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WIPO’s Online Recruitment
System

How to apply for jobs, internships and individual contractor (ICS)
opportunities at WIPO

All applications for employment opportunities at WIPO must be made via
our online recruitment system.

Step by step guide: Applying for jobs, internships and ICS opportunities at WIPO
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Please type CTRL + click on the type of opportunity you are interested in
applying for below to view the step-by-step application instructions

Applying for Professional & Higher Category and General
Service posts at WIPO ..o, 3

Applying for the WIPO Internship Program ........................... 16

Applying for Opportunities as an Individual Contractor (ICS) at
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WIPO Careers

How to apply for Professional & Higher
Category and General Service posts at
WIPO
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Getting Started:

Any individual interested in a Professional and Higher category, National Professional category
or General Service position at WIPO should submit his/her application through WIPQO’s online
recruitment system and follow the below procedures:

o View WIPO’s current list of vacancy notices.

e Select the vacancy notice for which you would like to apply.

e Create an online profile and complete the mandatory details in all sections of the online
application.

e All applications must be submitted before the vacancy notice closing deadline, which
corresponds to the local date and time of each user.

e Applications will be acknowledged automatically by email, and applicants can monitor
the status of their application(s) via our online system (my submissions page).

All inquiries regarding the online application process should be addressed to erecruit@wipo.int.

Application Process at WIPO:

Selet?t I sy Login/Create Complete Answer Include Letter Reweyv e

you wish to apply for > ) online . . S Submit your
online profile . questionnaire of Motivation .

application application

Note to Applicants:

As of April 2016, WIPO has transitioned to a new online recruitment system. Returning job
applicants who have completed an online profile to apply for jobs prior to 6 April 2016 will be
required to create an account in our new online recruitment system in order to apply for jobs
posted after that date. For additional information, please consult our FAQs.

Subscribe to WIPO Job Alerts:

To subscribe to WIPO Job alerts, click the RSS feed link %55 & available on the WIPO job
openings list. (WIPO Career Page > Apply> RSS link)
Creating an online profile without applying for a specific job:

If you wish to create an online profile in our system without applying for a job, please refer to
page 14 of this guide.
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How to apply for a job opening at WIPO, step-by-step:

1. Starting from the Jobs at WIPO webpage, click the WIPO Careers section and then
the “Apply” button

WIPO

WORLD INTELLECTUAL PROPERTY OROAMIZATION

UPSeaces:  Polcy.  Cooperston.  Reforence Aboul 1P Inesda WIPO Baah VPO

WIPO Careers

Pursuing a career at WIPQO means being part of a unique United
Mations agency dedicated to making intellectual property work for &0
innowvation and creativify

DOur stal work in mudb-disciplinany, mafi-cufture Bams in & stmusaling intemetonal setdng
Wi work with gowammisnds, indeliscthual property (IP] precimonars, civil socisty and fhe private
sacior fo adminestar gichal P senaces, daveiop indarmational law and siendarnds, sat up
collabaralive natworks, and buid capecity n the use af 1P for developmand. The. majodily of
siall posilicrs are hased al o Gengva headguanars

Apply €

2. Upon clicking the “Apply” button, the WIPO online recruitment system will open and
you can review the list of jobs currently available. If you find a job that corresponds to
your skills and experience, click the “Apply” button to begin the application process.
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ki Siaare Wy dobpmge
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3. After clicking the “Apply” button, you will be prompted to log in to your account or to
create a new online profile. If you have created an account in our new system (after 6
April 2016) and forgot your username or password, click the “Forgot your username” or
“Forgot your password” link to retrieve it.

WEhs oM. ol aia not siynad i

ot Search

Login

Tio Gatiich WOLF @ECDT, Phisthi Klaniilfy yoursal by peoviding the nlomaion redisesiad in the Balds balow, than click Login™. F you e ool regiskened v, £ bk Tew usar™ and Tolioey T insine bons

KoL raali @ Booounl

Landsfory feids sve mavked wih a7 arfenzk
Lkt Mame

= Fasawa

Note: The remainder of this guide is dedicated to first-time applicants, however returning
users may find it useful when modifying profile information or applying to new jobs.

4. Enter the relevant information in the New User Registration section, then click
“Register”.
Mew User Registration

Flesta fskn 8 b Feprserh b g vier. Vou well e i aferegbon B2 sccass soar seoaand i dhe i

Flesra ncin thal tha parmsd reenl reypael o Solkeeng ke

Langatory fisids are mavied wi a7 sefnisk
= Llser Bame
= Passward
Ra-anier Pagswond
=Emai Address
=Re-znler Email Address

Fegmiee Cancel
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5. Upon registering, you will be asked to agree to the Privacy Agreement by clicking the
“I Accept” button. (Note: clicking “I Decline” will cancel the application process)

Privacy Agreement

Skl @ languaza

Engh=h hd

The World intedechal Proparty Organizabion (W PO values o pricacy of your pemsomal mfomaton. Ves (sl avery precauton o prolect the infosmaion you proade. By acoesang Hes sie
ot will b reqquieed o prvare certain parsonal information. much ax your rame. comtact dalbais, sducabon and work helorp sk, Yol an acoess pour personal infoemation by nggng o your
ol from our walbeik. You can then update, medily or dakis pour parsonal imcmaion

