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OVERVIEW

In order to apply for a vacancy at the ITCILO, you must first register on this website and create
your profile.

If you are an ITCILO staff member, you do not need to register and you can log in using your com-
puter username and password.

Your application will consist of a profile section and an online application form which includes a
motivation letter.

Please note that attachments containing cv and/or résumé are not accepted and they are not con-
sidered a substitute nor a complementary document to a duly completed online application.

Any additional information or documentation that the ITCILO may require will be requested in the
course of the selection process.

LOG IN PROCEDURE

First time users who are not staff

members must register and create a user
account.
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After clicking the green register button,
you will be directed to the Registration
form.

Staff members can log in using their
computer username account and pass-
word.

Staff members do not need to register.




REGISTRATION FOR FIRST-TIME USERS

After clicking the green register button, you will be directed to the Registration form.
Complete the required information in all sections of the registration form; all fields marked with a

red bullet are mandatory. At the bottom of the registration form, please type in the verification code
and click the green register tab.

Registration form
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After completing the registration form, you will see the following message:

Welcome!
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The e-mail sent to you contains a URL that will allow you to activate your account:

From:  servicedesk@itcilo.org
To: xyz@gmail.com

Subject: User Account Information for E-application
Welcome,

Your user account has been created.

Your username is xyz@gmail.com

Please activate it by visiting

http://Inx-ploneextr-1.itcilo.org:8080/eapplication/passwordreset/3b38ff69e58dd53d 1858ff49b42b79df?use-
rid=xyz@gmail.com

Please activate your account before Feb 02, 2016 02:51 PM

With kind regards,
servicedesk

Click on the link you received to set your password and complete your registration process:

g Set your password
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Once you have successfully completed the password set up, the following message will appear:

Password set

Your password has been set successfully. You may now log in with your new password.



COMPLETING YOUR PROFILE

To check or complete your profile, position the mouse on your email address at the top right hand
corner of the page and then click on my profile.

Vacancies available
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Use the back to vacancies button at the top of the page to return to the vacancies home page._

Personal Information
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COMPLETING THE APPLICATION FORM

From the Vacancies home page, select the vacancy that you wish to apply for.
Under the Actions column, click on Apply.

Or

From the Vacancies home page, click on ‘More info’ to view detailed information about the va-
cancy; from the vacancy information page, you can proceed to the application form by clicking
on the apply button, as shown below.
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It is possible to start filling some of the sections, save the application and return to it later. Remem-
ber, however, that applications must be completed and submitted before the application deadline.

The first section is the Default section: it contains a summary of the information from your profile.
If you need to make any changes, you can return to your profile page by clicking on the back to my
profile button at the bottom of the page.

#* Save and Continue




In the General Questions section, you will be asked to answer some questions which are relevant
to the position. Depending on the position, you may be prompted to answer yes/no, true/false or
multiple choice questions. The Save and Continue button will only appear when your answers
fulfil the mandatory requirements of the position.

In the Education, Languages, Work Experience and IT Skills sections, all fields marked with a red
bullet point are mandatory fields that need to be completed.

In each section, you will be able to:

m add additional fields by using the + or — buttons;

n Use button 4 to add a row, or = to remove

m enter data manually by typing into the relevant field or use the drop down menus.
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In the work experience section you should list every position held, starting from your present or
most recent post. Use the + button to add as many fields as you need.

The motivation letter section allows you to describe how your experience, qualifications and com-
petencies match the position for which you are applying. A motivation letter should be brief, three
to four paragraphs, and should be as targeted as possible to the position for which you are apply-
ing. You can type your letter in the dedicated field, copy from an existing document and paste it in
the dedicated field or upload it as an attachment.

Attachment accepted: pdf.,doc.,docx.,wri.,odt.,txt.
Remember! Résumés or cv are not accepted.

In the additional information section you will be able to add some additional information about
yourself, such as list publications, name references etc.

After completing each section, choose from the following actions:
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Previous: saves the information entered so far and goes back to the previous section;
Save and Continue: saves the information entered and goes to the next section;
Save as Draft: saves the information entered and exits the application form;

Quit: exits without saving the data entered.

Remember! Whilst working on your application, save regularly to avoid losing the information
already entered.

The status of your application is shown on the top left hand corner:

My Application/s
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m A ‘pending status appears when the application form is not yet completed.

m A ‘completed’ status appears when all 8 sections have been completed and the mandatory
data has been entered. Important: you may still edit and review your application at this
stage. Remember that applications must be completed and submitted before the application
deadline.

m A ‘submitted’ status appears once the application has been submitted. It will no longer be
possible to edit your application but you will be able to view it and/or print it. You will also
receive an email that acknowledges receipt of your application.

Dear :
Thank you for your interest in the International Training Centre of the ILO.
This e-mail acknowledges we have received your candidature for the position of Internship

All applications will be reviewed by a Selection Panel.
Please note: only successful candidates will be contacted.

Additional information on the screening of applications and the recruitment process is available
in The Recruitment Process document.
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