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INTERNATIONAL ORGANIZATION FOR MIGRATION
Subject: 
SELECTION GUIDELINES FOR IOM ONE-YEAR FIXED-TERM STAFF

2 November 2004

These guidelines are issued in order to provide comprehensive instructions on the process  to be followed for selecting and appointing professional staff and Headquarters employees   under   a   one  year  fixed  term  contract,  falling  under  the  review  of  the Appointments and Postings Board (APB).  They are issued with the aim of harmonizing and improving recruitment and selection  practices in IOM. Particular attention is given to the interviews
and 
the 
completion
of
the 
Candidate 
Assessment 
and 
Appointment Recommendation Form (CAAR) in order to improve the information provided to the APB.
PREPARATION OF VACANCY NOTICES
When  a  vacancy  occurs,  the  Head  of  Department,  Unit,  Service,  Mission  with Regional Functions (MRF) or Country Mission contacts the Staffing Unit (STU) to discuss the key requirements of the vacancy in terms of qualifications, experience and competencies. If a job description already  exists, it is reviewed and amended as appropriate, to reflect the current situation of the post.
The  description of duties to be performed, the education, experience and languages required as well as  the interpersonal skills should be carefully assessed and described by managers and supervisors.
Based on this information, the Staffing Unit will determine the initial grade of the new position or  revise the grade of an existing position if its relative responsibilities have increased or decreased. This review will
be guided by IOM’s Occupational Profile 1. This review is essential for:

posting the vacancy notice;

sifting each application form, for the interviews; and

writing the CAAR to be submitted to the APB.
It should be stressed that vacancy notices should not be drafted based on the profile of a  specific  candidate for the position. 
They must be written in accordance with the institutional and project needs.  Consistency throughout the entire process will facilitate the selection of a suitable candidate for the post.  A sample of a vacancy notice is attached as Annex A.
POSTING OF VACANCY NOTICES
The   objective   of  the  advertisement  is   to  attract  suitable  candidates,  giving opportunities to staff members for career development and desired changes.  All posts that become vacant, as well as newly-established posts, are advertised internally or subsidiarily, both internally and externally, with a clear preference given to the internal candidate, where skills are commensurate with the post requirement, to favour the career development of staff members.
If a manager  feels  there are  compelling reasons  to advertise internally and externally from the beginning, sihe should forward those reasons to STU and the matter will be reviewed with the SAC and Senior Management.  To this effect, internal candidates are defined in accordance with General Bulletin 1334, as follows:
1.  Staff members, who have uninterrupted service with IOM for six (6) months or more.
1
The Admi ni strati on i s profi li ng functi ons by catalogui ng the most frequent job fami li es i n order to have clearer pre -
graded job descri pti ons.
2.  Former staff members separated due to budgetary constraints, end of project, or
abolition of post for an amount of time equal to the duration of their uninterrupted service up to a maximum of 12 (twelve) months, it being understood that termination has not taken place on the basis of Staff Regulation 9.2 (a) (ii), (iii), (iv) or (v) for Officials and Staff Regulation 9.2 1. (c),(d),(e) or (f) for Employees.
3.  Staff members who have been granted special leave without pay during up to a maximum corresponding to the time they had spent in actual and uninterrupted service, generally not exceeding 24 months.
4.  Associate Experts having served for a minimum of two years and for (12) twelve months after expiry of their AE contract.
Interns and staff on consultancy contracts will not be considered internal candidates. Vacancy  notices are open to internal candidates for a period of three weeks, while
those open to both internal and external candidates are posted for a period of four to six
weeks.  The  advertisement  period  may  be  reduced  according  to  the exigencies  of the service.