Bty accmszing this sim, cedain nicrmabon abogd the Liser, such as inteeel Prolocol (1P addresses, path of ranegabion through the sie_ the software used and the bme spani on e mie, along
with Girer il information, may be sicorsd n o cloud solebon. Tres inforsation moy e esed mier Ao, for conducing wet s rafic anshse

Parsonal information eolseizd by WIFD il orly ba e for Fuman eoirces and retruliment purpeses. Wa will ol share parsoral inemaiion with thind paries without your pamission. Whiks
w sk mvery sflort o profect e pemscnal mformabion of e User on Hus sie, we do nol acoept any labiBy for e sscurly of e mlommoaion. Yo profie is passwornd proteciad Plaass
nemember never b shans yoar [asmwond with amgone, and 1o change il frequentty

AP shiall e b Riabvba for @rvy becs o damage thal mery ceew whils pou ane using tha sis

e remerve the nght to closs your accoun if it contins false, misleading or impproprole irlmmoion

[T Ascopt | | Decine |

6. Now you are ready to begin the online application. For the remainder of the
process, you can follow your progress through the boxes at the top of the screen.
The box highlighted in blue shows your actual step in the process. Here you have the
option of either parsing a resume from LinkedIn, uploading a MS Word resume, or manually
submitting the online application. Parsing will fill out some but not all the fields of the online
application and you will need to check the fields to make sure the information was
transferred correctly to the corresponding field in the system (i.e. mailing address should
not display a phone number). Please note that your uploaded resume will not stay on file
and is only used by the system to help you complete the required fields.

Wrlooe Win 2o Sgned in Wy A codid Oploes (el et Can {0 Boma) | Sage Ol

o Smach Wy ibokacn

Appiyng for LEGAL OFFICER (Job Mambar. 16105 (TAY

-

Ega and Coimlnue Soad and Bt Willhaliow Apde afion

Resume Parsing s I Compiona vour
spplcaboe
How to complete your application

Tach barve £ opon The FeEl
ZHLK Mo 0 Opsan Uha Sk uida

Uplcad data from LinkedIn

in

Orupload a resumea

Sielact the reairme Fe io upioad
I Betraes
dobw. Crea e prossas w copimar phems verdy Fu sen roemnng vage mrs
- P thaankea | il Bl ol B orking solemeesam manial

Friuzey Aqieermens

Eow and Conbrus Eires aid Exil Vilttudrara Apedeamon
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Complete the Personal Information section by filling in personal details (name,
nationality, date of birth, etc.), basic profile information, language skills, and setting
preferences on receiving notifications for new vacancies. After completing the required
information, click “Save and Continue” to proceed.

ATNTE] L ] ok o I [
= E . - - - - - 3
. e == mel S ILT
Pesonal Informaton s i ey
i
Fexcra Ifmodion & i
- Rl b
k - e
o
. - il s
- —=
e
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e =
e —
o ™
™
e i
[rg cu - o | =

Present Address:
» Address (line 1)

Address (line 2)

» Email Address

erp@wipo.int

Home

Basic profile informati

» Highest education level

Not Specified

Not Specified

I additional languages, please specify:

Job Posting Notification
Please selectthis box Lo receive an email

Barve and Contirmse

Permanent Address (if different from Present Address):

Address (Line 1)

Address (Line 2)

ity Ciy
Postal Code. Postal Code
State/County State/County
< Country Country

Not Specified Not Specified

Alternative email Address

Phone number (include country code, e.g. +41)

* Mobile

on

Not Specified ~

s Are you currently employed with WIPO?

K

If yes, please indicate your current contract type

[«

If not employed by WIPO, are you employed by another UN organisation?
Not Specified

Mather tongue 3
1| [ Not Specified =

Reading
English 1] [ Not Specified ~
French Not Specified ]| [Not Spocified =
Other relevant languages:
Not Spocified <1 [None <1 [Non ~
Not Specified 1 [None ] [ Non =
Not Specified 1 [ None = [~
Not Specified =1 [None =] [ Non =]

ISver similar opportunity is published.

Save =5 Tiras

Work
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Next, complete the Education and Certifications section.
relevant fields, click the “Save and Continue” button to proceed.
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After completing all the
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9. Enter the required information related to your work experience in the Employment
Record section. You may wish to copy and paste the information from a CV/Resume.

Appiying Tor: | egal Dificer {lob Mumber: 16087 (FTH

g ||| [
g S 1

R ] RN My e Sl WAL T A 3
Employment Record

W'ork E:-:pnr‘i-nl:n
Lemt prr work exporenre below, startng with s mos! cecant

Work Expariance 1

et o

g R Y o e
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10. Complete the General Questionnaire on this page which applies to all job openings
at WIPO.

