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1. What’s New

Publication History
25.10.2022 Initial Release

For questions about;

» Content contact
» iManual access or technical issues contact
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2. About the United Nations Mutual
Recognition of Rosters (UNMRR)

The United Nations Mutual Recognition of Rosters (UNMRR) interface tool is a technology
solution provided under the mutual recognition initiative within the UN System Chief Executives
Board for Coordination.

The objective of the UNMRR interface tool is to provide access to a broader, more diverse pool
of pre-assessed candidates that are mutually recognized across the UN System for selection
considerations. Organizations participating in the UNMRR gain more efficiencies in their
recruitment, offer more opportunities for candidates, and promote inter-organizational mobility.

The UNMRR interface tool includes pre-assessed, i.e., rostered candidates who went through a
competitive recruitment process that includes an independent compliance review mechanism in
the participating UN organizations. Intended users are hiring managers and recruiters in the
participating UN organizations.

The interface tool follows a simple design approach to ensure flexible use and easy integration
into the participating UN organizations’ application systems regardless of the underlying
software.

The interface tool allows hiring managers and recruiters to:

1. search for potential candidates in the joint rosters by gender and nationality,
review candidate profiles,

communicate with candidates their job openings, and

> w0 DN

identify the UNMRR candidates in their applicant pool for selection considerations
should they apply for their job openings.

Participating UN organizations may;

« commit, if applicable, to supply their rostered candidates and consider those in the
UNMRR for their job openings as pre-assessed and ready for selection.

» decide on how to benefit from the pre-assessed candidate pool according to their needs,
readiness, and recruitment processes and policies.
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3. Landing Page

Access and Login to the UNMRR Interface Tool

UN Secretariat (UNS) users

. users with recruiter and/or senior recruiter roles and/or hiring manager role with
active job openings are automatically given access to the UNMRR interface tool.

Non-UNS users

» Users from participating UN organizations will be given access to the UNMRR interface
tool with their login information.

The UNMRR interface tool can be accessed through Chrome, Microsoft Edge, Mozilla Firefox,
and Safari web browsers. To login to the UNMRR Interface Tool:

1. Go to the

2. Enter your User ID and Password.

@) inspira

3. UNS users with recruiter/senior recruiter role: Click on Recruiter Activity Center and
select UNMRR.

Overviess of soe Oparengn Ok Limae

316 176 176

4. UNS users with hiring manager role: Click on Hiring Manager Activity Center and select
UNMRR.


https://inspira.un.org/

Hiring Manager Activity Center

@) inspira - owin

S6/Ch for UNMRR Candiates

Ovarview of Job Openings Hiring Manager Activity Center
o =
- L. 4 - Staff Member Activity Center
449 (| 190 || 190 2
—_— B oreoue

UNMRR

5. Non-UNS users, upon entering their login information, will be automatically directed to
the landing page for the UNMRR.

v UNMRR

Search for UNMRR Candidates Instructions

To return to a previous screen in the UNMRR, please do not use the back
button of your browser. Instead click on “Return® button.

% ]
— If you are an authorized user of the UNMRR interface tool, yet
= cannot access it, please refer to the section.
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3.1. Demonstration Video

Accessing the Mutual Recognition of Rosters Landing Page
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4. Navigation

While navigating in the UNMRR interface tool, please do not use the back button of your
browser. Instead, click on Return.

@) inspira + UNMRR

Search for UNMRR Candidates Instructions

To return to a previous screen in the UNMRR, please do not use the back
button of your browser. Instead click on "Return” button.

1. Click on Search for UNMRR Candidates on the landing page.

2. On the top right corner of the screen, you will see an Information icon, if you click on it,
you will see the list of resources available for users to refer to for more information on
how to use the UNMRR interface tool, including this Manual.

@ !QS_.D.IFE Search for UNMRR Candidates UNMRR Job Aid @

Far detaled inmormabon on how 1o use the UNMRR  please refer 1o the followsng rescurces
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4.1. Searching for the UNMRR Candidates

1. Under Search for UNMRR Candidates, click on the magnifier in the UNMRR Job Title
and select the applicable job from the list provided: e.g., MRR10000 Human Resources
Officer, MRR10001 Finance and Budget Officer. This field is mandatory to fill in to
initiate a search.

