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%€  Today’s objectives

* Introduction

* CV checklist- what to leave in and out
e CVformats and Sample CVs

* Contentofa CV

* LinkedIn VS CV

e Al’simpact on your CV

* Final tips for a successful CV
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Introduction

The purpose of this section is to get you thinking about your career to date and
how to best represent that on your CV.

&)

@ Is the CV dead? Will LinkedIn take over? We cover both the CV and LinkedIn in this
section. Both are still needed, but the key is keeping them consistent with each
other.

We link to a couple of exercises to help work out what you've enjoyed throughout
your career and how to represent that in your CV and LinkedIn profile.

We recommend that you initially create your CV as a record of what you've
done and then start to think about tailoring it for future roles, and this
section will help you with that.
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U[N| 14%6 Career appraisal

Reviewing your career to date is important to ensure
you make decision about your future career.

£ Valuation
Starting with your most recent job, think about the OUTSTANDING
following: ‘ Exce”ent
Job title

[ ] Very Good
Outline of the role

Key Achievements < D Average
How you felt about these achievement D BeIOW Average

Reasons for accepting the role
Reasons for leaving
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Career lifeline

g What were you doing?
= What skills were you using?
@ Highlights wnwy

P8

} Low points

O What were you doing?
Why was this a negative experience?
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MM 2-€  Achievements
I.T'JI}I

%‘

* Going back to the notes you've started on your most recent role.
*  You will have initially written down roughly what you did.
*  Now try to identify your achievements in the last role:

@What did you do? @ Timescales/when you did it
@ How did you do it? @ Outcome or result
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.. o for 230 (-'- . You should not include:
EE CV ChECkI I st Date of birth No — unless you have less than 5

years' work experience
Religion No
You should include: Referees No
Name Yes Marital Status No
- Sexual Orientation No
Telephone contact Yes - Mobile and/or home -
No. of children No
Personal email address Yes Political affiliations No
LinkedIn URL Get this from your profile and Reasons for leaving No
aste it to the top of your CV - -
P pory Any conflicts with employer, colleagues, etc. No
- Disabilities/ill health No- Include in covering letter if
Career history Yes affects ability to work
University / college education Yes Exaggerations Don’t make up a degree or anything
. to do with work!
Secondary school Yes — only if less than 5 years'
work experience Criminal convictions No — if required to disclose these
then do so in a covering letter or in
Professional memberships Yes person, but not onistra CV
Knowledge/Key skills section Some people like to highlight
this on their CV as a separate
Training & development Yes — if relevant - -
Address Better to include the location of
Publications, research, working groups Yes where you’d like to work
Voluntary work Yes Nationality / rights to work in UK If appropriate/necessary
- - - Driving licence If applicable for what you are
Hobbies and interests Yes —if relevant applying for
Photo Much debate on this - LinkedIn has
them, so why not on a CV?
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CV format

Chronological

Functional (Skilled based)

P11 UN
* Contractor
* Career gap

* Technical
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Chronological: Ideal layout

1.Name at the top

2. Contact details directly underneath
(can put both these in Header and embolden and increase size of font)

3. Profile statement
4. Option: skills listing

5. Career history and achievements: most recent first with
more detail for previous 7 — 10 years

6. Professional qualifications and training

7. Education (for some roles eg education and law) it can be preferred to
be straight after profile statement
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CV Samples

Name X000
Address g a's % W00

Tel Home: pogemppouerr.  Mob: wooesrpeserrpes Email:

A PREMISES & FACILITIES DIRECTOR

OBJECTIVE

Seeking to continue to utilise extensive experience and skills and secure & challenging .....................

AREAS of PARTICULAR SKILL, KNOWLWDGE and EXPERTISE

First Area of Expertise

*  Achievement Statement ...

#  Achievement Statement .

*+  Achievement Statement .

*  Achievement Statement .

Second Area of Expertise

*  Achievement Statement .

*+  Achievement Statement .

*  Achievement Statement .

*  Achievement Statement .
Third Area of Expertise
*  Achievement Statement .

*  Achievement Statement .

*  Achievement Statement .

*  Achievement Statement .

*  Achievement Statement .

*  Achievement Statement .
Fourth Area of Expertise
*  Achievement Statement .

*  Achievement Statement .

*  Achievement Statement .

*  Achievement Statement .

YOUR ﬂl‘h/\l/!’ OUR PASSION™

Name XXXCXXXXXXXXX - Page 2

AREAS of PARTICULAR SKILL, KNOWLWDGE and EXPERTISE (Continued)

Fifth Area of Expertise
*  Achievement Statement ...

