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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:

View WIPQ’s current list of vacancy notices.

e Select the vacancy notice for which you would like to apply.
Create an online profile and complete the mandatory details in all sections of the online
application.

o 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:

Selegt 22 Fresdiit: Login/Create Complete Answer Include Letter Re"'e?” 2

you wish to apply for : . online . : o 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.


mailto:erecruit@wipo.int
http://www.wipo.int/erecruitment/en/pdf/wipo_erecruit_faqs.pdf
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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 ORGANIZATION

IP Services Policy Cooperation Reference About IP Inside WIPO Search WIPO

Home 3 Inside WIPO » Working at WIPO » Careers

WIPO Careers

On this page: Contract types Meet our staff Benefits Applying

Pursuing a career at WIPO means being part of a unique United :
Nations agency dedicated to making intellectual property work for &
innovation and creativity.

By

— R

gi to work on things that |
Our staff work in multi-disciplinary, multi-cultural teams in a stimulating international setting. care passionale’y = tac b iead
We work with governments, intellectual property (IP) practitioners, civil society and the private of frand Baizbase Section

sector to administer global IP services, develop international law and standards, set up

collaborative networks, and build capacity in the use of IP for development. The majority of

staff positions are based at our Geneva headquarters.

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.

WORLD INTELLEGTUAL PROPERTY DAGANIZATION

Welcome. Yeu are not signed in

Sign In
Job Search My Jobpage
View All Jobs
Keyword -Job Title Q Advanced Search
Job Openings 1-190f 19 Rss &Y
¥ Posting Date Save this Search Single-line

Sort by Jobs available in:
Closing Date Ascending English (13)
¥ Duty Station

Administrative Assistant (G6) - G6 - - 15130
Temporary Appointment

£ Switzerland-Geneva
[ Geneva (17) Application Deadline - 06-Jul-2015, 3:06:19 PM
[1 Rio de Janeiro(2)
[ moscow 2) )
Audit - Ethical Framework - DDG - - 15071 Apply
Duty Station Fixed Term Appointment
Switzeriand-Geneva
L wiPo Headquarters (17) Application Deadline - 31-Jul-2015, 10:59:00 PM
O wiPQ Brazil Office (2)
Show more...
Counsellor (P4) - P4 - - 16142 (FT) Apply
e Fixed Term Appointment
Switzerland-Geneva
N Recruitment type - International
¥ Job Field Application Deadline - 18-Mar-2016, 11:53:00 PM
Job Family
T ——— Associate Legal Officer - P2 - HR Planning Department - 16177 (TA) Apply

. Temporary Appointment
[l Legal @) ) Switzerland-Geneva
[ uanagement (2) Recruitment type - International

Application Deadline - 31-Mar-2016, 10:59:00 PM
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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.

WORLD INTELLECTUAL PROPERTY ORGANIZATION

Welcome. You are not signed in.

Job Search

Login

To access your account, please identify yourself by providing the information requested in the fields below, then click "Login™. If you are not registered yet, click "New user” and follow the instructions

to creale an account.

Mandatory fields are marked with an asterisk.
+User Name

* Password

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”.
New User Registration

Please take a few moments to register. You will need this information to access your account in the future.

Please note that the password must respect the following rules

* It must contsin between 8 and 24 charscters. Use only characters from the following set 1#5 % & () * +,
* It must contsin at least 1 lowerease letier(s) {abedefghijimnopgrstuvwiyz).

* It must contsin st least 1 cspitsl letter(s) (ABGDEFGHIJKLMNOPQRSTUVWXYZ)

* It must contsin at least 1 numeric character(s) (0123456728).

* It must not contain mare than 2 identical consecutive characters (AAA., iii, 535585 _.)

* It must not contain your user name.

* It must not contsin your email address.

* It must not contain your first name

* It must not contain your last name.

Mandatory fields are marked with an asterisk.

* User Name

* Password

« Re-enter Password

+Email Address

« Re-enter Email Address

‘ Register | | 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

Select a language

English

The World Intellectual Property Organization (WIPQ) values the privacy of your personal information. We take every precaution to protect the information you provide. By accessing this site,
you will be required to provide certain personal information, such as your name, contact details, education and work history ete. You can access your personal information by logging into your
profile from our website. You can then update, medify or delete your personal information.