Cancel LOOkup

Search for: UNMRR Job Title
» Search Criteria
w Search Results

B = 2 rows
UNMRR Job Code © Job Title © Level <
MRR 10000 Human Resources Officer P3
MRR10001 Finance and Budget Officer P3

2. The selected UNMRR job title displays.

“"]Spn'o Search for UNMRR Candidates

= rhaman Smecum Gepmey

« Search for UNMRR Candidates
UNMRR Job Title Human Resources Officer FQ,
First Name: Last Name:

Gender w Nationality Q

Organization Q

Search Reset

Select search filters and click on search button o view resulls

3. UNS users can see the associated jobs with the selected job title by clicking on
Associated Jobs. All candidates on a roster of associated jobs are included in the
UNMRR. In the example below, the P-3 Human Resources Officer UNMRR candidates
include candidates from the rosters of associated jobs, such as UNICEF HRP3, UNS
P-3 Chief of Unit (Human Resources Management), P-3 Human Resources Officer, and
P-3 Staff Development Officer. For the UNS, the existing job code associations and
subsequent roster associations apply.



Associated Jobs X

UNMRR Job |,
Coda MRR10000
ob Title Human Resources Officer
Level P3
4 rows

Organization Organization Job Code Organization Job Titles
UNICEF HRP3 UNICEF HRP3
UNS 10230 CHIEF OF UNIT, HUMAN RESOURCES MANAGEMENT P3
UNS 3819 HUMAN RESOURCES OFFICER P3
LNS 65832 STAFF DEVELOPMENT QFFICER P3

- If your purpose is to conduct a search in the UNMRR for targeted outreach purposes
for your job openings, you may further narrow down your search with gender and
nationality by selecting applicable values from the drop-down menu provided in the
Search menu.

- If your purpose is to conduct a search in the UNMRR after closing of a job opening to
determine whether any of the UNMRR candidates are in the long list of that job

opening , then you may consider conducting your search with first and last name of the
candidates in the long list and use gender and nationality to verify candidates’ identity
as additional variables if need be.

UNS users do not have to conduct this search: UNMRR candidates will be flagged as
Roster Member (RM) in the applicants list when they apply for associated jobs in
Inspira.

Upon selecting the relevant search parameters, click on Search.

The search command will display all the candidates retrieved by Organization, UNMRR
Job Title, Candidate Name, Gender, Nationality, E-mail, and Candidate UNMRR Status
and Interest. Fifty candidates are displayed. You may see the remaining candidates
retrieved by clicking on Next in the top right corner of the search results.

Downiosd Basc Profie Oomnioad Pull Protie Serd Commrpondence

S— MR o Codde MR Job Tile e Protile anabate Mo Virw Emadl Compapondence = Gender - Matoaslty Emad UNMER Sastus  Candudots berest



6. You may sort candidates by Organization, Candidate Name, Gender, Nationality,

UNMRR Status and Candidate Interest by clicking on the up and down icons next to
them. In the example below, candidates have been sorted based on nationality in
alphabetical order. Sorting can be done for one variable of interest at a time and per
page. If you go to the Next page, you will need to do the sorting again.

If you would like to save your search results with the candidates’ basic information
displayed on screen in an Excel, check on the box next to the Organization to select all
the candidates, then click on Download Basic Profile.

An Excel file will automatically be downloaded with the basic candidate details displayed
on screen. Make sure that pop-up windows are allowed for the UNMRR in your web
browser. If you do not see the Excel file downloaded, check the Downloads folder of
device. UNMRR database is updated on a regular basis and users are advised to work
always with the latest search results.
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Algremarnt
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T

ggas";asan

9. If you want to run a new search with different parameters, click on the play button

next

to Search for UNMRR Candidates on the top left corner, click on Reset and follow the

steps above.

et o UNNIRR Cangises

10. UNS recruiters and senior recruiters can conduct this search for their specific job
opening also through the UNMRR Search link located under Manage Job Opening
menu.