#  Achievement Statement

#  Achievemant Statement

Achievemant Statement

Sixth Area of Expertise
»  Achievement Statement

#  Achievemant Statement

»  Achievement Statement
CAREER HISTORY

2014 — to date: C
A global provider of ...

18 —to date: Job Title oo
Promaoted following the marge
——reporting to the

14 — 2018:

2005 — 2014:

1989 — 2005: p
An organisation involved in .

Job Title.

QUALIFICATIONS

COURSES

MEMEBERSHIP§

LANGUAGES




d 7., € amples
M 3,%F

FULL NAME - CENTURY GOTHIC SIZE 16 IN CAPS

FULL HAME
ADDRESS/LOCATION: TEL:  EMAIL  LinkediN:
Employment Years: Company, Locafion if required - Century Gothic. size 5, bold, purple
Job Tille - Cenbhury Gothic, sire 7, bold, white_
+  Bullet text— Cenfury Sothic, sz 7.
[Eazetal
PROFILE - HEADINGS = CENTURY GOTHIC SIZE 10 PURPLE IN CAFS

Profile text - Century Gothic, size ¥, bold, ceniral aignment.

SKILLS HIGHLIGHT CORE COMPETENCIES
+  BUleT texs - Cenury Gothic, size 7. +  Bullet text - Century Gothic, size 9.

Employment Years: Company, Locafion if required - Cenfury Gothic. size 7, bold, purple
Job Tille — Cenbury Gothic, size ?, bold, white.

=  Bullet taxt — Cantury Sothiz, 572 7.
LoGO

CAREER HISTORY

Employment Years: Company, Locafion if required - Cenlury Gothic, size 7. bold, purple
Job Tille — Cenbhury Gothic, size 7. bold, white.

Bullet fext — Century Gothic, sze 7.

LOGO - Employment Years: Company, Locafion if required — Cenfury Gothic. size 7, bold, purple
i ol Tille — Cenlury Gothic, size 7, bold, white.

googs .
ard ireart

in this

spoce.

Bullet taxt — Cantury Gothiz, Hze 7.
[EazeTe]

Employment Years: Company, Locafion if required - Cenfury Gothic, size 7, bold, purple

Job Tifle — Cenlury Gothic, size ¥, bold, white_
+  Bullet text — Cenfury Gothic, 512 7.
LoGE0

EDUCATION AND QUALIFICATIONS
aualificafion text - Century Gothic size 7, bold - Location

—Cantury Gothic, size 7. Year - Century Gothic size 7, bold
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e Skills based: Ideal layout

1.Name at the top
2. Contact details directly underneath (can put both these in Header and embolden and increase size
of font)

3. Profile statement

4. Between 3 and 5 sections which breaks your CV down into clear work areas that you have
experienced e.g. admin duties, managing people, customer service etc

5. Career history: Organisation, job role and dates. This can be in table format

6. Professional qualifications and training

7. Education (for some roles eg education and law) it can be preferred to

be straight after profile statement
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CV Samples

YOUR ﬂl"'MV!’ OUR PASSION™

FirsTNGme Surmame | JobTille | Location

Telephone Number | email address | jnksdln URL
Profile statement - this should be arcund 4 - 5 ines long and gunrRaEAss the key skils, knowledge and
expefsnce you have. Onyour first CV make this general about the mostrecent role you have and

then for subseguent varsions, when you ars applying forroles gusioiriss this fo use similar languagse
to that of the job adwvert so that you appedl to the reader.

Skills and Experience

Key Skl Title (For example Team Leadership)

= Addsome bullet points to show your achievements in this skill

= {Consider your career as o whole and think of tasks fprojects that reflect your expenence

= Typicaly have 3 skill secfions which you can rotofe depending on the role you are going for
Key Skl Title 2 (For example Trairing and Development]

= Addsome bullet points to show your achievemeants in this skill

= Coensider your career as a whole and think of tasks fprojects that reflect your experience

+  Typicaly have 3 skill secfions which you can rotate depending on the role you are going for
Key Skl Title 3 (For example Project Management)

*  Addsome bullet points to show your achievements in this skil

* Consider your career as a whole and think of tasks fprojects that reflect your experience

*  Typicaly have 3 skil secfions which you can rotaie depending on the role you are going for

Career Summary

List below the company name, job fitle and dates for the roles you have held throughout your
carser.