By accessing this site, certain information about the User, such as Internet Protocol (IP) addresses, path of navigation through the site, the software used and the time spent on the site, along
with other similar information, may be stored in a cloud solution. This information may be used. inter alia, for conducting web site traffic analysis.

Perscnal information collected by WIPO will only be used for human resources and recruitment purposes. We will not share personal information with third parties without your permission. While
we make every effort to protect the personal information of the User on this site, we do not accept any liability for the security of the information.. Your profile is password protected. Please
remember never to share your password with anyone, and to change it frequently

WIPQ shall not be liable for any less or damage that may occur while you are using the site.

We reserve the right to close your account if it contains false, misleading or inappropriate information.

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.

Welcome. You are signed in My Account Options | My Job Cart (0 items) | Sign Out

Job Search My Jobpage

Applying for: LEGAL OFFICER (Job Number: 16165 (TA)) Step 1 outof 8
Resume Personsl EC"”‘:‘“‘”” Employment Genarsl Erofile Latter of ignats Review and
Parsing Information - ne Record Questions Questions Mativation E=ignanre Submit
ertfications

‘ Save and Continue ‘ ‘ Save and Exit | | Withdraw Application

Resume Parsing

How to complete your
application

How to complete your application

Click here to open the quick
Click here to open the quick guide

guide

Upload data from LinkedIn
- [

Or upload a resume

& Select the resume file to upload

Browse .

Mote: Once the process is completed, please verify the fields containing valyes autorz

@ Mo thanks, | will fill out the enline submission manually

Save and Continue ‘ ‘ Save and Exit | | Withdraw Application Privacy Agreement
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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.

Applying for: LEGAL OFFICER (Job Number: 16165 (TA)):

Educst
Resume Personal S Employment General
Parsing infarmagon (I Record Questions

| Save and Continue ‘ ‘ Save and Exit ‘ ‘ Withdraw Application

Personal Information

Personal Information
Please enter all relevant personal information in the fields below.
* Title

Not Specified

» First Name Middle Name

* Gender * Civil status
Not Specified Not Specified
= Date of birth * Country and place of birth
Day
Month

Year

= First nationality
Not Specified

Present Address:
* Address (iine 1)

Second nationality
Not Specified

Address (Line 1)
Address (line 2) Address (Line 2)

e City City,

Postal Code Postal Code

State/County State/County
“ Country Country
Not Specified [~] Not Specified =]

» Email Address

erp@wipo.int

Alternative email Address

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

Home * Mobile

Basic profile information
* Highest education level
Not Specified [~]
* Are you currently employed with WIPO?
Not Specified [>]
If yes, please indicate your current contract type

Not Specified =

If not empleyed by WIPO, are you emplayed by another UN organisation?
Not Specified [~]

Mothor tongua 3
= [~ )

Fmadi Writing

1] [t Specited <1 [ Mot Specied

Franch ot Specified | [ Mot Specified )

Othar ralsvant languages:

Not Specifed 1] | Horm 1| | None %l | Hone

Not Spocified | | Mene | [ None <1/ [ Hone

1] [ Hone | [ None <1| [ Hone

Job Posting Notification
1 Ploase selectths bex to recenve an omad gl

rvar similar opportundy is pubiah

Save and Continue ‘ l Save as Draft

Frofie Letter of
Questions Mtivation
# Last Name

Third nationality
Not Specified

Permanent Address (if different from Present Address):

Work

eSignature.

Review and
Submi

Step 2 out of 9 | Print/Email

How to complete your
application

Click here to open the quick
guide

Multiple selections

To (dejselect multiple options:
using a PC, hold down the Cirl
key and click all relevant values
(for Mac, use the Command key).

Email Notifications

When you select the checkbax,
the system sends an email
noification whenever a new
position matching the profile is
posted.
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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.

