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Agenda
• Recruitment process, an overview

• Searching for job openings at the ILO

• Before preparing your application

• Preparing for an interview

• On the day of the interview

• Additional readings

• Q&A
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Searching for 

Job Openings 

at the ILO… 

Returning applicants, please log in

Not registered? Register here



1. Fill out 

each 

section of 

your 

application

2. Look for the vacancy of your interestSearching for 

Job Openings 

at the ILO… 
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Click to submit your 

application

Searching for 
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SUBMIT MY APPLICATION



• Is now the right time for me to apply, taking into account 

my professional and personal situation?

• What interests me concretely about this job?

• Do I have a thorough understanding of what the job 

entails?

• Do I need to speak to people about it?

• Consider your strengths & development areas

Before 

applying…



Experience

Languages

Education

•Do I have the 

required training / 

degree?

•How many years 

of relevant work 

experience do I 

have?

•Do I have the 

level of proficiency 

required?

Before 

applying… 
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Cover 

“Motivation” 

letter o Open with a statement of interest

o Summarize your qualifications, experience and 
competencies relating to the specific position

o Close with a brief recapitulation

o Do not make it too long!

• Make it impressive and customize it
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Additional 

Tips…

• Be truthful, accurate and specific

• Make your words count

• Concisely explain duties from current and past jobs in 

order of relevance

• Write/edit in word processor

• Proofread, print application to check

• Save your applications!

• Avoid last minute application

• Do not apply for jobs for which you do not meet the 

minimum requirements! 

• Apply to a few vacancies that match well with your 

background and interest



Preparing for 

the interview • Think in advance of the questions that might be asked 

and prepare thoughtful answers.

• Remember that the panel/interviewers is/are looking 

for the best candidate for a particular job. Be prepared 

to explain why you are that person. 

• Focus on your qualifications and experience as well 

as your inner motivation. 

• Prepare behavioural examples from your experience

• Simulate the interview  with a friend



• Arrive early
• Take notes
• Listen carefully 
• Organize your ideas, show 

confidence
• Relax and stay positive!

On the day of 

the interview



Composition of the panel, location, length …

To assist the panel in making an informed decision about how 
successful you might be in the position available. 

Questions 

•Introductory questions “Motivational”

•Probing questions about your past experiences to determine 
your past performance, achievements and contributions. 

•Technical questions “Tell us about your experience in…”

•Competency based questions, based on the idea that past 
performance is the BEST Indicator of future performance! 

Interviews -

What to 

expect?



Preparation 

takes time 

(years!)

Start now!

• Importance of fostering knowledge of foreign 

language skills – oral and written

• 5-10 years of overseas experience, preferably 

in the area of your technical expertise

• Experience as an intern, young professional, or 

on a technical cooperation programme are 

good investments  

• Cultivate an international perspective!



ILO Quick tips for applications: Put your best foot forward!

ILO/Quick tips for interviews: Make a great impression!

Reading re. competency interviewing: 

• http://www.wikijob.co.uk/wiki/competency-based-interview

• Competency Based Interview 

• http://www.best-interview-strategies.com/competency-based-
interview.html

• Conquering Competency Based Interview Questions 

http://www.quintcareers.com/behavioral_interviewing.html

• Behavioral Interviewing Strategies for Job Seekers 

http://careerplanning.about.com/od/jobinterviews/a/beh_int_lng.htm

• Behavioral Interviews: It's Not What You Know, It's What You Did 

http://jobsearch.about.com/cs/interviews/a/behavioral.htm

Additional 

readings…



Useful 

Links www.ilo.org/hrd

About the ILO

https://erecruit.ilo.org/public/

Vacancies at ILO

http://careers.un.org/

website for Jobs at UN

http://www.jposc.org/

Overview on JPO / AE positions

http://www.unv.org/

UN Volunteers

http://www.onlinevolunteering.org/

Online Volunteering

http://www.ilo.org/hrd
http://www.ilo.org/hrd
https://erecruit.ilo.org/public/
http://careers.un.org/
http://www.jposc.org/
http://www.unv.org/
http://www.onlinevolunteering.org/


Q&A time…

• Visit www.ilo.org

• Thank you for time!

• Any questions?

http://www.ilo.org/