INSP

Ira

Humaon Resources Gateway

Search Job Openings

Vlanage Job Opening
@ Retum | @Search Job Openings | 3 Refresh | & Print Job Opening | [gaRoster Search

Posting Title FINANCE AND BUDGET OFFICER - (UAT) Please Do Not U...
Job Opening Status 010 Open / 090 No CRB / SRG Required
Job Code 3349 (FINANCE AND BUDGET OFFICER)
Job Opening Number 22-FIN-DM UMOJA-132775-R-NEW YORK (R)
Source Type Approved JO
Source Job Opening 132774

Applicants Applicant Search Applicant Screening Activity & Attachments

3 UNMRR Search

Details

[]Job Posting | Applied Criteria | Communications | (g3Add Note | >

Job Opening ID 132775
Job Type Standard Requisition
Business Unit B0999 (Inspira Default BU)
Posting Period 12 October 2022 - 30 December 2022
Staffing Exercise N/A

Reports Tests and Assessments Finalization Talview Results

" Your applicant tracking system is able to flag only the candidates in your rosters, who may also be in the
UNMRR, when they apply for an applicable position. Candidates supplied to the UNMRR from other
participating UN organizations cannot be flagged as rostered at the moment when they apply for your
vacancies. Therefore, their UNMRR membership is to be checked and confirmed through the interface tool if

they are in your long list for selection considerations.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information.

Page 13 of 36
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4.2. Viewing the Candidate Details

1. Click on Candidate Name. This will display candidate details such as source

organization, first name, last name, gender, date of birth, education and work
experience details.

andidate Detalls

NS
FIRST_NAM
st Name LAST_NAME 35411
INMRR Job Code MRR10( fuman Resources Office " ion Job Code 3819 HUMAN RESOURCES OFFICER
Track Candidate Selection

ication Detal

Name of Institution Degres Obtained City Country
aris, 1 Panihoon-Somonne Master ExXportiss &0

Start Date (DDIMM/YY) End Date (DDMMYY)

3rows
Job Title and Employer Work Location: City and Country Start.End Date (DD/MM/YY) and Employment Type
110812007
o GLobal MR Manager

2. To return to the search results and view another candidate’s profile, click on Return to
Search for UNMRR Candidates.
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4.3. Downloading Candidate Full Profile(s)

1. Check the box next to the Organization for the candidate whose full profile you would
like to download.

2. Click on Download Full Profile .
Download Basic Profile Send Correspondence

Organization gxﬂﬂ.hh UNMRR Job Title © Edit Profile Candidate Nama © i Q_;nnd-l ality © Eemail © I;::R'E mi:‘-!:
] UNS MRR10000 Human Resources Cfficer P3 Edit Profile FIRST_NAME354118 LAST_NAME354118  View Email Cc o Male  France saeem puthryathopplakathiiun org  Active No
- UNS MRR10000 Human Resources Officer P3 Edit Profile  FIRST_NAME 133801 LAST_NAME 133801 View Email Co co  Male France oict-test-noreply-inspira@un org Active Yes
) UNS MRR10000 Human Resources Officer P3. Edit Profie  FIRST_NAMES06445 LAST_NAMES08445  View Email Coespondence Female  Canada aict-test-noreply-inspira@un org  Active Yes
] UNS MRR10000 Human Resources Officer P3 Edit Profile  FIRST_NAME 161548 LAST_NAME 161548 View 1o Male  Japan oictlestnoreply-inspiraun org  Active No

] UNS MRR10000 Human Resources Officer P3 Edit Profile  FIRST_NAME797202 LAST_NAMET07202  View Email Corespondence Male Canada aichtestnoreply-inspra@un org  Active No