Company Mame, Job Title Yeor from =
Yeor to
Company MName, Job Title Yeor from =
Yeor to
Company Name, Job Title Yeor from =
Year to

Voluntary Work

= List any voluntary work or posifions you™ve held
*  Consider things ke Scout/Guide Leader, School Gowvemor, Fund Raiser, Sporfs Clubs and so on

Professional Qudlifications

List here any workrelated gualificafions that are relevant fo the work you are looking for next

Education

Dependng on the stage of your carser, you can add education here in o format as follows:
Echool or uriversity name, name of course, grades, date

Additional Inform ation

* Hobbies which may be ¢ good taking pointif you have spoce
* You can include languoces work permits and other such things i relevant fo youfihe job
applying for
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inkedIn

Why should you use LinkedIn?
* On-Line presence

* Networking opportunities- with over 200 million people

e Building your brand

My profile
* Should be a Live document
* Areplica of your CV

YOUR ﬂl‘h/\l/!’ OUR PASSION™

Understand LinkedIn groups and how to connect

@i GUALS

UNDP

International Affairs - New York, NY - 1,653,189 followers

See all 22,084 employees on Linkedin

Home About Posts Jobs Life People Videos

About
The United Nations Development Programme works in nearly 170 countries and territories, helping to achieve the
eradication of poverty, and the reduction of inequalities and exclusion. We help countries to develop policies,

leadership skills, partnering abilities, institutional capabilities and build resilience in order to sustain development...
see more

See all details

info@10Eighty.co.uk

Making the world of

work a better place

Hannah Nash BEY roiohty

Career and Transition Coach, Talent Management, Career Engagement

& Business Development Executive at 10Eighty (a successful Career Chichester College
and Talent management Consultancy)

Talks about #coaching and #career ment

London, England, United Kingdom - Contact info

https://10eighty.co.uk

681 followers - 500+ connections

7 N
Add profile section f\ More /)

Providing services 2 Show recruiters you're open to work — you X
Career Development Coaching control who sees this. °
Show details Get started

Suggested for you

© Private to you

o —| !sycurcument tleat10kightystll. ;¢ %Y Uinhlinkht unir clille fram 10Einhy X

Add profile in another 2]
language

Ad eee

in

See who's viewed your profile in the last
90 days

Restart Trial

People also viewed
Q Liz Sebag-Montefiore - 1st
‘ . #15 Most Influential UK. HR
Thinker 2022 | Career Coach |...

(= aaee\
'\'l Message )

Kris Thorne - st
Mindset Transformation Coach
& Facilitator | Empowering HR...

7 \
(7 Message )

Michael Moran [ - st
2 Career coach | Employee
Engagement Specialist | Talen...

e N
’(‘l Message )



P11- United Nations

1. Add all details as set out in the document.

2. Ensure you complete all sections in full and make sure if there are any you are
unsure of to contact the hiring manager.

3. More detail the better- Ensure you complete all sections in complete with as
much detail as possible. This is used for recruitment within the UN, and will be
viewed ahead of your CV.

4. This is a live document and should be updated as and when your career changes
or develops.

5. This document is only viewed by the recruitment person and is stored on a
secure system.
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UNITED NATIONS DEVELOPMENT PROGRAMME

Personal History Form

22. Languages —

Ability fo operate in the listed language(s) in a work environment

INSTRUCTIONS: Please answer each question clearly and completely. Type or print in ink. Read carefully and
follow all directions. If you need more space, attach additional pages of the same size.

1. Family name {surname)

2. First names

3. Maiden name, if applicable

4, Date of birth 5. Place of birth 6. Nationality at 7. List all your current | 8. Gender
day menth year birth nationality(ies)

Male [J Female [
9, Marital status Single ] Married [ Separated [ Widow(er) [ Divorced [

work or your ability to engage in air travel?

No [ Yes[ I ™ves" please describe:

10. Entry inte United Mations service might require assignment and travel to any area of the world in which the United
Matiens has responsibilities. Do you have/experience any condition/situation which might limit your prospective field of

11. Permanent address

Telephone No. Telephone No.

12. Present address if different from
that indicated in box 11

HomeMobile;
Work;

13. Telephone numbers

address:

14. Personal andior professional e-mail

15, Have you any dependents? Yes ] No[] Ifthe answeris “Yes®, give the following information:

Mame Date of birth

Relationship

MName

Date of birth

Relationship

any country other than that of your naticnality?
HNo O ves[O
If “Yes", which country(ies)?