Applying for: g (Job Number: 16087 (FT))
Edut aton
Pafsdnal . Empicy et Profle LeSer of e
Infoamaran C{'I‘Il:::.‘oﬂi Recara e Vaotroanon e s Syterat
Sawes and Conlinoe Save and Exit Withdraw Applic ation
General Quesfions Howw I cormygionn yout
appin-iom

Quasticnnaire

Click: b ot s i
Plisise arawr e Solowng guasions as aciursioly o possible

pueiche

€1 Al appoimen o Subped] I ok aciony Mokl daamaion. A you silng 10 UnSDigd 3 el casTenabon b T CONed ol e 1S LT i e

Yo

ek

2 A ey i Of youl famity emoinad oy PO

]

T Emplapmen o WIFD may s inkemational Bxel, Am yoy willing i vl e course of pour e

o Y

+ 4, Ermpiopment o WIFD o e asasIr O T RS T RO W1 I ST Of V0T T Gtk S0 New (ANSS. ArE 00 D{e n srh crangesy
= Yk

v % Empinpredt ot WIFD gy seoes onwler §o ooe of the edermal o¥fices. Wil vou B wifing i relcis?
Yay

=y ]

€& R 1D Sl MunCrans Ml D6 Gl ] I Decaad o DaCRgTn Crd b Al Dt wilifid 1D UNdéd 30 Sch 8 DaCkQAund Chdk F ASCiGsar,™
o Yew

Ko

S il GO and Exit WATRIiarA AP Eo

11. Complete the Profile Questionnaire which pertains to the specific job opening for
which you are applying. Click the “Save and Continue” button once you have answered
all the questions.

Applying for: Legal Officer (Job Number: 16087 (FT))

E I
Poreonal Educatio

L Emiployment Ganarat
Informaton

L Letterof | Review ard
Recond Questions

Matreation e Subemit

and
Certifications

Save and Continue @ Save and Exit | Withdraw Application |

Profile Questions

Questionnaire
Pigase answer the I'DIIO'J.’Ing QUESHIONS as Q"CEIJ{BEED_.' as possible
1. Do you have an advanced university degree in nternational relations. law or other closely related field?
® Yes

O No

2 Doyou have a first-level university degree in science, economics, law or related field?




12. Next, please provide a motivational letter to complement your application.
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complete, click “Save and Continue” to proceed.

Tip: Your motivation letter should explain why you think that you would be a good
candidate for this role and what you would bring to the Organization. It should make
clear reference to the requirements outlined in the vacancy announcement and how
you feel that your profile is a good fit.

Applying for: Job Number: 16087 (FT))
Fersonal E“';g"’" | Employment Ganaral Pigiie Eester of esignatre | TeEview and
Infoamation Certications Racorg Cuestions Questions MDA Submit
Save and Contiry , Save and Exit Withdraw Application [

Letter of Motivation

Piease explain how your qualrﬁc ations, expenence and skills make you suitable for this post in line with the requingments Ksted in the vacancy announcement,
and describe your motivation for applying to this vacancy

* Plain text mothvational letten 3000 ¢ haraclers)

lettar of motvation

Save and Continue Save and Exit Withdraw Application

Privacy Agreement

13. Almost done! Please e-Sign your application by reading the statement, entering your

full name and date of birth, then click the “Save and Continue” button.

Wpplying for:  Legal Officer (Job Number: 16087 {FT})! '

= f _
Parsonal _uic:lm Ermplayrme! General Prafile Letier of Révieyw and
infoemation Cﬁ-"ur';'-ors Record Questions Questions Molivation Subemit

eSignature
Pleazs read the fofirairy salement corehully, e ackn ra.l--;l_r-lll i you frates 1530 ard Spproeed il by proicng the wricrmiston cequoaied i the- batiom of
tea caga Plissa ol thal an el is o aerbons e of a fand-wniien sonalie

Smlnsl a langoagn

English |
By oo nreurq the iminrm. Jr-\.l"'Jl et | techarm ik oo mformiahion peovaded ouch a5 the name, rationabty, dain of i ecucation aor work histors mnd nfher daia i i
i o T i B st o vy bneradadge and baled and .1|.._m |.'.1—_ b ke oy adassary Sags o vweiity ol isformuebon poosicded. e lidiey) comasbing fsrmal
w 1 s
| understand oy wibiol mezepressstatcn made on e seh =is o o arg other desuments sebmtied o WP denng mp applicmicn, moyg ek n oy dsquabfcabor bom e
g (o SelE o] pricasi, O WEsnakn of My Conarast wih WIPO @ a laer dala [ R pontrac] et iron s el misnasnes il

Do not sign umiil you have read thie above siaiement.

iy -y =Sigreahure o, | ety et | e rearl. Rty understond and sccept off temms of the loregoing siatesent. Please signify pour sceeprance by srilerimg the information
memin n the feits beiow

+ Pipane mirrs o il nome

+ Procmg antad pous OaRg of Dich
MDY |

Sarv s Conirn. ava and Fadi Wittaiaw Sl dion

Once
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14. The last step in the process is to review and submit your application. Here you can
review your profile, and go back to make any changes if necessary by clicking the “Edit”
link. Once reviewed, click “Submit” to submit your application.

Applying for:  Legal Officer (Job Number: 16087 (FT))

Education
a
Carificalions

Employment General Praofie Letier of
Record Questions Cuestions Motivation

Personal
Information

eSignature

Submi ve and Exit Withdraw Application

Review and Submit

The fallowing infarmation will be submitted after you click the Submit button. Where an Edil ink is displayed, you can modify the corresponding information

Persanal Information | ean

Persenal Information

Calin
3243
42344

Upon submitting, you will receive the following on-screen message, and an email
confirmation.

Thank youl

=rocess completed

‘Fou have sucssafilly complaied your onbng appbs aion

15. If you wish to view, edit or withdraw your submission at any time, go to the “My
Jobpage” tab and select the “My Submissions” link to view the list of all applications
you submitted.