In order to apply for these positions, internal candidates should write a motivation letter and  complete the Internal Application Form. External candidates should also write a letter stating why  they wish  to be considered for the position and include an up-to-date curriculum vitae or a completed IOM Personal History Form.
SCREENING OF APPLICATIONS
IOM has a seven-step selection process:
- 
Screening of application forms;
- 
Telephone interview;
- 
Personal interview;
- 
Tests;
- 
Reference andior Performance Review System check;
- 
Review and final recommendation by the Appointments and Postings Board;
and
- 
Appointment approval by the Director General.
The Staffing Unit is responsible for the initial screening of application forms and will submit to the Department, Unit, Service, MRF or Country Mission concerned a list of the best qualified   candidates,   according  to  the  education,  experience,  technical,  personal  and interpersonal skills  stated in the vacancy notice. 
All internal applicants to a post will be submitted to the concerned unit.
Selection Criteria
In order to ensure a comprehensive and simplified system that can be easily used by supervisors, potential candidates should be evaluated according to the following criteria, to be applied throughout the selection process:
1. 
General information on education and experience comprising:
- 
relevance of educational background
- 
relevance of work experience
2. 
Technical skills
- 
Every job, regardless  of level, requires a body of knowledge and a set of technical and tangible skills for successful execution.
3. 
Personal and interpersonal skills
- 
Appropriate personal and interpersonal skills are key elements in successful job  performance.  These  behavioural  competencies  encompass  skills  and attitudes that distinguish excellent performers.
4. 
NationalitylGender balance
- 
Staff members are recruited from among the nationals of IOM’s Member States, taking into account the principle of equitable geographical distribution as stated in its Constitution and the Staff Regulations and Rules.
- 
IOM also aims to give equal opportunity and treatment to women and men alike, with the goal of having a workforce which is gender-balanced.
Supervisors  should evaluate the skills appropriate for the position and only those outlined in the vacancy notice.
Reviewing the Application Forms
STU first screens the candidates’ completed application forms in order to make an
initial selection, by separating those applicants who qualify for the job from those who do not
2. The applicant should normally be:
- 
between 21 and 60 years of age;
- 
fluent and capable of functioning in relevant languages, including at least one of the official languages of the Organization;
- 
preferably  nationals  of  states  which  are  members  of  the  Organization
(Professional category);
- 
holder  of  university  qualifications  (for  Professional  and  National  Officer categories);

- 
holder  of  at  least  a  secondary  school  diploma  or  equivalent,  andior the relevant technical qualifications (for General Services category);
- 
in possession of the required number of years of professional experience in their field of expertise;
- 
willing to be assigned to duty stations in the Field (Professional category);
- 
willing to rotate between different duty stations (Professional category);
- 
proficient in the relevant computer software;
- 
willing 
to 
follow   educational   courses 
as 
deemed   necessary   by   the
Organization.
Interviews
Once  the  qualified  applicants   have  been   identified,  a  telephone  interview  is conducted to confirm continued interest in the job, ascertain that heishe is qualified for the job and  schedule an appointment for an in-depth interview. 
Based on the requirements spelled out in the vacancy notice and in consultation with the relevant Department, Unit, Service,  MRF or  Country Mission, the supervisor  prepares  an interview protocol for the
2       It s hould be noted that all candidates s hould m ake every effort to com plete their application form correctly. Failing to do s o will affect their s ucces s in the s election proces s .
The following are additional cons iderations to be taken into account when reviewing the  application form : pres entation, clean, legible, gram m atically correct and   eas y to unders tand  language, delibe rately om itted required inform ation,  gaps in education or work his tory, overlaps in tim e,  incons is tencies ,  frequency of job changes ,  patterns that lead to unconvincing reas ons for leaving previous jobs , duties not clearly des cribed, current s alary in line with pos t offered.

telephone interview.  A series of competency-based open-ended questions 3  are to be asked regarding  education, experience, technical, personal and interpersonal skills.  Three to six applicants are then  short-listed for a personal interview.  In some cases supervisors may prefer to omit the telephone interview and go directly to personal interviews.  Sometimes, a telephone  interview  will  be  substituted  for  the  personal  interview  due  to  geographical considerations.