16. Have you taken up legal permanent residence status in

Mo

17. Have you taken any steps towards changing your
present nationality?
O vesDO

If “Yes", explain fully:

Name

Relationship

18. Are any of your family members (spouse/partner, father/mother, brother/sister, son/daughter) employed in the UN
Commeon System, including UNDP? es [ Mo [ If "Yes", give the following information:

Name of Organization & Duty Station

following information:

19, Do you have any other (extended) family members employed by UNDP? Mo [ Yes [ If "Yes”, give the

Name

Relationship

Name of Unit & Duty Station

Yes[ No[d

20. Would you accept employment for less than six months?

21. Have you been interviewed for any UMDP posifions in
the last 12 months? If 50, for which post(s)?

indicate mother
tongue 1%
Read Write Speak Understand
1 none ] none ] none ] none
(] limited ] limited ] limited ] limited
(1 working knowledge | [ working knowledge | [ working knowledge | [] working knowledge
[ proficient (] proficient (] proficient [ proficient
1 none ] none ] ]
[] limited [ limited 0 0
(] working knowledge | [ working knowledge | [ working knowledge | [0} working knowledge
[ proficient (] proficient (] proficient [ proficient
1 none ] none ] none ] none
1] limited (] limited [ limited [ limited
(] working knowledge | [J working knowledge | [] working knowledge | [] working knowledge
(] proficient [ ] proficient [ ] proficient (] proficient
1 none ] none ] none ] none
(] limited ] limited 1 limited 1 limited
(] working knowledge | [ working knowledge | [ working knowledge | ] working knowledge
[] proficient (] proficient (] proficient [ ] proficient
1 none ] none ] none ] none
[] limited [ limited [ limited [ limited
(] working knowledge | [ working knowledge | [ working knowledge | [0} working knowledge
[ proficient [ proficient (] proficient [ proficient
] none (] none ] none ] none
[ limited O limited O limited O limited
] working knowledge | [J working knowledge | [J working knowledge | [] working knowledge
] proficient ] proficient ] proficient ] proficient
1 none 1 none 1 none 1 none
[ limited [ limited [ limited ] limited
] working knowledge | [ working knowledge | [ werking knowledge | [] working knowledge
] proficient [ proficient [ proficient ] proficient

23. For General Service support level posts only, indicate if you have passed the following tests:

UNIASAT — Administrative Support Assessment Test (formerly known as clerical fest):
Mo [Cves [ if “ves', date taken:

UNDP/AFT — UNDP Accountancy and Finance Test Mo [0 ves [ if “Yes®, date taken:

the application.

24, EDUCATION: Give full details - NE Please give exact titles of degrees in original language

Degrees claimed in the job application {even if they are not a requirement for the post) must be completed at the time of

UNDP only recognizes degrees and diplomas from educational insfitutions that have been recognized or othenwise
approved by competent authorities at the time that they were obtained. Degrees requiring little or no actual course work,
degrees awarded for payment of fees only, and degrees granting substantial credits for “lifetime achievements” or
“lifefwork experience” will normally not be recognized. Incemplete degrees are unaccepiable to UNDP, regardiess of
whether they are associated with a recognized higher educational institution.

A List all educational insfitutions attended, including secondary school, and diplomas/degrees or equivalent qualifications
cbtained (highest level education first). Give the exact name of the insfitution and the title of degrees, diplomas, efc.
[Please do not translate or indicate equivalent degrees).

Name, place and country

Attended fromito
Mo/Year Mo. Year

Degrees [ Diplomas
obtained

Main course of
study

In person or
online/remote ?

P11 - 19/08H1
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28. EMPLOYMENT RECORD: Starting with your present post, list in reverse order every employment you have had. Use

a separate block for each Include service in the armed forces and note any period during which you were not
m E gainfully employed. If you need more space, attach additional pages of the same size. Provide gross salary per annum

and indicate currency for your last or present post.

B. Post-qualification nq courses / learning activities Are you a current or former UNV? Yes [ Mo [ I "Yes®, please indicate roster number:
. | q 0
Name, place and country Type Attended from/to Certificates or In person or _ _
MolYear Mo. Year Diplomas onlinelremote? A.PRESENT POST (Last post, if not p y employ
obtained FROM TO SALARIES PER ANNUM FUNCTIONAL TITLE: As specified in your Letter of
Month/Year Month/Year | Starting (gross) | Final Appointment/Contract:
(gross)

UN grade of your post (if applicable):
(do not indicate equivalency)
Last UM step in your post (if

