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| NFORVATI ON Cl RCULAR

To: Menbers of the staff
From The Assistant Secretary-General for Human Resources Managenent

Subj ect: COVPETI TI VE EXAM NATI ON FOR PROMOTI ON TO
THE PROFESSI ONAL CATEGORY OF STAFF MEMBERS
FROM OTHER CATEGORI ES

1. In accordance with adm nistrative instruction ST/Al/406 of 31 July 1995 and
its addendum of 31 Cctober 1995, the following information is provided on the
format and procedures for the conpetitive exam nation for pronotion to the

Prof essi onal category of staff menbers fromother categories to be held from

25 January to 2 February 1996. As noted in that instruction, the follow ng
occupational groups have been sel ect ed:

(a) Administration, which covers work such as that of adm nistrative
of ficers, personnel officers, budget officers and project managenent officers;

(b) Electronic data-processing, which covers work such as that of
programe anal ysts, system anal ysts and programmers;

(c) Einance, which covers work such as that of accountants, auditors and
finance officers;

(d) Nursing, which covers work such as that of the head nurse at
Headquarters;

(e) Political affairs, which covers work such as that of political affairs
officers and liaison officers;

(f) Public information, which covers work such as that of information
of ficers and press officers;

(g) Statistics, which covers work done by statisticians such as research
projections and conpiling of data.
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A Witten exam nation

2. The written exam nation accounts for 80 per cent of the total nunber of

poi nts avail able for each occupational group and consists of two parts: a
general paper (4 hours) and a specialized paper (4 hours) related to the
occupati onal group concerned. An exam nation booklet will be distributed to the
candi dates at the begi nning of each part of the witten exam nations. The

exam nation nust be witten with dark blue or black pen only in the designated
parts of each bookl et.

3. The general paper conprises three sections with a total coefficient of
30 per cent:

(a) Section 1 will test candidates' ability to analyse a problem This
section consists of a text and questions based on the text. The tine
recomrended for this section is 1 hour and 20 mnutes and it has a coefficient
of 10 per cent of the marks assigned to the examni nation

(b) Section 2 consists of a text of a speech or a report. Candidates wll
be asked to summarize the text, reducing it to approximately one third of its
length. The summary will be evaluated for conprehension, accuracy and clarity
of thought. The tine recommended for this section is 1 hour and 20 m nutes and
it has a coefficient of 10 per cent of the marks assigned to the exam nation

(c) Section 3 deals with questions on international relations. Candidates
may choose any 10 fromthe 12 questions offered. The tine recommended for this
section is 1 hour and 20 minutes and it has a coefficient of 10 per cent of the
nmar ks assi gned to the exam nation

4. The speci ali zed paper, which tests substantive know edge of the
occupational group concerned, nornally consists of 3 essay-type exercises and 10
short-answer-type questions. Al essays and questions are nandatory. The total
tinme recommended for this part is 4 hours and it has a coefficient of

50 per cent of the marks assigned to the exam nation

5. As stated in paragraph 24 of adm nistrative instruction ST/Al/ 406,

candi dates participating in the exam nation shall be permtted to take the

exam nation in any of the working | anguages of the regional comm ssions, with
due regard to the requirenent of proficiency in one of the working | anguages of
the Secretariat. In order to denonstrate such proficiency, all candidates wll
have to take section 2 (drafting test) in either English or French.
Alternatively, candidates may elect to take the entire witten exam nation
(parts 1 and 2) in a working | anguage of a conm ssion other than English or
French and sit for a special |anguage test in either English or French. This
test consists of two parts covering, respectively, reading and witing
abilities. The duration of the test is 2 hours and 30 minutes. Candi dates who
have not denonstrated proficiency in one of the working | anguages of the
Secretariat (English or French) in the special |anguage test or in the drafting
test will be considered as not having net the standard required in the
exam nat i on.
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6. The exact time of the examinations will be adjusted for each exam nation
centre, taking into account the various time zones, and will be comunicated to
each candi date. Candi dates should arrive at the exam nation roomin each centre
at least half an hour in advance of the scheduled starting tinme and have with
thema United Nations identification document, their convocation letter and
pens.

7. The witten exam nations will be held at the desi gnated exam nation centres
for the occupational groups nmentioned in paragraph 1. The tentative schedule is
as foll ows:

Gener al paper 31 January 1996
Adm ni stration 30 January 1996
El ect roni ¢ dat a- processi ng 25 January 1996
Fi nance 2 February 1996
Nur si ng 1 February 1996
Political affairs 1 February 1996
Public information 29 January 1996
Statistics 26 January 1996
Speci al | anguage test To be announced

The final schedule will be reflected in the convocation letters that will be
sent to each candi date.

B. Oal exanination

8. Candi dat es may be convoked for an oral exam nation in accordance with

par agraph 14 (b) of administrative instruction ST/Al/406. Candi dates serving at
duty stations away from Headquarters will take this part of the exam nation
either in New York or at another |ocation, depending on circunstances. At

| ocations away from Headquarters, the oral examination will be conducted by a
board consisting of at |east three nmenbers of the rel evant board of exam ners,

i ncluding an ex officio menber.

9. The oral exami nation is scheduled to be held in April-My 1996.

10. Candidates will take the oral exam nation either in English or French, the
wor ki ng | anguages of the Secretariat, in accordance with the preference stated
in their original application. The oral exam nation accounts for 20 per cent of
the total nunber of points avail able.

11. For all occupational groups, the standardized format of the ora

exam nation will include a 5- to 10-minute presentation of a general nature on a
topic broadly related to the occupational group concerned. Each candidate will
draw two topics at randomfrom a sel ection prepared in advance and choose one of
the topics. The candidate will then have 15 minutes to prepare an ora
presentation on the selected topic. Followi ng the presentation, the Board of
Examiners will have an opportunity to ask three questions for clarification or
anplification of any of the points nade by the candidate. After the
presentation and rel ated questions, the Board will ask seven other questions of
a general nature also broadly related to the occupation
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12. The presentation and responses to the questions of the oral exam nation
will be evaluated in accordance with a rating scale designed to assess the
candidate's ability to conprehend topics and questions, to comunicate with
others and to present and illustrate with exanples his or her views in a clear,
| ogi cal and understandable way. |In order to ensure consistency, the marking
wi Il be done separately by each nmenber of the Board i medi ately after each oral
exam nation and without relation to the grading of the witten exam nation. For
all occupational groups, the presentation will account for 45 per cent of the
poi nts assigned to the oral exam nation, the answers to the requests for
clarification or anplification for 15 per cent and the answers to the 7 other
questions for 40 per cent.