0 Jofbreon, yie e S § ceount Oplresd e Wy Joh Cant - :
trmsons Wy i St Peinching Jot Aupbr b oris
oy ST RO |1 00 GV i) Candicne Frofis
Taba =
Thin poge depiares all relere afed fo et draft and complsted scbmes o
T i i
Compleled Submssione
LELG:
G fors
Pii i 0E-War X0 - St Murbier 16168 [TA)

kcon ksgend
MACTG LN TSI

s Actajiiey Jdob Sbessins

Sybrmmans St Compleiod — Updated 15-Mar- 2006
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Creating a profile in WIPO’s Online Recruitment System without applying to a job:

If you wish to create a spontaneous online profile in our system without applying to a specific
job, please follow the below instructions and use this link.

Click the “Sign In” link at the top right of the page:

-4 1
K q
Job Openlngs 1. 19of 15 o
¥ Pusding [ain B Savn T Ssach
o sort by e
. - ] {n e
¥ Dhuty Staticn
AT ARSI (6] - G 1513 ;'-"un‘l'

ey 1
Mo 2008, 306
M
=t

T it WOAR GEE O, Phedsa kol yoursall By peceaiding thi STRnmalo redisestod i tha Bolds Daloe, thah click TLogin™. I yod o5 ol PegeEkenced yol, £8E K "M o™ and Toliord Tha N o
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Enter your desired user name and password, and then agree to the privacy agreement on
the next page.

On your homepage, select the “My Jobpage” tab and click the “Access my account” link
on the right to begin entering your profile information. Please refer to steps 6-10 in this
guide in order to complete the various sections of your online profile (pgs.5-9).

kon kEgend

Deactivating your account:
If you wish to deactivate your account which will also withdraw all of your active job
submissions, please do so by clicking the My Account Options link at the top right of the page,

then click the Deactivate link.

My Account &

This page displays your account options. To set or modify preferences, click "Edit”™ next to the relevant saction.

Technical problems:

If you have encountered technical problems while creating your profile or applying to jobs,
please document them by taking a screen shot (Ctrl+Print Screen) and send it to us at
erecruit@wipo.int together with a short description of the problem and we will address it as soon
as possible.
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How to apply to the WIPO
Internship Program
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Getting Started:

Any individual interested in doing an internship at WIPO should submit his/her application
through WIPQO’s online recruitment system and follow the below procedures:

e Visit the webpage Jobs at WIPO.

e Select “Internships”, then click “Apply for an internship”.

e Create an online profile and complete the mandatory details in all sections of the online
application.

e Applications will be acknowledged automatically by email, and applicants can monitor
the status of their application(s) via our online system (my submissions page).

e All inquiries regarding the online application process should be addressed to
erecruit@wipo.int.

Internship Application Process at WIPO:

Read through the : .
information in the Log::/;:r:ﬁi';e Complete online Answer Include Letter of SRuel\)lrI:th a;:r
Internship Roster v . application questionnaire Motivation My

T i A— profile application

Note to Applicants:

As of April 2016, WIPO has transitioned to a new online recruitment system. Returning job
applicants who have completed an online profile to apply for jobs prior to 6 April 2016 will be
required to create an account in our new online recruitment system in order to apply for jobs
posted after that date. For additional information, please consult our FAQs.
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How to apply for an internship at WIPO, step-by-step:

1. Starting from the Jobs at WIPO webpage, click the “Internships” link, and then the
link “Apply for an internship”

WIPO

WORALD INTELLECTUAL PROPERTY DROAMNIZATION

H'Fm Folicy Cooparaton  Fefamercas About P Insida WIPO Sl WIFD

Internships at WIPO

Interning at WIPQ is a unique chance to gain invaluable
experience at the forefront of innovation and creativity.

Cur interns can be found far and wide across the Organization
since any area of activity can create an intemship spot,

Apply for an miernship

2. Upon clicking the link, the WIPO online recruiting system will open where you can
apply for an internship. Go to the Internship Roster vacancy and click the “Apply” button
to begin the application process.

Internships

Ji5 Oifmtangd 1-1oi "

# v | [+]

TN b il i
——— e .
e ﬁ
i g i T - I =i ia Tl
i .
i

gy TN S T
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. After clicking the “Apply” button, you will be prompted to log in to your account or to

create a new online profile. If you have created an account in our new system

(after 6

April 2016) and forgot your username or password, click the “Forgot your username” or
“Forgot your password” link to retrieve it.

s Pkl i the Bl badow, than click Logir ard o ragrEhenad yal, chek Hew s

and Toliorw T irsines bons

Note: The remainder of this guide is dedicated to first-time applicants, however returning

users may find it useful when modifying profile information or applying to new jobs.

Enter the relevant information in the New User Registration section, then click

“Register”.

Mawy Lksar Registration




page 20

5. Upon registering, you will be asked to agree to the Privacy Agreement by clicking the
“I Accept” button. (Note: clicking “I Decline” will cancel the application process)

Privacy Agreement

Sabat | @ kAo

Engizh -

The World imslachl Proparty Orgarazabon (WPCO valuss e prraacy of your pemonal miematon. Vee bskes ssary pracaston o prolect the information you prvade. By accesang this sis
ot wil be requised 0 provde certan parsonal infiemation, such as your rame. contact detas, educabon and sork hetory mkc. You can acoess your personal infemation by nggng o your
b fro o wataiia. Yo can then updata, Moty o Sk pour parsona aamaion

By accazsing Hus e, cedain mmomabon about the Liser, such 2 Inteere Protocsd (1P acdnesses, path of raogation through the sie e softwares used and fhe bme spend on e mis, along
with cirer smilar infoemaiion, may e slomd 1 3 sloud solebon. The inforsabion moy be used misr alo, for conducing web =i frafic anakese