MAME OF EMPLOYER: TYPE OF BUSINESS:
EMPLOYMENT TYPE:
Full fime: [m]
C. UN Language Proficiency Exams (if any) ?:;T;T;Eﬁ;ct- %)
[ 100 Series [ 200 series | [ ALD/300 series
[0 Permanent 1 Indefinite [ Continuing
0 FTA OoTa O ssaA/IC
0 sc 0 uny [ _Other
ADDRESS OF EMPLOYER NAME OF SUPERVISOR:

E-mail Address and Telephone No. of Supervisor:

Dofdid you supervise staff? If so:
Mumber of professional staff supervised:
Mumber of support staff supervised:

- - - Description of your duties and related accomplishments:
D. UNDP Certification Programmes (if any)

Reasen for leaving:

BE. PREVIOUS POSTS (In reverse order i.e. most recent post first)

FROM TO SALARIES PER ANMUM | FUNCTIONAL TITLE: As specified in your Letter of
Month/Year Month/Year Final Appointment/Contract:
25. List membership of professional societies and activities in civic, public or international affairs (gross)

UN Grade of your post (if applicable):
(do not indicate equivalency)
Last UM step in your post (if

MAME OF EMPLOYER TYPE OF BUSINESS:
EMPLOYMENT TYPE:
Full time: [J
Part Time: [ ( %)
Type of contract:
f‘ft;é_imny significant publications you have written (do not attach them) or any special recognitions you have ] 100 Series oI 200 series o ALDI300 series
[0 Permanent 1 Indefinite [ Continuing
0 FrA gTa 0 ssarnic
0 sc 0 uny [ _Other
ADDRESS OF EMPLOYER MAME OF SUPERMISOR:

E-mail Address and Telephone No. of Supervisor:

Did you supervise staff? If so:
Mumber of professional staff supervised:
Mumber of support staff supervised:

27. Have you already been issued a UM Index Number? Mo [] Yes [ If “ves®, please indicate this number:

P11 - 19/08M11 4

P11 - 19/08M11
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Description of your duties and related accomplishments:

Reason for leaving:

FROM TO SALARIES PER ANNUM

FUNCTIONAL TITLE: As specified in your Letter of

Month/Year Month/Year Final

(gross)

Appointment'Contract:

UN Grade of your post (if applicable):
{do not indicate equivalency)

Last UN step in your post (if applicable):

FROM TQ SALARIES PER ANMUM

Monthfvear Monthfvear Final

(gross)

FUNCTIONAL TITLE: As specified in your Letter of
Appointment/Contract:

UN Grade of your post (if applicable):
(do not indicate equivalency)

Last UM step in your post (if applicable):

NAME OF EMPLOYER TYPE OF BUSINESS:
EMPLOYMENT TYPE:
Full fime: [
Part Time: [ ( %)
Type of contract:
] 100 Series [ 200 seriez | [ ALDY300 series
] Permanent 1 Indefinite [ Continuing
0O FTa OTa 0 ssallc
0 sc 0 unv [ Other

MAME OF EMPLOYER TYPE OF BUSINESS:

EMPLOYMENT TYPE:

Full time: [

Part Time: [ ( )

Type of contract:

] 100 Series [ 200 series | [ ALDV300 series

] Permanent [ Indefinite [ Continuing

O FTAa OTa O ssarlic

0 sc O Unv [ Other
ADDRESS OF EMPLOYER MNAME OF SUPERVISOR:

E-mail Address and Telephene No. of Supervisor:

ADDRESS OF EMPLOYER

MAME OF SUPERVISOR:
E-mail Address and Telephone No. of Supervisor

Did you supervise staff? If so:
Mumber of professional staff supervised:
Mumber of support staff supenvised:

Did you supervise staff? If so:
Mumber of professional staff supervised:
Mumber of support staff supernvised:

Description of your duties and related accomplishments:

Description of your duties and related accomplishments:

Reason for leaving:

Reason for leaving:

FROM TO SALARIES PER ANNUM

FUNCTIONAL TITLE: As specified in your Letter of

Month/Year Month/Year Final

(gross)

Appointment'Contract:

UN Grade of your post (if applicable):
{do not indicate equivalency)

Last UN step in your post (if applicable):

FROM TQ SALARIES PER AMNUM
Monthfvear Monthfvear Final
(gross)

FUMCTIONAL TITLE: As specified in your Letter of
Appointment/Contract:

UM Grade of your post (if applicable):

(do not indicate equivalency)

Last UN step in your post (if applicable):

MAME OF EMPLOYER

TYPE OF BUSINESS:

EMPLOYMENT TYPE:
Full time: [J]
Part Time: [ ( )

