

Pending the establishment of a formal global policy on the movement of mission staff to vacant posts, these interim guidelines are issued to streamline and ensure consistency in the administrative processing of cases where mission staff have applied for advertised vacancies at one level higher than their current grade.  For the purposes of these guidelines, “mission staff” are defined as internationally recruited staff issued with a DPKO contract as mission appointees, and Field Service Officers.

These guidelines replace the guidelines previously posted on the subject, and are effective as of the date of approval by the Assistant Secretary-General for Human Resources Management indicated below.

1. The guidelines cover appointment or re-appointment of 100 series mission staff who apply for vacancies at the same level or one level higher than their current grade.

2. The guidelines do not apply to, or permit, a change to the Professional category of staff currently in other categories (Field Service up to and including FS-5 and General Service).  These staff members may not be appointed at the professional level without passing a competitive examination or resigning from their posts before submitting an application.  The vacancy announcement will clearly indicate the level of the post to determine eligibility. When a post is advertised at the P-3/FS-6 level, a staff member at the FS-5 level who meets the requirements for that post may apply and, if selected, will be placed at the FS-6 level.  Consistent with the approach adopted in ST/AI/2006/3/Rev1 [abolished and replaced by ST/AI/2010/3 (effective 22 April 2010), staff members at the FS-6 level may apply for P-3 and P-4 vacancies, and staff members at the FS-7 level may apply for P-4 and P-5 vacancies, provided they have served for one year at their current level and meet the academic requirements for appointment to the Professional category.

3. In line with the policy to provide transparency in the selection of staff for mission posts, existing and anticipated vacancies will be advertised through generic mission vacancy announcements or through mission specific vacancy announcements.

4. Generic vacancies and mission specific vacancy announcements are open to all internal and external candidates.  In line with staff regulation 4.4, subject to the provisions of Article 101, paragraph 3, of the Charter, and without prejudice to the recruitment of fresh talent at all levels, the fullest regard shall be had, in filling vacancies, to the requisite qualifications and experience of persons already in the service of the United Nations. “Internal candidates”, for purposes of these guidelines and in accordance with DPKO’s practice, include all staff from DPKO and the global Secretariat, including field missions, offices away from Headquarters and the Regional Commissions.  In keeping with DPKO’s commitment to retain experienced field mission staff, former mission staff who have separated within the previous 12 months for reasons other than documented conduct or performance concerns will also be considered as internal candidates.  

5. Vacancy announcements should reflect the functions and level of the post and specify the qualifications, skills, experience and competencies required to perform the functions, using the generic job profiles approved by OHRM or a pre-classified job description. 
6. Eligibility requirements regarding time-in-grade that were formerly in use are no longer applicable.  However, experience, knowledge and institutional memory relevant to the functions are important elements which will be considered in the selection process. 

7. PMSS will establish a roster of initially-cleared candidates who appear to meet the requirements of the post. Applications of rostered candidates will be made available electronically for evaluation by the mission concerned.  The mission will evaluate candidates against the evaluation criteria, bearing in mind the specific operational needs of the mission.  Competency-based interviews and/or other evaluation mechanisms will be conducted in accordance with organizational practices. 

8. For each vacancy, the mission will prepare a reasoned and documented comparative evaluation of the candidates.  On the basis of the comparative evaluation, the mission will recommend the candidate that it considers to be best suited for the functions, taking into account the Organization's human resources principles and objectives, especially with regard to geography and gender.

9. The mission will transmit to PMSS its recommendation along with the comparative evaluation of the candidates considered and certify that (i) the candidates were evaluated on the basis of the criteria specified in the vacancy announcement and (ii) the applicable procedures were followed.  

10. PMSS will review the recommendation to ensure the integrity of the selection process has been observed, that the evaluation criteria have been properly applied, and that the recommendation is reasoned and justified.  

11. PMSS will obtain the clearance required by ST/SGB/2005/7 when the post to be filled involves significant functions in the management of financial, human and physical resources.

12. PMSS will transmit to OHRM the recommendation and supporting record documenting that that the process and conditions set out above have been observed.  OHRM will review the request and respond to PMSS in writing as soon as possible. 
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