Parzcnal information eolkee led by WIPTH will only ba usded S Fusan feounces and recnuitmant purpaies. Wa wil nat shars parsonal imlemiaton with tind parkes withot your parmissicn. Whik
w ke mvery afion e protect e persoml mformabion of the Useron the sfe, we o nel acoept amy Ity for the secury of te mlommabon,, Your profie i3 passwond proteciad. Pleass
remember nesver b shans your passwond with amgone, and i change il frecqueniy

WAPO shiall nai b Rabla for @iy e of damaga thal may ccewr whild ou @ using tha sia

Wom rpmarve the nght 1o choss your accour f f contains falss. miskading or inapproprore mlomoion

[V Accnpt | 1 Docine |

6. Now you are ready to begin the online application. For the remainder of the
process, you can follow your progress through the boxes at the top of the screen.
The box highlighted in blue shows your actual step in the process. Here you have the
option of either parsing a resume from LinkedIn, or uploading a MS Word resume, or
manually submitting the online application. Parsing will fill out some but not all the fields of
the online application, and you will need to check the fields to make sure the information
was transferred correctly to the corresponding field in the system (i.e. mailing address
should not display a phone number). Please note that your uploaded resume will not stay
on file and is only used by the system to help you complete the required fields.

P Emrira b Erpu ret e 1o noww of
- o b by Wty
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1 P —
Resume Parsing datafrom Linkedin. Uponclicking aplam
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. 3 Liniedin cradentials
Uptosd dala from Lnkedln
tﬂ Salect thsopuonto uploada

resima or CV in M5 Weordformat
Or uplosd B resume

Salect ths opbonto manually complete the
[ s | fiaids You may copy and paste the
- = e ey s e Gl information froma current OV, (This opton
R L R - igrecommended)
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7. Complete the Personal Information section by filling in personal details (name,
nationality, date of birth, etc.), basic profile information, language skills, and setting
preferences on receiving notifications for new vacancies. After completing the required
information, click “Save and Continue” to proceed.

i T

v ] '

Present Address: Permanent Address (if different from Present Address):
» Address (ine 1) Address (Line 1)
Address (line 2) Address (Line 2)
* Gity City
Postal Code. Postal Code
State/County State/County
* Country Country

Not Specified Not Specified
* Email Address Alternative email Address

erp@wipo.int

Phone number (include country code, e.g. +41)
Home * Mobile Work

Basic profile information
» Highest education level
Not Spacified

ity employed with WIPO?
If yes, please indicate your cument contract type:
Not Specified

If not employed by WIPO, are you employed by another UN organisation?
Not Specified
Language skills:
+ Mother tongue 1 Mother tongue 2 Mother tongue 3
Not Specified []] [ Not Specifed 1] | Not Specifed ~l
Langua Spoaking Reading Writing

For descriptions of Language levels, Click here.
Engiish Not Specifed 1) [ Not Specifod ] [Nt Spocited S
French Not Specied 1| [ Not Specifed <i| [NotSpociied <

Not Speciicd 1 [ I [~ SR S
Not Speciied =l [~ =l [~ = [~ =
Not Specifed N =l [~ = [~ =]
Not Specifiod =l [ = [~ = (™ =]

Job Posting Notification
B2 Plasse selact his box Lo recsive an emsil notication whenever similar B/l published.

Save and Contimes Save o5 e
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8. Next, complete the Education and Certifications section. After completing all the
relevant fields, click the “Save and Continue” button to proceed.

Save ard Cordrum Selrew ] Eped Wl Appisafon

Education and Certifications Hoom I corplabe your
P abon

Educaticn
Lkt oo i e e SR W B il sne al

Clcy er o opee e @k
e

Educakion 1

* IrnAMOn = ety iaen o) of misy

Asisr Staka Corrrura sbor

= B S vyl [Thpdoima

Frst vl Lirevarsty Diagros (]

# From e * T paar

Sep ] Apr |
s | (k= |
& Sy = Gy

] Uit Seaies of deaics [

® Tl o cicgrind (i (gl Aduenges] e s iptiont of il M ol
r-abon program pas rclods bk { 3000 ¢haracien

CEATTLF OO P DD T

Ramove Bducanen

Rz Edudation

Carfifications
S Iry erriesnng the o referar ratfeoaon pnd conle s aajcmg ceridcaloes unhl wi hivse srieme pl Eal you Tl pee rpociant 1o rharlzen forthes p=h
Do nizl it o] vt adwprs

Cartification 1

Eanifeadion Pt

nmps [t Espwation (s
Hankh \'\‘r Wi =
sar | Yasr (el

if s cemificayon Wit Se redened i
e fulore enfer the sxpacied SR
e

Iszinng Oegarization

| Remave Cenificstion

| A Cartifeatioe

Coorom il Ciormras Sxemd Eal | | Wiy Apphcam Prifaacy Agrasmani




page 23

9. Enter the required information related to any work or previous internship experience
in the Employment Record section. You may wish to copy and paste the information
from a CV/Resume.