Type of contract:

] 100 Series [ 200 series | [ ALD/300 series
[0 Permanent [ Indefinite | [ Continuing
0O FTA OTa O ssa/Ic

[ sc O uny [ Other

NAME OF EMPLOYER TYPE OF BUSINESS:
EMPLCYMENT TYPE:
Full fime: [
Part Time: [ [ %)
Type of contract:
1 100 Series 1 200 series ] ALD/300 series
1 Permanent 1 Indefinite [ Continuing
O FTa oTa 0 ssalic
[ sc [ UNY ] Other

ADDRESS OF EMPLOYER

NAME OF SUPERVISOR:
E-mail Address and Telephene Mo. of Supervisor

ADDRESS OF EMPLOYER

MAME OF SUPERVISOR:
E-mail Address and Telephone No. of Supervisor:

Did you supervise staff? If so:
Mumber of professional staff supenvised:
Mumber of support staff supenvised:

Did you supervise staff? If so
Number of professional staff supernvised:
Number of support staff supenised:

Description of your duties and related accomplishments:

Reascen for leaving:

Description of your duties and related accomplishments:

FROM [ TO [ SALARIES PER ANNUM |

Reason for leaving:

P11 - 19/08/11
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People MonthiYear | Month/vear FUNCTIONAL TITLE: As specified in your Letter of EMPLOYMENT TYPE:

™ for 2030 o : . Full time:
ﬁ Appointment/Contract: Part Time:nl:l ( %)
=\ UN Grade of your post (if applicable): Type of coniract:
(do mof indicate equivalency) g g o
Last UN step in your post (if applicable): 100 Series 200 series ALD/300 series
Permanent Indefinite Continuin
mﬂ MAME OF EMPI TYPE OF BUSINESS: E FTA ETA E SSAIC 9
x O sc O uny [ Other
Emﬁ:ﬁ:’gzu.r TYPE: ADDRESS OF EMPLOYER NAME OF SUPERVISOR:
Part Timé: [m I %) E-mail Addre=s and Telephone No. of Supervisor:
Type of contract: Did you supervise stafi? If so:
100 Series 200 series ALDI300 series MNumber of professional staff su?er\rised:
E Permanent E Indefinite E Continuing Mumber of support staff supendsed:
O FTA OoTa 0O ssafc — - - —
0 sc [ uny [1 Other Description of your duties and related accomp
ADDRESS OF EMPLOYER MAME OF SUPERVISOR:
E-mail Address and Telephone No. of Supervisor: Reason for leaving:
Did you supervise staff? If so: . .
Number of professional staff supervised: FROM TO SALARIES PER ANNUM_| FUNCTIONAL TITLE: As specified in your Letter of
Murnber of support staff supernvised: MonthfYear Month/Year | Starting Final Appointment/Contract: ) )
(gross) {gross) UN Grade of your post (if applicable):
e 7 : - do nof indicate equivalen
Description of your duties and related plishments: Ew UN step in egur post ?;)anﬂicame]:
NAME OF EMPLOYER TYPE OF BUSINESS:
Reason for leaving:
EMPLOYMENT TYPE:
Full time: ]
FROM TO SALARIES PER AMNUM FUNCTIOMAL TITLE: As specified in your Letter of Part Time: [ )
Month/Year Menth™ear | Starting Final Appointment/Contract: Type of contract:
(gross) (gross) UN Grade of your post (if applicable):
(do mof indicate equivalency) [ 100 Series [ 200 series [ ALD/300 zeries
Last UN step in your post |if applicable): [ Permanent [ Indefinite [ Ceontinuing
NAME OF EMPLOYER TYPE OF BUSINESS: O FTA OTa O ssa/ic
O sc O uny [ Other
EMPLOYMENT TY¥PE: ADDRESS OF EMPLOYER NAME OF SUPERVISOR:
Full time: ] E-mail Address and Telephone No. of Supervisor:
Part Time: [ ( 360
Type of contract: Did you supervise staff? If so:
MNumber of professional staff supervised:
] 100 Series [ 200 series [ ALDV300 series Number of support staffl supendsed:
[ Permanent [ Indefinite [0 Continuing
O FTA aTa [ ssAdIC Deszcription of your duties and related accompli its:
O sc [ UNY [ Other
ADDRESS OF EMPLOYER NAME OF SUPERVISOR: _
E-mail Address and Telephone No. of Supervisor Reason for leaving:

Did you supervise staff? If so:

Number of professional staff supervised: 29, Have you any objections fo our making inguiries of.

