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GUIDELINES FOR THE SELECTION AND APPOINTMENT OF GENERAL SERVICE STAFF IN SUBREGIONAL OFFICES, LIAISON OFFICES AND FAO REPRESENTATIONS

(Revision date: February 2010)

Background

The purpose of this note is to provide the revised guidelines for the recruitment and selection of local GS staff in Subregional Offices, Liaison Offices and FAO Representative Offices in line with the Director-General's policy of entrusting increased authority to decentralized offices for the recruitment of local General Service staff (ref. revised Manual Section 119 Appendix D issued on 8 May 2008).  

Delegation of Authority


The delegation of authority for selection of all positions in the General Service category (graded G-1 to G-7) is provided by the Director-General to the Heads of Decentralized Offices: Subregional Coordinators, Directors of Liaison Offices and FAO Representatives (hereinafter referred to as Heads of Office).

· Step 1: Budget/Post Confirmation


Prior to the issuance of the vacancy announcement the Head of Office should confirm:

1) Provision of the post and grade in the current PWB; 

2) Budget availability for the duration of the post. 


For FAORs, clearance is given by the Regional Office. For SROs and LOs, clearance is given by the Subregional Coordinators and Directors of Liaison Offices respectively as budget holders for their offices.


Any deviation from the above should be referred to the Director, CSH, through CSHE with copy to the Regional Office for guidance and recommendation on the eligibility determination.
· Step 2: Positions and Terms of Reference


General Service posts in Subregional Offices, Liaison Offices and FAO Representations may essentially cover occupations in Programme, Administration, IT and Operations areas.



Standard post descriptions for these occupations in FAOR offices with appropriate qualifications requirements are available in the FAOR Handbook in COIN. They can also be obtained from CSHE or the Regional Office. Post descriptions could be slightly adapted according to the requirements of the decentralized offices; however, vacancy announcements should be based only on the Standard Post Descriptions. 

· Step 3: Advertisement of Posts  

The vacancy announcement for the post includes: 

· a description of the nature of the post, including title, grade, location, and length of assignment; 

· a current description of the duties and core responsibilities of the post;

· the skills, experience and qualifications required and, if applicable, desired of the candidate (to be reflected in the selection criteria);

· the procedures and time limits for submitting applications;

The period for advertising posts in the General Service category in the field is determined in accordance with the procedures adopted by the other UN agencies present in the country.

The vacancy announcement shall be advertised in the office boards of FAO, other UN agencies, major government counterparts, in the FAO and/or UN country website(s), through email communications to various parties (UN agencies, NGOs, Embassies, Ministries, Universities, Institutes, Private sector, etc.), and shall also be advertised in the local press, if considered useful.   

· Step 4: Selection Process
a) Receipt of applications

Applications (also through e-mail) and filled Personal History Forms will be sent to the e-mail address/office address shown on the vacancy announcement by the closing date. A designated staff member in the FAO Office will record the applications and number them in the order of receipt.  The deadline could be extended if necessary, and communicated accordingly both within and outside FAO. Applications received beyond the deadline will not be accepted.

b) Screening

A first screening will be done by the Administrative Officer/Assistant FAOR (Admin) to screen out candidates not meeting minimum requirements.  Qualified candidates will be ranked according to the selection criteria reflected in the vacancy and will be called for an interview. This information should be recorded in order to keep track of the assessment made for all applications received. Attached is an example of a matrix that can be used for this purpose (Appendix A).


CIO-Field-Support@fao.org should be contacted for assistance with the filling of Information Resource Clerk (IRC), G-4 positions in FAO Decentralized Offices. if any changes in the job description are needed for the IT duties before the issuance of the Vacancy Announcement. In all cases the standard Vacancy Announcement available here in the Management Manual (available in English, French and Spanish) should be used in all cases. If the FAO office considers that there is a case for a change to the job description, CIO Field Support should also be consulted.

Once the VA is issued, a shortlist of applicants meeting the essential and desired requirements should be prepared. This should be arranged according to ranking, age, ICT, registry, and library experience, and years of work experience. This shortlist should be sent to CIO-Field-Support@fao.org for review and clearance to proceed with tests and interviews. References for all or some of the shortlisted candidates should be obtained prior to interview. If necessary, CIO Field Support will participate in the interview (via telephone) and/or will evaluate the test results. IT briefing material can be made available to newly recruited IRCs.

c) Tests

Applicants may be required to sit a test in order to determine their level of basic office skills related to the requirements of the position.  The tests, together with complete instructions on how to administer and mark the tests, will be made available by the Recruitment and Staffing Branch, CSHR (e-mail address: GS-Testing@fao.org ).  The scores may be used to screen candidates for the next recruitment phase, i.e. interview.  The basic office skills test would be appropriate for GS positions up to the G-4 grade.  Field offices wishing to test applicants for higher-graded GS positions should propose a test and related scoring, based upon the job description to CSHR for clearance.  The administration and marking of these tests will be carried out by the Field Office concerned.
d) Selection panel


The Selection Panel will be chaired by the SRC/Director LO/FAOR and will comprise the Administrative Officer or Assistant FAOR (Administration)/(Programme), at least one member at professional level from one UN Organization and a senior FAO Professional or GS staff member at the duty station. As indicated above, the CIO office ITO may participate in the interviews for IRC positions in the Representations.

e) Interviews


The Panel will meet before starting the interview process to agree on the procedures for the interview which should comprise the following steps:

· Review of curriculum vitae of each applicant;

· Comparison with selection criteria of the vacancy announcement to identify strengths and weaknesses;

· Agreement on the scores to give to each criteria as assessed during the interviews; 

· Agreement on the key area that candidates will be expected to cover in their responses to each question; 

· Questions related to the job description to assess extent of knowledge of candidates and their ability to present ideas in a clear and concise manner;

· Questions for the candidates related to previous experience, level of education, language skills, organizational, interpersonal, communication skills and others as per the vacancy announcement.

      Each candidate will be interviewed and may be requested to provide evidence of the qualifications indicated in the application.  At the end of each interview, the Panel members will discuss and agree on a ranking of the selection criteria to determine an overall ranking of each candidate. Should additional information or assessment be required to complete the first interview of most qualified candidates, a second interview could eventually be considered. 

      
In addition to selecting a candidate, the panel should draw up a ranked reserve list of other candidates who could be offered the post in the event that the 1st choice candidate does not accept.

f) Selection Report
      Upon completion of the interview process, the Panel will write a report containing a short list of a minimum of three candidates in order of preference, explaining the criteria for selection and ranking and the basis for rejection of unsuccessful candidates.  The report will be signed by all members of the panel and approved by the Panel Chairperson.

      Where a short-list of minimum three candidates is not possible (exceptional circumstance), a submission with at least two short-listed candidates must be presented to the Director CSH, through the Regional Office, for clearance. However, a clear justification of the reasons for not including any of the other candidates interviewed in the short-list should be included in the submission. 

· Step 5: Submission of full documentation 

For all submissions of positions in the General Service category, the SRC/ Director LO/ FAOR will forward the following documentation to their respective Shared Service Center (SSC) Hub, with copy to the Regional Office for the Representations:

1) Selection Report;

2) PHFs of the short-listed candidates;

3) Budget/Post confirmation (see step 1).

· Step 6: Recruitment 


Upon receipt of the documentation mentioned in step 5, the appropriate Personnel Officer in the SSC Hub will contact the first ranked candidate to make the offer of appointment, and proceed with the recruitment clearance (medical, and administrative). 
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