Employment Record

W'ork Expariance

Lmt grupr -arere esqoearees o bl oo sfaring wrky ths mosd regane

WWork Expariance 1

et o

* Mo oF prregdoae e e
Fagsisied addrs of @mpioses @i Conmmnl work baaion il dffeneod o

[T EER T A S T e S

+ Froem = To

tlatit; ] loar |
Wear as| Wmayr i

= Working Teme Prseniage
Hirt Speshed =

11 O, piicasad s iy

= Soperanor s hipme « Spenaaoc's Tile

Sarpmaty e 's vt Asbdrass Sagrenr wigas™s Flroma

0 comiiem Dl IS Siaperesa M’ Do LONGE e

Feamber ol memployens meperased by you

b S it T

= e rigbiors of Db ared Foasteoroebifress (3000 i I )

Krg A hiwssmants [meampls: pubhs phoms. assocadony, fellssersipe addmonsl
shifls atn. | o WG Chadsais]

Flaersrn M e

Feamove Wark Experence

Agd Wark Tiperisnce

| S o] Cioariirnge Evve and Exai Vittwirorey Spchs mon
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10. Complete the General Questionnaire on this page which applies to all job openings
at WIPO.

General Questions Hos b comgion pout

applesioe
Questicnnaire T —
Plstse s ihe ol quasions 2 aotraioly o= prasible i

61 AN EPOONITRRE N0 CUEC! I E IO MG TN A HTU s 1 UNSEIDY 3 M GeRTREENON H ITea CONT 5! T 1681 LETant, DT e
O Mo

3 TG PREMDOn O Yul Ty G Iy (PO
el

1 Emplcyman 7 WFD may seoue nlsmanional tawel A o wilimg io vl i e courss of your e T

T Yan

s i Erpopnad o WIED m o aossTrady mooreg S BB m e s of Wor rymes or ik L e pies AN 00 e n e pranges?
Yau

w0

v % Ereplpmeest o WIFDH may seoue e b ane ol i ederral oo, Woaks pov B0 wilting i elis®

B anad o S and Exit Weltfedvar Syl aon Prrasey Agresmant

11. Complete the Profile Questionnaire which pertains to the Internship Program. Click
the “Save and Continue” button once you have answered all questions.

Profile Questions

CSumbcrnare
[ - br b - .
dwsind e ol B Vo mpd i wehaty Vimk Crne i e i Lo T TREPNE
o Dot i
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12. Next, please provide a motivational letter to complement your application. Once

complete, click “Save and Continue” to proceed.

Sane and Continee Save ana Exn AT D

St (ke you SLEtEDEe 106 T oSS ) Bne with (e PGt eSS, BSlexd I B VICENG Y BInOUNG ST

13. In order to apply for an internship at WIPO you must provide at least two references,

do so in the following screen. Click “Save and Continue” to proceed.

References

SR TS T

Save and Contimes Save o5 e
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14. Almost done! Please e-Sign your application by reading the statement, entering your

full name and date of birth, then click the “Save and Continue” button.

eSignature

Please rasd she inbioraey =tement sorebully, S ackeowiedge that pog hores mead and spprrsed i by prosssing the srormason cequesied a1 the: botiom of
M paga Plsisa 1olo Ml 80 Gl i is T40 Serbord Sgisnie of 2 hand-winen e

Smins| A langoagn

English |

Fiy completrg the minrmaton eoueseted, | decisme h
e £ ESCT 1D B B 0 1y B

minmmation peoraded such
nl aulherze WIPC s

dain ol brth_scucation anr wors histors and
a1 ity Sl Ifoe Tt proaasian s hidie ¢

d tronl ary wilhol mesepresertation msde on s seb st or om ey other documents sehmdied e WIPD denng my appiceion, Moy el Ny disguskficabon kom the
S| YL, OF Wrmsinalion ol My Contrast wilh WP ot a lator data. 1 M COnDaE] et oo s el misrosnos sl s

Do not sign undil you have read thie above staiement.

Sigreature befowy, | parkfy s | hares el Ry undarston.

v o ard agcept o termes of the loregong satesent
v 1 the fesitds Bsborw

Pizase siprefy poam sroeptance by pelonmg the nformation

+ Pipane iy wourfoll norme

+ Praase anbal pour Qs of Dich
(WRADD Y|

Sars bl CONMw Sava and Bl WEtTeti by Bfple dao

15. The last step in the process is to review and submit your application. Here you can
review your profile, and go back to make any changes if necessary by clicking the “Edit”

link. Once reviewed, click “Submit” to submit your application.

Sutamil e and Exn VWithdaw Appiicaton

Review and Submit

The Bldwng information will bé submitied aNer you CIck The S il B i rplinyed, you Can modey

Personal Information | e
Pessonal information
Calin

3243

FeeTT!

e COMEEpOnang mionmabion

Upon submitting, you will receive the following on-screen message, and an email

confirmation.

Thank youl

=NoCeESs compleied
Wi hiand succasalilly cormplnad your onding apohs aton

‘i My Subimiasions
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16. If you wish to view, edit or withdraw your submission at any time, go to the “My
Jobpage” tab and select the “My Submissions” link to view the list of all applications

you submitted.

Coamplebad Subimsng

WIPO Internship

Bot arrio 1168 (T

Deactivating your account:
If you wish to deactivate your

account which will also withdraw all of your active job

submissions, please do so by clicking the My Account Options link at the top right of the page,

then click the Deactivate link.