It is recommended to use panels for the personal interview, as this allows for a more balanced  assessment of an applicant, also taking into consideration that heishe  is being recruited for the Organization and not only for the supervisor.  The panel shall be composed of the supervisor, one representative of HRM and one representative of the technical area related to the job.  Since some panel members may be located in the field and candidates are  being  recruited  world-wide,  every   effort  should  be  made  to  use  long-distance communications such as conference calls and telephone interviews.
References and Performance Record
The supervisor or STU will take up two written references for internal and external candidates and will consult the Performance Review System, where available, for internal candidates.
References  are  used  to  verify  and  confirm  information  about  education, experience and technical, personal and interpersonal skills as well as integrity in the work place.  They will then be reflected on the CAAR.
Tests
For  certain vacancies  language tests, computer or other tests which assess the technical skills required will be administered.
CANDIDATE ASSESSMENT AND APPOINTMENT RECOMMENDATION FORM (CAAR)
The CAAR is completed based on the application forms and the interviews.  This is normally done by the immediate supervisor or by the person designated by himiher, with the inputs of the panel who interviewed; it should be signed by all panel members.
The  CAAR   rates   education,  experience  as   well  as   technical,  personal  and interpersonal skills, comparing different candidates, and is thus a summary of the selection criteria mentioned above.  Therefore, education, experience and skills being rated should be the same as those outlined in the Vacancy Notice.  Each item will be weighted according to its  relevance  to  the  position. 
The weighting factors  will be established in consultation between the supervisor and STU at the time of issuing the Vacancy Notice.  The following scale will be used:
1 =  valuable
2 =  important
3 =  critical
For the sake of fairness during the scoring process, under no circumstances should candidates be evaluated on qualifications and skills other than those stated on the Vacancy Notice.   The selectoriinterviewer will mark each item from 1 to 5 using the scale definitions below:

1 = 
Does not meet the education, experience and technical requirements.  The selection process  produced no instance in which this technical, personal or interpersonal skill
3   Open ended ques tions are thought-provoking ques tions about a particular s ubject which avoid the yes ino ans wers .  When conducting job interviews , it is im portant to as k ques tions not only about an applicant’s job knowledge and s kills but als o pas t work experience. In particular, it is valuable to gather inform ation in order to reveal how the applicant behaved in certain work s ituations . The applicant’s pas t behaviour often predicts how heis he will res pond in s im ilar future s ituation s. 
could  be  observed.  Candidate fails  to demonstrate the level of knowledge anior understanding required for the position.
2= 
Offers  an alternative quality that partially substitutes for the education, experience and  technical requirements. 
Technical, personal or  interpersonal skills observed partially but outweighed by attitudinal problems. Candidate’s responses during the interview were vague, incomplete or incorrect.
3= 
Partially meets  the education, experience and technical requirements. 
Technical, personal or interpersonal skills were partially observed but need further development. Candidate  demonstrates a sufficient understanding of the job during the interview. Candidate’s responses might have not been well formulated.
4= 
Meets the education, experience and technical requirements.  Clear, unambiguous evidence
of 
technical, 
personal 
or   interpersonal   skills 
observed.   Candidate demonstrates  the level of knowledge and understanding required in this position. Candidate’s responses may not be as complete as those provided by excellent as per 5 below candidates.
5= 
Education, experience and technical skills are excellent in relation to requirements.
Multiple  examples   of  technical,   personal  or  interpersonal  skills  observed,  no significant   omissions.  Candidate’s  answers  during  interview  are  complete  and thorough and responses are well formulated and require no probing.
The final score for each candidate will be established by multiplying the weighting value (1 to 3) by the scale rating (1 to 5). The total will represent the score for that particular item.

Supervisors are encouraged to contact STU during the marking process to ensure that  education, experience and skills outlined in the CAAR correspond to those outlined in the vacancy announcement.
It has to be borne in mind that in cases where there are both external and internal candidates for a post, it is IOM’s policy to give preference to internal candidates, provided that  they   meet  the  required  qualifications  and  are  equally  qualified  as  the  external candidates.