3. A pdf file will be generated with the full profile of the candidate including source
organization, gender, nationality, date of birth, first and last name, and a detailed

version of the education and work experience history.
Lanaigate vetains

General Details
E— ———
Candidate: ID Crganzaton UNMRR Job Title
mmn UNS. HUMAN RESOURCES
OFFICER P3
Last Mame First Mame: Mickdle Name: Deate of Bath(DID-MM-
LAST_MNAME1 X301 FIRST_NAME 133801 YYYY)
101880
[ Email Address. Country of Mationality
Male Ch1-test-noreply inspirafBun | France
org
Education
‘Wame of Instution Degree abtaned From (DO-MM-YYYY ) To (DD-MMk-
Jean Moulin Lyon I DEUG 151 yoar YYYY)
110M5$90 | 108/1592
City Coumniry:
Lyon France
‘Wame of insiihtion Degres ablaned From (DO-MM-YYYY ) To (DD-MA-
Ecobe Nationake Supérieure oes Grasuated from ENSP YY)
Inspecisurs de la Police Nationale 1091883 | 1081984
City Courniry
Canrwes-Eciuses France
Name of Instiution: Depree ablanned From (DO-MM-YYYY ) To (DD-MM-
Université Jean-Moalin Lyos il Master in Law Carriéres Judicisires of YYYY)
adminisiratives’ 1/0%/2005 | 1/07/2006
City Country.
Lyen Framnce
Job Titke: From(DD-MAM-YYYY) TolDD-MM-YYYY) Name of Empioyer (Type of Busimess)
Litatenant of the French Matonal Polce 17011998 | 1082002 Missistry of IMerior, inermationsl
Technical Police Cooperation Service
Dty Station’ Work Location Country
Nanterre France
Job Tithe: From{DD-MM-YYYY) TolDD-MM-YYYY) Kame of Empioyer (Type of Busmess|:
Criminal Investgator 0BS54 1 1011958 Ministry of interior, Central Directorabe
for Public Security
Dty Stabon’ Work Locabon
Argenteuil France

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 16 of 36



Ay
__/ This is not the latest profile of the candidate. It is the one submitted
o at the time of their application to the job opening in the participating
organization through which they were rostered. If the candidate
applies for a job opening you posted, you will see their latest profile in their

application.

You may select more than one candidate or select all candidates and
download their full profiles in a single pdf file. Regardless of the number of
candidates selected, the download will be in a single pdf file.
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4.4. Sending Candidate Communications

You may communicate with the UNMRR candidates through the Interface Tool for targeted
outreach, i.e., sharing your job opening(s) with the suitable candidates and encouraging them

to apply should they be interested and available .

To do so,

1. Select the candidate(s) of interest, i.e., whose profile(s) indicate that they may be
suitable for your job opening by checking the box next to their Organization column and
click on Send Correspondence.

e T T
-l TR v [

i
i

2. The communication will appear as sent from noreply-unmrr@un.org and the candidates
will not be able to respond to you unless you put contact information in your message. If
you want to receive a copy of the communication sent to the candidates either in your
mailbox or in a generic mailbox, you may put the appropriate email address on the BCC
line. Upon clicking on Send Correspondence, the confirmation will appear on the screen.

Email sent successfully to the selected list of candidates.

OK

Although all the candidates selected for communication appears in “TO” section, the
messages will be triggered individually by the system and candidates will not see any
other candidates who were sent the communication in the “TO” section.

For candidate communications, you may use the draft template below prepared for the
UNS users and revise it as you wish/applicable to your organization. The parts that will
require modification as per the user in the draft are highlighted.

++++++++++++ R

Draft Outreach E-mail to the UNMRR Candidates

[Subject line]: Job opportunity at the United Nations [or your organization name]



Dear candidate,
We would like to share with you the below job opportunity at the United Nations (UN) [or
your organization name] that you might be interested in:

[Link to the Job Opening]

You are on a roster of candidates for positions with similar functions at the same level
that is being shared across the UN organizations.

If you wish to be considered for the position, we encourage you to submit your
application as soon as possible through the UN Careers Page (https://careers.un.org/
Ibw/Home.aspx) [your organization system]. Please note that your inclusion on the
mutually recognized roster does not guarantee your selection for the job opening you
may apply. In your application, please indicate that you are a UNMRR candidate and list
all your relevant experience and language skill(s) required by the position. Should you
be not interested in this opportunity, you do not need to take any action.

If your roster membership is with the UN Secretariat and at this time you are not
available or not interested in similar positions at the same level at which you were
rostered, you may place your roster membership on hold. To do this, log into your
Inspira account, click on “Roster Memberships” and then click on “Put on Hold”.