WielcDme Yo are sgned n

o Search My Jobpage

My Account | @

This page displays your a

copunt options. To st or modify preferences, click *Edit” next to the relevant section.
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How to Apply for
Opportunities as an
Individual Contractor (ICS)
at WIPO
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Getting Started:

Any individual interested in a temporary consultancy with WIPO as an Individual Contractor
should follow the below instructions when applying for opportunities. These opportunities are
identifiable by the contract type Individual Contractor Services (ICS) and will be referred to as
ICS throughout this document.

o View WIPO’s current list of ICS opportunities.

e Select the opportunity meeting your skills and qualifications for which you would like to
apply.

e Create an online profile and complete the mandatory details in all sections of the online
application.

e All applications must be submitted before the vacancy notice closing deadline, which
corresponds to the local date and time of each user.

e Applications will be acknowledged automatically by email, and successful applicants will
be contacted within two months from date of closure of the vacancy announcement.

e All inquiries regarding the online application process should be addressed to
ics@wipo.int.

Application Process at WIPO:

selas: !CS opportunity Login/Create Complete Answer Include Letter Revneyv 2l

you wish to apply for 2 ) online . . S Submit your
online profile o questionnaire of Motivation .

application application

Note to Applicants:

As of April 2016, WIPO has transitioned to a new online recruiting system. Returning
applicants who have completed an online profile to apply for jobs or ICS opportunities at WIPO
prior to 1 April 2016 will be required to create an account in our new online recruitment system
in order to apply for jobs posted after that date. For additional information, please consult our
FAQs.

Subscribe to WIPO Job Alerts:

To subscribe to WIPO ICS opportunities alerts, click the RSS feed link #== & available on the
list of ICS opportunities at WIPO. (Jobs at WIPO page > Individual contractors section “Apply for
an ICS position”> RSS link)

Note on ICS Contracts:

ICS contractors fall outside of the coverage of employment contracts for WIPO Staff members
and are not subject to the WIPO Staff Regulations and Rules. The contractor has no entitlement
to vacation or sick leave, except for WIPO official holidays, or to medical insurance or staff
pension. Absences from work will be deducted from the contractor's payment on a pro-rated
basis.

Deactivating your Account:
If you wish to deactivate your account, which will also withdraw all of your active job
submissions, please do so by clicking the My Account Options link at the top right of the page,
then click the Deactivate link.

Welcoms You are signed n

My .-'\[:(:t)unl
This page displaySToOr Brrount options. To set or medify preferences, click “Edit” next to the relevant saction.




How to apply for an ICS opportunity at WIPO

1.
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Upon clicking the “Apply for an ICS position” button, the list of ICS opportunities
currently available will open. Click the job title to view the details of the corresponding
opportunity. To apply you may either click the “Apply Online” button from within the job
description, or return to the list and click the “Apply” button next to the corresponding job

title.

diraasi Jarrvior Hreom cpsmtETEA

ARy L A T Wy O L 0y Ew

Requisilion Ttk APPLICATION ADMINISTRATOR - IC5

Crgardratiaral ¢onmeal

ta 1 ch o s Pl o
} i L H H | i1 i i
i i T s Tt Tim 1 (1.4 *
- 5 e i — — - . -
T ity v 5 s ]

Knowledge, skills and competencies

Essential;

= Comprahensive knoaledpe of XML format, XML preceszng tooks, Linux, shell scrighing, JAVA, open souice
devalopment ansirenmants and database ansirenmants including Oracke, My30L or similar producls

{Zood undarstanding of IT best pracica and &5 apphicabon in a besinass anvirorment

lem syslems problems.

= Abilty o snabyze and resabes user naeds and P
= Abilty o communicale on echncal ssues with & dverse audisnca

- Ex il analyical and orgqanizaticnal skilks
seellent communication and interpersonal skills and ability o mainkain efective partnerships and working relation

a multicubural, mut-sinic ansronment with sensitivity and respect for diversity

rduction procedures and data fiows

= Ability to troubleshoot undar pressura

= Ability bo wark on own iniiglive and a3 a member of 4 team

Desirable:
= Knowiedga of Taland, Lucens, SOLR, JUnit, JMater and wab applicabon fmmewarks such s J5F or Spring

Sgphy Online Agd o My Job Carl | O @k Vs
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2. After clicking the “Apply” button, you will be prompted to log in to your account or to
create a new online profile. If you have created an account in our new system (after 6
April 2016) and forgot your username or password, click the “Forgot your username” or
“Forgot your password” link to retrieve it.

WRde o TR, Yol aia Nk Skyned i

ok Search

Login
T G WL @EEoran, pheati Mol yoursall by peoriding the mbormalon roedusciod in the Tolts bolow, than click Login™. By o ool iegeekered yol, ek e o™ and Toliony o irsinislons
DEraale on atoiunt
Lanciatnny fisids sne maked w57 ik
Lzt Mame
|
= Parsawa

Loy Heas Ljmer

Note: The remainder of this guide is dedicated to first-time applicants, however returning users
may find it useful when modifying profile information or applying to new opportunities.
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Enter the relevant information in the New User Registration section, then click
“Register”.