Once the first part of the CAAR has been completed, the supervisor will fill in the narrative part of the form.  This part is a comparative analysis of the top three candidates and represents the textual transcriptionitranslation of the numerical score.
This form is then presented to the APB. It should be noted that the samples attached have been specifically designed for the Job Vacancy in Annex A.  It mus t be reiterated that items in the CAAR will change according to the requirement of each post.
C. Zourdos
for the Director General
ANNEX A
OPEN TO INTERNAL (ANb EXTERNAL) CANbIbATES
VACANCY NOTICE  NO.: LUTY STATION: POSITION TITLE: CLASSIFICATION:

TYPE OF APPOINTMENT:

2004/… (O) CITY, COUNTRY CHIEF OF MISSION
OFFICIAL, GRALE  P4* (UN SALARY SCALE FOR PROFESSIONALS)
FIXEL-TERM,  ONE YEAR, WITH POSSIBILITY  OF EXTENSION**
GENERAL FUNCTIONS:
Under the supervision of the Regional Representative (RR) in ……………., the successful candidate will be IOM’s interlocutor with the Government of ……………. In close coordination with relevant missions in the field and units at Headquarters (HQs) he/she will be responsible and accountable for the promotion with the Government of ………….of the full range of IOM services, as well as for keeping the MRF in ……… and HQs informed of relevant governmental concerns and programmatic developments. The successful candidate will also be responsible and accountable for developing and promoting IOM‘s strategy and programming in ………… within the overall regional framework. In particular, he/she will:
1. 
Levelop  and maintain liaison w ith governmental  authorities, diplomatic missions,  international organizations and voluntary agencies, as w ell as public media.
2.   Lirect the operational, administrative,  budgetary and financial activities of the mission, as w ell
as the supervision of its staff.
3.   Levelop  new programmes  and implement them in close cooperation w ith the relevant  authorities and public/private entities, specifically in the areas foreseen in the agreements  betw een the government and IOM.
4.   Advise Headquarters on developments  in the field of migration and on governmental  policies
affecting the activities of IOM and prepare proposals for appropriate action.
5.   Prepare regular and special reports covering IOM activities in the country as w ell as briefings and background information as required, including specific information requested  by the government and other entities.
6.   Review and evaluate the operational and administrative  activities of the mission and prepare
recommendations  w ith a view to increasing their effectiveness and streamlining procedures.
7.   Take full responsibility for the successful execution of ongoing operational programmes  and development of new ones.
8.   Perform such other duties as may be assigned.
	ELUCATION
ANL
WORK EXPERIENCE
	University  degree,  preferably  in  Political  or  Social  Sciences,  Law and/or
Business 
Administration 
or,
alternatively, 
an 
equivalent combination of relevant training and w ork experience; a minimum of 8 years’   operational   and   field  experience  in  refugee  and  migration assistance.

	TECHNICAL SKILLS
	Ability 
to 
 establish 
liaison 
w ith 
governmental 
and 
diplomatic authorities  as  w ell  as  w ith  national  and  international   institutions; familiarity
w ith 
financial
and 
business
administration;
strong know ledge  of  project development and  fund -raising  at the  bilateral and multilateral  levels.


	
	

	PERSONAL AND INTERPERSONAL  SKILLS
	Excellent communication and negoti ation skills.  Strong leadership and organizing   skills.  Demonstrated  ability   in  coaching  and   mentoring individuals.  Ability to lead and w ork effectively and harmoniously w ith colleagues from varied cultures and professional backgrounds in order to achieve the desired goals.

	LANGUAGES:
	Thorough  know ledge  of  English  and  Spanish;  w orking  know ledge  of
French.


