeping Affairs Officer  
Planning Officer, FGS (3 posts)  
Planning Officer, MPS (Maritime) 
Planning Officer, MPS (2 posts) 
Military Liaison Officer  

 
P-3 Level 

Assessment Officer  

Military and Police Campaign 2016 
Posts Continued 
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OROLSI, Police Division: 
 
P-5 Level 

Senior Police Liaison Officer  
 

P-4 Level 
Training Adviser 
Police Officer (2 posts) 
Police Selection and Recruitment Officer  
Police Liaison Officer  

 
P-3 Level 

Police Officer (2 posts) 
Police Selection and Recruitment Officer 

 

Military and Police Campaign 2016 
Posts Continued 
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OROLSI, Criminal Law and Judicial Advisory Section: 
 

P-4 Level 
Corrections Policy Officer  

Military and Police Campaign 2016 
Posts Continued 
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DPET (Policy, Evaluation and Training Division): 
 
Integrated Training Service: 

P-4 Level 
Military Training Officer  
 

P-3 Level 
Military Training Officer 

 

Military and Police Campaign 2016 
Posts Continued 
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Submissions 
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Submission of nominated Candidates 

• All nominated candidates must be submitted in one 
single submission via one Note Verbale in 
accordance with the deadline date of the JO. 
 

• Each submission must contain the excel form 
“Phase 1 of the 2016 Campaign - Application Sheet 
- List of Candidates by Permanent Missions” duly 
completed, listing the names and ranks of all the 
nominated candidates for each JO. 

 
 



16 

Submission of Nominated 
Candidates (continuation) 

• In addition, for each nominated candidate: 
 

– A United Nations Personal History Profile (PHP, Form P.11) 
and if needed an Employment record (Supplementary 
Sheet), duly completed and signed by the candidate  
 

– Employment and Academic Certification (Attachment to 
Personal History Profile (PHP, Form P.11), duly completed and 
signed by the candidate and certified by the relevant 
Local Authority of Member States indicating the 
candidate’s graduation from required 
academic/military/police institution as well as his/her rank 
and commission date (for military officers) or date of 
enlistment/entry to service (for police officers). 
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Delivery and Receipt 
• Submissions must be: 

1. hand-delivered by an official from the Permanent Mission to 
the designated official in the Executive Office DPKO/DFS as 
provided on the Note Verbale 

    Or 
2. Emailed to dpko-dfs-secondmentrecruitment@un.org inbox  

 
 NOTE: No submissions are accepted via mail or fax  

 or after the deadline 
 
• The designated official in DPKO/DFS EO confirms receipt 

of the submissions by signing-off on a copy of the duly 
completed excel form (the original remains with the 
DPKO/DFS EO). 
 

 

mailto:dpko-dfs-secondmentrecruitment@un.org
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Screening 
& 

Shortlisting 
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Initial Screening 
• For each submission by a Permanent Mission, the 

DPKO/DFS EO: 
 
– checks that the JO is reflected on the excel sheet 

form titled “Phase 1 of the 2016 Campaign - 
Application Sheet - List of Candidates by Permanent 
Missions” 
 

– matches the information on the excel sheet form with 
the number of nominated candidates received from 
that Permanent Mission 
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Initial Screening 
(continuation) 

• For each JO, the DPKO/DFS EO completes the following: 
 

– reviews the documentation for each nominated 
candidate to ensure that all the required forms are 
duly completed and signed, and that the 
Employment and Academic Certification is attached 
 

– records all information into Nova, the HR system used 
to manage the military and police recruitment 
campaign.  

 
– provides substantive offices with access to JOs and to 

candidates for the preliminary evaluation and short-
listing  
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Preliminary Evaluation & Shortlisting 

 
• Once hiring managers in DPKO/DFS receive access to 

JOs and applicants they: 
 

– conduct a preliminary evaluation of the education, 
work experience and knowledge of languages of all 
nominees 

 
– determine the shortlists 

 
– Submit short-listed candidates to DPKO/DFS EO for 

approval of eligibility 
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Assessment 

&  
Selection 
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Substantive Assessment – written test 
• Upon confirmation from DPKO/DFS EO that the shortlisted 

candidates meet the required qualifications of the JOs, the 
hiring manager in DPKO/DFS proceeds with the substantive 
assessment. 
 

• Short-listed candidates will be approached directly for 
scheduling of written test, if required, and of an interview. 
 

• Assessment Panels are normally composed of three members, 
with two being subject matter experts at the same or higher 
level of the JO, and at least one being female.  
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Substantive Assessment 
(continuation) 

 
• Substantive assessment methods may include a 

technical test, a written exercise, a case study, a 
presentation, a simulation exercise, an essay exercise, 
or another exercise to measure a particular set of skills 
commensurate with the position, followed by a 
competency-based interview. 
 

• Assessment exercises are conducted in strict 
confidence. 

 
• Concerned Permanent Missions are required to confirm 

the availability of the candidates to participate and 
advise the candidates in advance. 
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Substantive Assessment - Competency-Based 
Interview 

 
• Short-listed candidates are contacted directly to schedule an 

interview. 
 
• Candidates are notified at least 5 working days in advance. 

 
• The invitation includes the date and time and means of the 

interview (telephone, video conference, face-to-face). 
 

• A separate presentation provides details on competency-
based interviews and tips on how to prepare. 
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Recommendations 
 

• Following the substantive assessment of the 
shortlisted candidates, recommendations are 
submitted to the USG DPKO/DFS by the Hiring 
Manager through the Executive Office of DPKO/DFS. 
 

• Effective from the 1st Phase of the Military/Police 
Campaign 2011, cases are no longer submitted to 
the Central Review Bodies. 
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Selection Decisions 
 
• Selection decisions for each JO are approved by the Under-

Secretary-General of DPKO or DFS. 
 

• Once a selection decision is made: 
 
– A fax/NV is sent from Office of Military Advisor or Police 

Division to the Permanent Mission, to notify them that their 
candidate was either recommended for selection, 
recommended for the roster  for a period of one year, or 
was not successful. 

– The official offer of appointment is sent to the candidate 
from OHRM. 

 
• At the end of a campaign, the Permanent Mission will be 

provided with the consolidated results for all JOs of their 
recommended candidates. 



28 

Successful 
Candidates 
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Terms of Appointments 

• Effective from Phase I, Military/Police Campaign-2011 
selected candidates: 
 
– are issued fixed-term appointments for a period of two 

years limited to service on posts financed by the support 
account for peacekeeping operations requiring active 
military/police service; 

 
– are considered external candidates when applying to 

other UN civilian JOs. 
 

• Seconded officers who apply to civilian JOs at the professional 
level within the Organization must meet all academic and 
experience requirements as listed in the JO. 
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Background Checks 
 

• Effective from Phase II of the 2011 Military and Police 
Campaign: 
 
– background checks for selected candidates are not 

performed by OHRM – this information is now certified 
on the Employment and Academic Certification form 
by the relevant Local Authority of Member States. 
 

– all  seconded officers who apply to civilian JOs at the 
professional level within the Organization will be 
subject to background checks on par with other 
applicants. 
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Communications 
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• Communication regarding a Military and Police 

Campaign is done through the Permanent Missions only.   
 

• Queries from recommended candidates are not 
entertained. 

 
• For each Military and Police Campaign the contact 

information of the key focal point in the Executive Office 
DPKO/DFS will be provided to Member States. 
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