- (&) your present employer? No O Yes
Number of support staff supenised: b} your ious employers? No [ ves O]
Description of your duties and related accomp ments: 30, Are you now, or have you ever been, a national civil servant in your govemnment?
No O Yes [
Reason for leaving: ~ ) ~
If "Yes", Indicate dates of service: Functions: Country:
FROM TO SALARIES PER AHNUM FUMCTIOMAL TITLE: As specified in your Letter of 31. References: list three persons not related to you who are familiar with your character and qualifications and who may
Month/Year Monthear | Staring Final Appointment/Contract: be contacted for a reference
(gross) (gross) UN Grade of your post (if applicable):
(do not indicate equivalency) UNDP will not seek a reference from your current employer without obtaining prior consent. However, please note that
Last UN step in your post (if applicable): UNDP may seek references from your former employers.
MAME OF EMPLOYER TYPE OF BUSINESS: Full Name Full Address, including E-Mail Address Mame of Organizafion,
and Telephone Number Eusiness or Occupafion
P11 - 19/08/11 7 P11 - 19/08/11 g
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32. State any other relevant facts in support of your application. Include information regarding any periods of residence
cutside the country of your nationality

33. Have you ever been convicted, fined, or imprisoned for the violation of any law (excluding miner fraffic violations)?
No [0 Yes[J If *Yes", give full particulars of each case in an attached statement

34. Have you ever had disciplinary measures imposed on you, including dismissal or separation from service, on the
grounds of misconduct?
No O Yes[ If “Yes”, give full particulars of each case in an attached statement.

38, Have you ever been separated from service on the grounds of unsatisfactory performance?

No [0 Yes[ If “Yes”, give full particulars of each case in an attached statement.

38. | certify that the information | have provided in the present document is true, complete and correct to the best of my
knowledge. | understand that any misrepresentation or material omission made in this document may lead to the
terminaticn of my appeointment or to dismissal. | understand this also applies to any other information or document
requested by the Organization for the purpese of my recruitment to and employment with UNDP.

In connection with this application, | authorize former employers and educational insfitutions fo release information about
my background te UNDP or its agent. My signature below releases the aforesaid parties providing information about me
from any liability whatsoever in collecting and disseminating the information cbtained.

DATE: SIGNATURE:

Note:

Applications for employment at UNDP must include a completed and signed Personal History form (P.11). By submitting a
Personal History form, the applicant authorizes UMDP or its agent to verify and validate all information provided in the P_11.
The P.11 form is not valid without signature. The signed P.11 form serves to release any party cited in the form from any
liability whatsoever for releasing information o UNDP or ifs agent.

You may be requested to provide documentary evidence of the statements you have made above. Do not, however, send
any documentary evidence until you have been asked to do so and, in any event, do not submit the originals of any
references, testimonials or cerfificates of academic achievement unless they have been obtained for the sole use of UNDP.

If Degreses/Cerificates are in foreign language, you may be required to provide official English franslation at time of reguest.

P11 - 19/0&/11 9
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« At the top of your CV, but often easier to write once you've written the

rest of the document.

* |deally 4 or 5 lines long, and it summarises your key skills and experience.

* Tryto produce something that is focused on what you are looking to do
next.

* |deally, you will tailor your CV for every role you go for, and that applies to
the profile statement as well.
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Tt Examples of profile statements

Personal Profile

Experienced International Human Resources Leader passionate about
contributing to the Agenda 2030. Currently serving as the Chief,
Strategic Talent Management at the United Nations Development
Programme, leading the design and delivery of People Strategies and
Programs for our people in over 150 countries related to Talent
Management and Mobility, Career and Succession Management,
Leadership Assessments and Selections, Diversity and Inclusion.

YOUR ﬁ/lh/\l/‘f OUR PASSION™




Optional Sections

= Skills Listing

Professional
[ )
"ZI development

PY Personal
8 information
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Ensuring your CV is Al
functioning

Applicant tracking system software provides recruiting and hiring
tools for companies.

Top tips to make your CV ATS proof:

Carefully tailor your CV to the job description every single time
you apply.

Optimize for ATS search and ranking algorithms by matching your
keywords to the job description.

Use both the long-form and acronym version of keywords (e.g.
“Master of Business Administration (MBA)” or “Search Engine
Optimization (SEOQ)”) for maximum searchability.

Don’t use tables or columns as they often cause major parsing
errors.

Use a traditional CV font like Helvetica, Garamond, Georgia,
Calibri, Arial, Verdana.