Should you be no longer interested in maintaining your UNMRR membership, you may
opt out via the next email to be sent from UNMRR asking you to confirm your interest
and availability.

Thank you for considering the opportunity above.
++++++++++ AR R R

To view the email you sent or all the previous emails sent to the candidates for targeted
outreach, click on View Email Correspondence for the candidate of your interest.



%
_/ Only candidates with “Active” UNMRR Status and confirmed interest should
o be contacted for the available job opportunities. Candidates whose interest
reads as “No” should not be reached out to by hiring managers and

recruiters.
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4.5. Demonstration Videos

Mutual Recognition of Rosters Navigation

& 5
s

(=g | UNMRR

Saving the Search Results

Sending Candidate Communications

L e T Although all th
TO naction the
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5. Editing Candidate Roster Status and
Interest

The UNMRR Interface Tool includes and displays those candidates with an active roster
membership in the participating UN organizations.

+ Candidate roster status will be automatically updated for the UNS users.

» Until their automated integration, the candidate roster status for participating UN
organizations will be updated periodically based on the arrangements in place at the
participating UN organizations. Changes to candidates’ roster status between these
periodic updates (either due to expiration or removal from the roster upon being placed
into a position) will be reflected by the authorized users manually in the UNMRR.

* On a weekly basis, for each new candidate added to the UNMRR, the email shown below
will be automatically sent asking the candidate(s) to confirm their interest in the UNMRR.
After the initial confirmation email, candidates will receive the same email once a year.

ety Loxde VVBpMINDY

UNMRR users with recruiter role can update the candidate roster status and interest also
manually to reflect the information received from the candidates by following the steps
below. This is particularly relevant for the participating UN organizations that do not have
a roster expiration time.

1. Locate the candidate in the search dashboard following the steps in

2. Select the candidate by checking the box next to their Organization column, click on Edit
Profile.



Mutual Recognition of Rosters - 1_en

| Dowatosd Basic Profie |  Dowslosd FullProfle | | Send Comespondence |

) Orpanusion »  UNMRR JobCode O UNMRR Job Title © EotProie ¢ Contidste Name Virw Emaf Comespondence ©  Gander O Wabomalty © Emet o

a us Jo— R PRSI NAVETSSIBS LAST IAMETISHES  Viow EmiConipondence Wie e e T
O ws MERR10000 Haman Resoorces Oficer P)  EdtProsie  FIRST_NAME 1306422 LAST_NAME 1396422 View Emall Comesgondence Ferme  Zmoses B0 norely -RIOMEN 20 e
O uws RR10000 Maman Resowces OScer P)  Eotfrosie  FIRST_NAME 168086 LAST | Wi Email C emwe  Gepum P Actvn
0 ung MRR10000 Harmin Resources Oicer F) 01 Protie FIRST_NAME 1234467 LAST_NAME 1234467 Virn Erail Correspondence Foan Actes

UMMRR Ststus © Candidste interest

i ff

Click on Roster Status and change the status as applicable using the drop-down menu,
i.e., Active, Expired, On Hold, Withdrawn. In the example below, the roster status has

been changed from Active to Expired.

Lanaicate vetans
Candidate Unique ID 1236 Organization UNS
Gender Male FirstName FIRST_NAME1351486
Date of Brth 01/01/1980

UNMRR Job Code MRR10000 Human Resources Offcer P3

LastName LAST_NAME 1351465
OO 3310 RESOURCES OFFIGER 2
Track Candidate Selection
toster Status and Candidate Interest
-
Candidate Interest | Yes

ﬁ Return to Searchfor UNMRR Candidaos

Candidate Details
R R
. T e
i e S
2
—
[ —
oo [T

_m.numuumm

Click on Save Changes. With the confirmation that changes saved successfully, you will
be returned to the main menu with your search results.

To check whether your changes have been saved, click on Edit Profile for the candidate
concerned, click on Roster Status Audit Details and check the records displayed.