	METHOD  OF APPLICATION:
	External  candidates w ith the required qualifications should submit a completed  IOM  Personal  History  Form  w hich  is  availa ble  at  IOM’s Headquarters, Field Missions and on the Website.   Candidates holding an  IOM  contract  should  submit the  Internal  Application  Form. 
All applications  should  be  addressed  to  the  Head,  Staffing Unit,  HRM, quoting the above vacancy notice number.

	CLOSING DATE:
	…. October 2004


Applications from nationals of member countries not represented in IOM are encouraged:
Angola, Armenia, Azerbaijan, Belize, Benin, Bulgaria, Cambodia, Congo, Cyprus, Democratic Republic of  the  Congo,   Dominican   Republic ,  Gambia,  Guinea,  Guinea-Bissau,  Haiti,   Kyrgyzstan,  Latvia, Luxembourg, Madagascar, Mali, Malta, Mauritania, Mexico, Nigeria, Paraguay, Republic of Moldova, Republic of the Niger, Rw anda, Sierra Leone, Slovenia,  Socialist 3eople’s Libyan Arab Jamahiriya, Tajikistan, Tunisia, Yemen and Zambia.
* 
The grade of the position w ill be subject to a classification exercise. 
The salary for grade P4 in  the  ……. 
ranges  betw een  US'……..  and  US'………..and  is  based  on  the  UN  salary  scale  for professionals.

**   The tenure of contract of staff members  holding a regular contract w ill remain unchanged.
Due  to  the  expected  response,  only  applications  from internal  candidates  and  only  those  from external candidates under serious consideration w ill be acknow ledged.
ANNEX B
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CANDIDATES  ASSESSMENT  AND APPOINTMENT  RECOMMENDATION  FORM (CAAR)

The purpose of this form is to facilitate the selection by ensuring that relevant criteria  are applied in determining the best candidates for this position.  Candidates must only be evaluated according to the criteria described in the guidelines and the vacancy notice.
Each of the potential candidates must be assessed against the key areas identified as the main requirements and competencies of the vacancy.   Please use the weigh ting 1 to 3 4  and multiply them by using the 1 to 5 scale  5   as set out in the guidelines, with 5 signifying,  ´Education, experience and technical skills are excellent in relation to requirements.   Multiple examples of technical,  personal  or  interpersonal  skills  observed  in  full  with   no  significant  omissions. Candidate’s  answers  during  the  interview  are  complete  and  through  and  responses  are  well formulated and require no probing”.
The  present  recommendation  should  also  include  a  comparative  analysis  of  th e  top  three candidates, assessing them against the main requirements of the vacancy notice and  relevant competencies and their indicators.
	POSITION:
	DEPARTMENT:

	VACANCY NUMBER:
	LEVEL:


	INTERNAL APPLICANTS

	Name
	Nationality
	Present Position/Grade
	Contract Type

	1
	
	
	


4
Crite ria w e ighting: 1 = Valuable .  2 = Im portant.  3 = Critical
5
Individual s core: 1 = Doe s not m eet the e ducation, e xperience and te chnical requirem e nts .  The s e le ction proce s s
produced no instance in w hich this te chnical, personal or interpers o nal s k ill could be obs e rve d.  Candidate fails to de m onstrate the le vel of k nowledge andlor understanding require d for the pos ition. 2 = Offe rs an alte rnative quality that partially s ubstitute for the education, e xperience and technical requirements. Te chn ical, pe rsonal or interpersonal s k ills observed partially but outweighed by attitudinal proble m s .  Candidate re s pons e s during the inte rvie w  w e re vague , incomplete or incorrect. 3 = Partially m e et the e ducation, e xpe rie nce and te chnical re quire m e nts . Te chni cal, pe rs onal or interpersonal s kills w ere partially observe d but ne e d furthe r de ve lopm e nt. Candidate de m ons trate s a s ufficient understanding of the job during the interview. Candidate responses might have not been w ell form ulate d. 4
= M e e ts the e ducation, e xperience and te chnical requirements. Cle ar, unambiguous e vidence of te chnical, personal or
inte rpersonal skill observed. Candidate demons trate s the le ve l of k now le dge and unde rs tanding re quire d in this pos ition. Candidate responses during  the inte r vie w m ay not be as com ple te as thos e provide d by w e ll qualifie d candidate s. 5 = Education, e xpe rience and technical s kills are e xcellent in re lation to requirements. M ultiple e xamples of te chnical, pe rsonal or interpersonal s kills observed, no s ignificant omissions. Candidate’s answers during interview are com ple te and thorough and re s pons e s are w e ll form ulate d and re quire no probing.
	
