UNITED
NATIONS ST

Secretariat

ST/ Al / 1997/ 7
20 Novenber 1997

ADM NI STRATI VE | NSTRUCTI ON
RECRUI TMENT PROCEDURES FOR PROFESSI ONAL STAFF*

Pursuant to staff regulation 4.1 and section 4.2 of Secretary-Ceneral's
bulletin ST/ S@EB/ 1997/ 1, the Under-Secretary-Ceneral for Managenent promul gates
the following to inplenent the provisions of General Assenbly resolution 51/226
of 3 April 1997 dealing with recruitnent and to clarify a nunber of related
i ssues:

Section 1

Scope

The present instruction shall apply to recruitnment of staff in situations
wher e:

(a) The recruitnent is for a post financed by the regul ar budget or for an
ext rabudgetary post authorized for one year or |onger; and

(b) The post is in the Professional category or above; and
(c) The resulting appointment will be for a probationary period or a
fixed-termunder the 100 series of the Staff Rules.
Section 2

CGeneral principles

2.1 Pursuant to article 101, paragraph 3, of the Charter of the United Nations
and staff regulation 4.2, the paramount consideration in the recruitnment of all
staff shall be the necessity of securing the highest standards of efficiency,
conpetence and integrity.

* Personnel Manual index No. 4125.
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2.2 Subject to the above provision, recruitnment for posts in the Professiona
category and above shall respect the requirenents of equitabl e geographica
distribution, as set out in section 5 of the present instruction, and the need
to provide equal opportunity for nmen and wonen to participate in any capacity
and under conditions of equality in the work of the Secretariat, by inplenenting
the special neasures for the achi evenent of gender equality set out in

admi nistrative instruction ST/AI/412 of 5 January 1996 or any subsequent

admi ni strative issuance on the sanme subject.

Section 3
Vacanci es

3.1 A "vacant" post is defined as a post approved for one year or |onger, which
is not blocked for an incunbent, as would be the case for nission replacenent,

| eave wi t hout pay, secondnent, short-term assignment or tenporary loan. In case
of lateral transfer within the departnment or office, the vacant post for which a
vacancy announcenent is required under section 3.3 shall be the post that is no
| onger encunbered after such transfer

3.2 Heads of department or office shall informthe Ofice of Human Resources
Management of every foreseen vacancy six nonths before the post becones vacant,
and of all other vacancies as soon as they occur

3.3 A vacancy announcenent shall be issued for all vacant posts at the P-3

| evel and above. The only exceptions shall be for appointnments at the under-
secretary-general and assistant secretary-general |evels, appointnents as
speci al envoys of the Secretary-General at all levels and appointnents to posts
in the Executive Ofice of the Secretary-General

3.4 A vacancy announcenment nmay be issued for posts at the P-2 level to
facilitate movenment of staff on P-2 posts fromone departnment or office to
anot her .

Section 4

Recruitnent at the P-1/2 and P-3 | evels

4.1 Recruitnment at the P-1 and P-2 levels shall be made excl usively through
conpetitive recruitment exam nations, and in accordance with the provisions of
staff rule 104. 15.

4.2 Appointnments at the P-3 level shall normally be nmade through conpetitive
exam nations, as foll ows:

(a) An internal vacancy announcenent shall be issued to ensure that al
qualified candi dates at the P-2 |l evel have the opportunity to be considered for
pronotion, and that candidates at the P-3 | evel who have been appointed for one
year or longer or for a probationary period in accordance with staff rule 104. 14
or 104. 15 have the opportunity to be considered for lateral transfer;
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(b) If no suitable internal candidate is identified, candi dates successfu
in a conpetitive recruitment exam nation at the P-3 level in the rel evant
occupational group shall be reviewed and sel ected as appropri ate;

(c) An external vacancy announcenent shall be circul ated only when there
is no suitably qualified candi date anong those havi ng successfully passed a P-3
exam nat i on.

4.3 On recruitnment, new staff nenbers having successfully passed a conpetitive
recrui tment examination shall receive a probationary appointnent. They shall be
consi dered for permanent appoi ntnment after having conpleted the period of
probationary service, in accordance with staff rule 104.13 (a).

Section 5

Equi t abl e geographi cal distribution

5.1 Recruitment for a Professional post |eading to an appoi ntnent of one year
or longer that is not limted to service with a particular mssion, office, fund
or programme shall be subject to the system of desirable ranges set out in
Ceneral Assenbly resolution 42/220 A of 21 Decenber 1987, as reaffirned by the
Assenbly in its resolution 51/226, except for |anguage services posts and posts
financed by the support account for peacekeepi ng operations.