Candidate Details
Candidate Unique ID 1236 Organization UNS
Gender Maw First Mame FIRST_NAME 1351468
Date of Birth  0101/1580 Last Name LAST NAME 1351408
UNMRR Job Code MRA0000 Human Resources OMcer Py Job Code 3810 FMUMAN L]
Track Candidale Selecton |
Roster Status and Candidate Interest
Roster Status  Expred v
Interest  Yes | |
w Roster Status Audit Details
A row
s Qq n
Updated DateTime VseriD © Description Current Roster Status. Previous Roster Status
1 100ETT 4:46PN UN_MRR_UATY MRR UAT Usar | Eapirec Actve
-wnmw UNAMSIR Candedates
iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.
o ) : Page 23 of 36
Please always consult this site to get the most updated information.



6. Click on Candidate Interest and change as needed: Yes or No. In the example below,
the candidate has been changed from Yes to No.

Candidate Details

7. Click on Save Changes. With the confirmation that changes saved successfully, you will
be returned to the main menu with your search results.

Search for UNMRR Candidates

Download Basic Profile Download Full Profile Send Correspondence

INMRR

u
Job Code  UNMRR Job Title eo

Organization

.. Candidate Name View Email Correspondence  Gender ., .yp, & E-mail &
Profile v -
| UNS MRR10000 Human Resources Officer P3  Edit Profile  FIRST_NAME 1351466 LAST.NAME1351466 Miew EmallGomespondence  Male France oict-lest-noreply-inspira@un.on
Changes Saved Successfully
UNS MRR10000 Human Resources Officer P3 Edit Profile FIRST_NAME13| pondence Female Zimbabwe oict-test-noreply-inspira@un on
UNS MRR10000 Human Resources Officer P3 Edit Profile FIRST_NAME16! pondence Female Belgium oict-test-noreply-inspira@un.on
UNS MRR10000 Human Resources Officer P3 Edit Profile FIRST_NAME1234467 LAST_NAME1234467 View Email Corre: cé Female United States of America oict-test-noreply-inspira@un.on
UNS MRR10000 Human Resources Officer P3  Edit Profile FIRST NAME169429 LAST NAME16942¢ View Email Correspondence Male Niceria oict-test-noreplv-inspiradun on
( )

Ay
_/ Authorized users can edit the roster status and interest for only the
o candidates provided by their organization.
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5.1. Demonstration Video

Editing Candidate Roster Status and Interest

COPYRIGHT FRAUD PRIVACY TERMS OF
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6. Selecting a UNMRR Candidate from the
Applicant Pool

In principle, the UN organizations participating in the UNMRR initiative commit to treating all
candidates equally, those rostered candidates sourced from their own recruitment process as
well as those sourced from other UN organizations. Operationally, it is up to the participating
organizations to decide how to proceed, as per their needs and in accordance with their
recruitment processes and policies.

For selection considerations from the UNMRR, there are three necessary steps:

1. Having the UNMRR candidates applied to the specific job opening of a participating UN
organization,

2. lIdentifying the UNMRR candidates in the list of applicants for the respective job opening
(if they applied) for selection considerations, and

3. Determining how to proceed if any UNMRR candidates are identified in the list of
applicants. If the decision is to select a candidate from the UNMRR, then the necessary
processes and policies must be in place to allow for the selection of a UNMRR
candidate directly from a list of applicants in a participating UN organization. Each
participating UN organization is responsible for mapping these processes and aligning
their policies with them.

UNS has made the necessary enhancements to Inspira, its application management system.
Now, UNMRR candidates who are not on a UNS roster are automatically flagged with the
Roster Member (RM) tag when they apply for jobs associated with their UNMRR membership.

The RM tag ensures that:

1. UNMRR candidates are indistinguishable from the UNS roster candidates and are
treated equally when they apply for UNS job openings, and

2. UNS hiring managers and recruiters may recommend UNMRR candidates for selection
from roster in Inspira (if applicable) using the existing process.

Step-by-step instructions on recommending roster candidates in Inspira is available for UNS
users in the


https://www.manula.com/manuals/united-nation-dos-cdots/staff-selection-system/1/en/topic/recommending-roster-candidates
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7. Tracking the UNMRR Candidate Selections

When a candidate is selected from the UNMRR, users are asked to record the selection
information in the UNMRR interface tool. The selection data entered will provide valuable
insights about the uptake of the UNMRR candidates and the utility value of the UNMRR
initiative. The recorded selection information also informs other users about the current status
of those candidates.