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	EXTERNAL SHORT-LISTED  APPLICANTS

	Name
	Nationality
	Present Position

	lE.
	
	

	2E.
	
	

	3E.
	
	

	4E.
	
	


	AREA 
ASSESSED   IN RELATION
TO
JOB VACANCY REQUIREMENTS
	CRITERIA WEIGHTING
	INTERNAL  CANDIDATES INDIVIDUAL SCORE 6
	EXTERNAL CANDIDATES INDIVIDUAL  SCORE7

	
	
	l
	2
	3
	4
	5
	6
	7
	lE
	2E
	3E
	4E

	Education: University
Degree,  preferably in social sciences, law and or business administration  or equivalent combination of relevant training and field experience.
	
	
	
	
	
	
	
	
	
	
	
	

	Experience: 8 years’
operational and field experience in refugee and migration assistance
	
	
	
	
	
	
	
	
	
	
	
	

	Liaison: w ith government,  diplomatic missions,  national/
	
	
	
	
	
	
	
	
	
	
	
	


6
Candidate s ’ initials to be include d.
7
Candidate s ’ initials to be include d
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	international institutions
	
	
	
	
	
	
	
	
	
	
	
	

	Financial and business
administration familiarity
	
	
	
	
	
	
	
	
	
	
	
	

	Project development and fund-raising (bilateral/multilateral)
	
	
	
	
	
	
	
	
	
	
	
	

	Excellent
communication  and negotiation  skills
	
	
	
	
	
	
	
	
	
	
	
	

	Leadership and
organizing skills
	
	
	
	
	
	
	
	
	
	
	
	

	Ability to coach and mentor  individuals
	
	
	
	
	
	
	
	
	
	
	
	

	Work effectively w ith
colleagues of different cultures/professions
	
	
	
	
	
	
	
	
	
	
	
	

	Ability to lead teams to achieve  goals
	
	
	
	
	
	
	
	
	
	
	
	

	Thorough know ledge of
English and Spanish;
w orking know ledge of
French
	
	
	
	
	
	
	
	
	
	
	
	

	OVERALL SCORE
	
	
	
	
	
	
	
	
	
	
	
	


TOP THREE CANDIDATES:
1.
2.
3.
1. 
Education: University Degree,  preferably in social sciences, law and or business administration or
equivalent combination or relevant training and field experience
2. 
Experience: 8 years’ operational and field experience in refugee and migration assistance
	3. 
Familiarity w ith financial and business administration

	4. 
Strong know ledge of project development and fundraising (bilateral and multilateral)

	5. 
Excellent communication and negotiation skills

	6. 
Leadership and organizing skills

	7. 
Ability to mentor/coach individuals

	8. 
Ability to w ork w ith colleagues from varied cultures and professional backgrounds


9. 
Ability to lead teams effectively in order to achieve goals
10. 
Thorough know ledge of English and Spanish; w orking know ledge of French
11. 
References and performance record, if available (This item should include tw o telephone  or w ritten reference checks and information on performance from previous supervisors)
12. 
Nationality/gender  balance  (This  item  refers  to  giving  preference  to  qualified  under -
represented  gender and member countries’ nationalities)
13. 
FINAL RECOMMENLATION  (Highlight the reasons for selecting the candidate):
NAME OF SUPERVISOR ANL MEMBERS OF THE PANEL:
SIGNATURE of the supervisor and/or panel members:
LATE:
INSTRUCTION
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