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How to prepare the submission
Military & Police Campaign
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Before filling the forms…

• Candidates are strongly encouraged to review and 
understand the functions and responsibilities of the position/s 
to which they are applying as well as the qualifications 
necessary.  By doing so, candidates will:

 Improve their ability to position themselves to meet the 
needs of the hiring office;

 Save time and reduce frustration that results from applying 
to jobs which do not match their strengths, aspirations and 
personal circumstances.

Please note: Currently serving active-duty seconded officers will not be 
considered eligible to be nominated for new vacant posts.
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Understanding the Job Opening (JO)

1. Title
2. Organizational Setting and 

Reporting
3. Responsibilities/functions
4. Competencies

– Professionalism
– Planning and Organizing
– Teamwork
– Communication (for P-4 and 

above), when applicable
5. Qualifications:

– Education
– Experience
– Languages

6. Assessment Methods
– Written Test 
– Competency Based Interview

All JOs are organized in the following 5 sections:



What Forms Nominees Should Submit?

1. United Nations Personal History Profile (PHP), P-11 -
required

2. Employment Record (Supplementary Sheet) - if needed

3. Employment and Academic Certification - required

Each nominee should complete the following 3 forms: 

1 2 3
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Form 1:  UN Personal History Profile (PHP), P-11 - required

• Personal Information

• Education and Publications

• Employment History – in detail in the next slide

• Languages

• References

Information requested from the nominees
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Employment History
Description of Duties

• Duties:
o What is done in current job

• Describe responsibilities with 
careful attention to the job 
opening for which you are 
applying

• Use of Grammar
o Current job:  present tense
o Past job (s): past tense

Summary of Achievements

• Achievements:
– How well performed in the 

job
– Provide specific examples 

where an impact or 
contribution was made in 
the positions held

Form 1:  UN Personal History Profile (PHP), P-11cont.
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Points to remember
• Candidates must review and understand the functions and 

responsibilities of the position/s to which they are applying to assess if 
their qualifications, strengths and aspirations match the experience 
and skills required by the post.

• The UN will first know a candidate through their application/PHP, so it 
is imperative that candidates provide accurate and detailed 
information.

• Candidates should type the information, if hand written, information 
must be clear and readable.

• Candidates should:
– be truthful, accurate and specific
– make words count
– proofread before finalizing/signing

Form 1:  UN Personal History Profile (PHP), P-11cont.
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Form 2: Employment Record Form – if necessary
(Supplementary Sheet)

• To be used only if PHP is not sufficient to capture all work 
experiences. The form must be duly completed and signed.
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Form 3: Employment and Academic Certification
(Attachment to P-11)

• For each nominated candidate, a duly completed 
Employment and Academic Certification form must be signed 
by the candidate and by the relevant Local Police or Military 
Authority 

NOTE:
Incomplete and unsigned forms 

will not be accepted

• The Certification must contain details on the candidate’s 
military/police academic degree/courses and employment 
record as well as his/her rank and commission date (for 
military officers) or date of enlistment/entry to service (for 
police officers).
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Form 3: Employment and Academic Certification
(Attachment to P-11)Sample
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Form 3: Employment and Academic Certification
(Attachment to P-11)

Part to be signed by candidate - Sample 
(continuation)
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Form 3: Academic and Employment Certification
(Attachment to P-11)

Part to be signed by the relevant authority -
Sample (continuation)