New User Registration
Pl b Reibos & ey ITHMEEE 1 TRgEEET. V00 Wil Deded s HTROETERGN 10 52 06 YOUT BECOHI N e e

Maratakany fakds e ravked Wl &1 aEheiEl

« Ligar Mame

» Password

« Re-enlar Password

« Email Arkiress

« Re-afler Email Address

R I Caneed

Upon registering, you will be asked to agree to the Privacy Agreement by clicking the
“I Accept” button. (Note: clicking “I Decline” will cancel the application process)

Privacy Agrisemint

SUARE S d
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Yol e R I LT a0 O PO (O]l el W e PRy e O DR TR O (RSN inkanusicd By g D a0
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5. Now you are ready to begin the online application. For the remainder of the
process, you can follow your progress through the boxes at the top of the screen.
The box highlighted in blue shows your actual step in the process. Here you have the
option of either parsing a resume from LinkedIn, or uploading a MS Word resume, or
manually submitting the online application. Parsing will fill out some but not all the fields of
the online application and you will need to check the fields to make sure the information
was transferred correctly to the corresponding field in the system (i.e. mailing address
should not display a phone number). Please note that your uploaded resume will not stay
on file and is only used by the system to help you complete the required fields.

VERLOTE V0L R e 9 P T e T o e (U BT ] o

ity Samth Wy deadgiac

appyrgfor Anplication Administrator- ICS (Job Number 16100 i

Pl PHEE | | Bl il o, I [ ST
s ¥ »igmanry
otk [y et it it
P

g and Bonbra | | Snprd Bt | | Wl Applabon

Hiom b et pla
pple sinin

Resume Parsing

e i

Heow to complete your application

B o T A g s

\ipload dafta frem Linkedin

Qr upload a resume

olay ! M o Fie b Copiond

Vesiy Deca e s compmesd seoe et Su At oy

" Pudn ks | will B ouf Bhe ondne: i rmmme rranaly
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6. Complete the Personal Information section by filling in personal details (name,
nationality, date of birth, etc.), basic profile information, language skills, and setting
preferences on receiving notifications for new vacancies. After completing required
information, click “Save and Continue” to proceed.

Sorepg bor AP L " LTTF e

Firsi nahomidy Serand notomaEy Therd nadicnady
h g P w P S e | bl s et £
Present Addrass: Parmanen Address (1T diffarant froam Present Address):
o Address e skiEsa [Line 1)
AT (] BNTTRES {Lif Ty
City
Pl 1 ! Al =
St 3G
Canriry 1naniley
hiol Specfied - Mot Specied |

# Ermail Al i AT RV Sl ACTDNRE

naveenyEhexImNE oom

Phone number (include couniry code, e.g. +31)

Home ® hbile W

S probis mlormreins
Larzaem Sih

(B2 T Ll g ] L o Lo ] B FONCERTE 4 ELY T -
PSR ST R

Bapuii [Fe—, = [ T | e e -

P

1z8 Pty Krrszakam
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Next, complete the Education and Certifications section. After completing all the
relevant fields, click the “Save and Continue” button to proceed.

Education and Certifications P ooy o
LT Tty
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8. Enter the required information related to your work experience in the Employment
Record section. You may wish to copy and paste the information from a CV/Resume.

Applying for: APPLICATION ADMINISTRATOR - ICS (Job Number: 16202)

Resume | | Personal E“';_zm" N Employment L] Prafile Latter of Signatur Review and
Parsing Information Rervord Questions Quastions Motivation E = Subrmit
Certifications
Employment Record
Wiork Expariance
Lemk grusr ek gaqorenr o bed oo sfarkng with fhe mosl secant
Wiork Expariance 1
T jos
» P mgd o Rtat
Flagrsised abdroes of Smpreer an comanl work e anon i dfienant o
[T EER T A S TS -
+ From = To
T wl Pl oA -
¥ ) W =

e
2 Wireaking Trme Proeiage
ki Specched P

11 o, et s Iy

= Superators hiame = Speranoc's Tile
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Complete the General Questionnaire on this page which applies to all ICS
opportunities at WIPO.

Hesa o congios ol
appicyior

Ol bt i ot o gt

General Questions

Quasticnnaire
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Eave and Cominue and Ext Wlifudrars Appdcaion

10. Complete the Profile Questionnaire which pertains to the specific job opening for
which you are applying. Click the “Save and Continue” button once you have answered

all the questions.

Applying for. APPLICATION ADMINIETRATOR - (G5 [Job Number: 1&5202) it e
- Edurabon J 4
i, e ] gty | e E it || e | P
Aave gred Corrames Saes mnrd T Wik Appicalion
How $o complate your

Profile Questions
e

Chek Fuarms [ B B i

Crestionnaine
Fioase anrwer Be folowing quesions 35 actirlely & poesdie e

@1 Wil g i bowrk Tor WIRDT

Voo debnim

WTE e e i

S At Corfifue Sireis o Foul



page 38

11. Next, please provide a motivational letter to complement your application. Once

complete, click “Save and Continue” to proceed.

Appiving for. APPLICATION ADMIMISTRATOR - IC5 [Jeb Number: 16202)
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Letter of Motivation kg
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12. Alimost done! Please e-Sign your application by reading the statement, entering your

full name and date of birth, then click the “Save and Continue” button.

eSignature
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13. The last step in the process is to review and submit your application. Here you can

review your profile, and go back to make any changes if necessary by clicking the “Edit”
link. Once reviewed, click “Submit” to submit your application.
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Upon submitting, you will receive the following on-screen message, and an email
confirmation.

Thank youl

FToCEess completed

Wi hiard sucesafilly cormplaned your onbnes: apphe aion

14. If you wish to view, edit or withdraw your submission at any time, go to the “My

Jobpage” tab and select the “My Submissions” link to view the list of all applications
you submitted.
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