- Read this article to know more: https://www.jobscan.co/blog/8-
things-you-need-to-know-about-applicant-tracking-systems/



https://www.jobscan.co/blog/8-things-you-need-to-know-about-applicant-tracking-systems/
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2% Final Tips

 Reminder again - tailor your CV for each specific role
* Produce a well organised professional document

* Check and re-check to ensure correct grammar
and punctuation

* Two pairs of eyes - ask someone to check it before it gets sent out

* Once you're happy with your CV, update LinkedIn to match it - ensure
consistency between the two

,
b
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We offer a rich set
of career
development
opportunities to
help you grow in

your career.

Learn more >

Career experience

UNDP Career Management Framework

Career Conversations Toolkit

Virtual Development Assignment Programme

A

A== }.‘

UNDP Global Mentoring
Programme

Career

UNDP
CAREER JOURNEY
PODCAST

POL T

UNDP Career Journey Podcast

UNDP SPARK Programme

4

)

‘ MENTORING
PROGRAMME
.

Mentoring_at UNDP

)



https://undp.sharepoint.com/teams/TalentDevelopmentHub/SitePages/Career-Development-Experience.aspx
https://undp.sharepoint.com/teams/TalentDevelopmentHub/SitePages/Career-Development-Experience.aspx

CAREER
WEEK

Career Week 12- 16 June

UNDP Career Week 2023 Agenda

5,
:,PE,?ELEG
W

12 June - 16 June

Time CEST

Continuous Learning

Monday, 12 June

Moving your career to the next level - part 1

Tuesday, 13 June

Mentoring & Networking

Wednesday, 14 June

Moving your career to the next level - part 2

Thursday, 15 June

Career Clinics

Friday, 16 June

4am-5am Conversation on Career Mobility
Why mentoring is a powerful resource for |Preparing for Competency-Based Interviews | Career Clinic - Power up your
9am -10am How to write a successful CV (Career Labs) Y 9 B Pl R 4 R
career development (Career Labs) (Career Labs) Career
Opening of Career Week - The Conversation on UNDP's Learning ) Ask Me Anything - Overview of Contractual |Career Clinic - How to boost your
10am -11am Careers of UNDP - a Leadership Journe
New Rules for Career Growth Platforms (English) P > Modalities in UNDP job applications
S Pourquoi le mentorat est une ressource . : ) . L ) )
Conversation on Learning at UNDP | Comment rédiger un CV réussi (Career ) : , Préparation aux entretiens basés sur les Career Clinic - My interview my
Tam-12am puissante pour le développement de

12am-1pm Break

- Where and how to learn

Conversation sur les plateformes

Labs)

carriere (Career Labs)

Having great career conversations: tips

compétences (Career Labs)

opportunity

Career Clinic - How to boost your

1pm-2pm Conversation on Career Mobili Careers of UNDP - a PSA Journe
. B d'apprentissage du PNUD 2 and tricks (People Managers) v job applications
Soran Conversation on a UNDP onboarding Conversation on Navigating your Career | Fellowships & internships at UNDP - How it | Career Clinic - My interview my
R R story - behind the scenes in a World of Bias can Boost Your Employability opportunity
. Ask Me Anything - Overview of Contractual | Conversation on Mastering Online Career Clinic - Power up your
5 . Modalities in UNDP Networking Career
< ti C ionate Leadershi
4pm-5pm Careers of UNDP - a Leadership Journey Conversation on Talent Review aisan !on Nl RRIEE RGN SRR
through Mindfulness
Careers of UNDP -a Gto P
5pm - 6pm
Journey
BT 7pm Cbémo escribir un CV exitoso Preparandose Para una Entrevista Basada |Un vistazo a las plataformas de Porque la Mentoria es un recurso poderoso

(Career Labs)

en Competencias (Career Labs)

aprendizaje del PNUD (Spanish)

para el desarrollo profesional (Career Labs)




The slides and respective recording and other resources will be shared
on our dedicated SharePoint page.

Please fill in the evaluation survey. Your feedback is much appreciated
for improving our work and your career experience.
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WEEK


https://undp.sharepoint.com/teams/TalentDevelopmentHub/SitePages/Career-Week.aspx
https://forms.office.com/Pages/ResponsePage.aspx?id=Xtvls0QpN0iZ9XSIrOVDGTfAmPi635dNs2W5eunDndhUMDBMWlgwNjRFRVpWNlRMVTJCNTdFWFkyVSQlQCNjPTEkJUAjdD1n