5.2 The appoi ntnment of candi dates recruited through a national conpetitive
recruitnment exam nation shall not be restricted to service with a particul ar
m ssion, office, fund or programme. However, candi dates recruited through a
conpetitive | anguage exam nation shall serve a mninumof five years on a

| anguage post before being eligible to apply for another Professional post in
the Secretariat.

5.3 In recruiting staff at the Professional |level for posts that are outside
t he scope of application of the desirable range system due regard shal
neverthel ess be paid to the inportance of recruiting the staff on as wide a
geogr aphi cal basi s as possi bl e.

5.4 Subject to the provisions of section 5.5, staff nmenbers whose appoi nt nent
islimted to service with a particular mssion, office, fund or programme and
who have been recruited outside the desirable range systemmay only apply for

posts subject to that systemthat have been the object of an external vacancy

announcenent .

5.5 Staff menbers who have served in peacekeeping and other field m ssions for
a continuous period of at least 12 nonths and wonen staff nenbers who neet the
conditions set out in paragraph 7 of administrative instruction ST/Al/412 shal
be eligible to apply for Professional posts that have been circul ated
internally, provided they hold a current appointnent at the tinme they submt
their application. Staff nenbers found eligible to apply under this provision
nmay be appointed to the advertised post provided they satisfy the applicable
requi rements of equitable geographical distribution and gender equality, and the
established recruitnent criteria, including university qualifications and

pr of essi onal experi ence.
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Section 6

Limtations on tenporary appointnents of |less than one year

6.1 No recruitment for a tenporary appointnent for a fixed-termof |ess than
one year under the 100 series of the Staff Rules shall be made agai nst regul ar
posts or extrabudgetary posts authorized for one year or |onger unless the
Executive O ficer or Chief of Adm nistration at offices away from Headquarters
certifies in witing that the appointnment is required to neet a tenporary need
of less than one year's duration, such as replacenent of staff on field mssion
assi gnment, secondnment or special | eave w thout pay, which cannot be met by
tenmporary reassignment, preferably fromw thin the departnment or office

concer ned.

6.2 Staff menbers recruited on tenporary appointnents for a fixed-termof |ess
t han one year under the 100 series of the Staff Rules in accordance with

section 6.1, including mssion replacenent staff, shall receive a letter of

appoi ntnent bearing a special condition specifying that their appointnent is
limted to neeting a tenporary need, and is subject to termnation, with
appropriate notice, in the event the tenporary need ceases to exist prior to the
expiration date indicated in the letter of appointnent.

6.3 Tenporary staff menbers recruited in accordance with the provisions of this
section may serve for a maxi mum period of 11 nmonths only. However, the

appoi ntnent of m ssion replacenent staff may be renewed to cover a maxi mum
period of three years without reference to the appoi nt mnent and pronotion bodies
when such persons replace staff nmenbers on m ssion detail whose absence is

subj ect to renewal of the nandate of the m ssion

6.4 Tenporary staff nenbers placed agai nst regul ar budget posts or
extrabudget ary posts of one year or longer may not apply for, or be reappointed
to, their current post within six nonths of the end of their current service.

Section 7

Limtations on recruitnent of certain types of personne

Interns, consultants, individual contractors and personnel provided to the
Organi zati on on a non-reinbursable basis, including gratis personnel, shall not
be eligible to apply for, or be appointed to, any post in the Secretariat for a
period of six nmonths followi ng the end of their service.

Section 8

Transitional neasures

The Iimtations set out in section 6 shall not apply in the foll ow ng
cases:

(a) When the recruitnent process was in progress and a staff nmenber on an
appoi nt ment of |ess than one year had been recomrended on or before 3 April 1997
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by the head of the departnment or office concerned, or, in the absence of such a
recomendati on, by a departmental panel under established procedures;

(b) Staff nenbers who, on 3 April 1997, served on an appoi ntnent of |ess
t han one year against a post authorized under the support account for
peacekeepi ng operations, or a post authorized for the International Tribunals
for Yugoslavia and Rwanda, provided the departnent or office concerned has
submtted to the O fice of Human Resources Managenent a request for a vacancy
announcenment for the post, with all supporting docunentation, on or before
15 Decenber 1997.

Section 9

Fi nal provi si ons

9.1 The present adm nistrative instruction shall enter into force on
20 Novenber 1997

9.2 Personnel directive PDY 1/1993 of 30 March 1993 on repl acenent of staff in
t he Professional and higher categories assigned to special m ssions, and
information circular ST/1C 1997/12 of 5 February 1997, which inforned staff of
the interimdecision on human resources nanagenent issues taken by the Cenera
Assenbly on 18 Decenber 1996, are hereby aboli shed.

(Signed) Joseph E. CONNOR
Under - Secr et ary- Gener a
for Managenent