To record candidate selections:

1. Search for the candidate by first and last name (see
).
2. Click on Edit for the candidate.

3. Click on Track Candidate Selection.

Track Candidate Selection
me FIRST_NAME167149
me LAST_NAME167149
UNS

je MRR10000

Save Changes

4. Fill in the requested information and click on Save. The candidate record you entered
will be displayed on screen. Please confirm that it is accurate. If not, follow the same
steps and correct the record and be sure to click on Save and then on Return.
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7.1. Demonstration Video

Tracking Candidate Selections
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8. Technical Support

If you are a UNS user with hiring manager, recruiter/senior recruiter role, yet cannot
access the UNMRR Interface Tool under Hiring/Recruiter Activity Center or have other
technical issues, please follow the steps below:

1. Click on Contact Us under Help on the landing page:

2. From the drop-down menu, for Category select Recruitment Administration (authorized
personnel only) and for Subcategory, select UNMRR enquiry and then click on Contact

Us.

@icareers

Contact us

3. Complete all the fields with the required information and upload any supporting
documents along with a screenshot (if applicable), enter the code given on screen and

click on Send.



Mutual Recognition of Rosters - 1_en

&Jcareers

* Amg yOU CONMDCHNG US On Sehot of ¥ yor. phaase sebect

If you are a non-UNS approved user of the UNMRR interface tool, yet cannot access it or
have other technical issues, please follow the steps below:

1. Click on Contact Us in the top right corner of the landing page for Search for UNMRR
Candidates.
) T oPTC

Search for UNMRR Candidates ey

~ Search for UNMRR Candidates

UNMRR Job Title a
First Name: Last Name:

Gender v Nationality Q

2. From the drop-down menu, select applicable Agency; for Category select UNMRR
enquiry; for Subcategory select UNMRR Administration and then click on Contact Us.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 31 of 36
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3. Complete all the fields with the required information and upload any supporting
documents along with a screenshot (if applicable), enter the code given on screen and
click on Send.

Rrcareers

i ! -
e o ne v
* Fegt noma

ame
" indax NumDe
" Daporime Select your Deparimant v
“ Are you contacting us on Behalf of If yes. please yelect
anaines matt Memced
Cotegory: RR & ry -
Subsetugery RR Adm . v
Comment | Guaisen

¥ Upod SupRSITng SoSument m__:.a shaseq
* Wieed verilization:
NWLPG,

Ertge g 2204 IRSAN SESVE N the Dok Baisw

.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 32 of 36



% ]
_/ If you have general inquiries on the UNMRR Initiative, you may send
o them to: unmrr@un.org.
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8.1. Demonstration Video

Technical Support
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9. FAQs

Which browser should | use to access the UNMRR interface
tool?

You may use Chrome, Microsoft Edge, Mozilla Firefox, and Safari.

Can I filter/sort the candidates on screen by gender,
nationality, and name in alphabetical order?

Yes, you can by clicking on the up and down icons next to gender,
nationality, and name columns. Sorting can be made for one
column at a time and per page. 50 candidates are displayed per
page. For the candidates displayed on the Next pages (if any) on
screen, you will need to do sorting again.

Can | save my search results with the candidates’ basic
information displayed on screen in an Excel file?

Yes, you can. Simply check the box next to the Organization
column to select all the candidates in your search results, click on
Download Basic Profile. An Excel file will automatically be
downloaded with the basic candidate details displayed on screen.
Make sure that pop-up windows are allowed for the UNMRR in
your web browser. If you do not see the Excel file downloaded,
check the Downloads folder of device.

Where can | see the communication | sent to the candidate(s)
in the UNMRR interface tool?

You can see all the communications sent to the candidates by
clicking on View Email Correspondence for each candidate.

I have accidentally changed a candidate roster status. What
should | do?

You can go back and change the candidate status to its original
record. Roster Status Audit Details for the candidate will display all
the changes made for you to check and confirm.

iManual published by United Nations DOS/CDOTSPDF version of the manual may become outdated.

Please always consult this site to get the most updated information. Page 35 of 36
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