Applying for: LEGAL OFFICER (Job Number: 16165 (TA))™ Step 2 out of & | PringEmsil
Personal Ed'i:’dﬂc'" Emplayment Genersl Profiie Letier of S Review snd
Information | Wl Record Questions Questions Motivation ESignatrs Submit

| Save and Continue | ‘ Save and Exit ‘ | Withdraw Application |

Education and Certifications How to complete your
application
Education Click here to open the quick
List your education below, starting with the most recent. quide
Education 1
# Institution # Specialization/Main Course(s) of study
Actors Studio Communications

# Education level (Diploma)

First level University Degree

* From year # To year:
Sep Apr
1988 1994
s City * Country
Hollywood United States of America

* Title of degree (in original language) and description of studies. If online
education program please include link (3000 characters)

‘Communications and public discourse

| Remove Education |

| Add Education |

Certifications

Start by entering the most relevant certification and continue adding certifications until you have entered all that you feel are important to disclose for this job.
Do not list expired certifications.

Certification 1

Certification Number/ID

Issue Date Expiration Date
Month Month
Year Year

If this certification will be received in
the future, enter the expected issuing
date.

Issuing Organization

| Remove Certification

| Add Certification

Save and Continue wve and Exit | | Withdraw Application Privacy Agreement
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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.

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

Education
Persanal and

Information

General Profile Letier of Reeview and
Subemit

" : eSgnature:
Certifications Questons Questons Matrvation

Save and Continue Save and Exit | Withdraw Application |

Employment Record

Work Experience

List your work experience below, starting with the most recent.

Work Experience 1
[ current job

* Mame of employer Job title

Registered address of employer and current work location (if different from

employer's main address)

#* From: * To:
Month [~ Month [~
Year [~ Year [~

#* Working Time Percentage
Not Specified |i|

If other, please specify:

#* Supervisor's Name #* Supervisor's Title

Supervisor's Email Address Supervisor's Phone

11 confirm that this supervisior may be contacted
Mumber of employees supervised by you:
Not Specified |~

* Description of Duties and Responsibilities (3000 Characters)

Key Achievements (example: publications, associations, fellowships, additional
skills ete.) (3000 Characters)

Reason for leaving

| Remove Work Expearience |

| Add work Experience |

| Save and Continue | ve and Exit | | Withdraw Application
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10. Complete the General Questionnaire on this page which applies to all job openings
at WIPO.

Applying for (Job Number: 16087 (FT))

Edqucavon

Personal Emgploymeont Cuomid Profie Letter of Review and
anc ord o eSgnature -
Informaton Cortificatons Recora Quastions Mot ation Getwrat
Save and Continue Save and Exit Wilhdraw Appiication
General Questions Fov to complete your
application
Questionnaire Click here to open the quick
Please answer the following questions as accurately as possible quide

* 1. All appointments are subject to a satisfactory medical examination. Are you willing to undergo a medical examination in the context of the recruitment process?
O Yes
O No

52 Are any members of your family employed by WIPO?
O Yes
O No

# 3. Employment at WIPO may require international fravel. Are you willing to travel in the course of your duties?
O Yes
O No

# 4. Employment at WIPO may require occasionally moving to different functions in the course of your career or taking up new duties. Are you open to such changes?
O Yes
QO No

s 5 Employment at WIPO may require transfer to one of its external offices. Would you be willing to relocate?
O Yes
O No

s 6. Recruitment to sensitive functions may be subject to passing a background check. Are you willing to undergo such a background check if necessary?
O Yes
O No

‘ Save and Continu ve and Exit ‘ ‘ Withdraw Application ‘

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))

Personal ngcgmn Employment General
Infoemateon Conifications Recond Questions

Lafled of N Review amd
Wiatreaton eSignature Subemit

Save and Conlinue Save and Exit Withdraw Applic ation

Profile Questions

Questionnaire
Flease answer the fDIIOWIﬁg queshons as a-:cura:en,- as pOSSIDIE

1. Do you have an advanced university degrea in mternational relations. law or other closely related field?
® Yes

) No

2. Do you have a first-lovel university degree n scwence, economics, law of relaled held?
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12. Next, please provide a motivational letter to complement your application. Once
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))
Personal Education Employrnent General Profile Eelier of Shanatu Review and
Information cenu?;'mns Recond Questions Questions Motrabon FeanmE Submit
Save and Continu Save and Exit Withdraw Application

Letter of Motivation

Please explain now your qualific ations, expenience and skills make you suitable for this post in line with the requirements listed in the vacancy announcement,
and describe your motivation for applying to this vacancy

* Plain text motivational letter{3000 characters)

letter 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.

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

Education

Personal and Employrment General Profile Letter of Rewview and
Infgrmation Recond Questions Questions Motivation Subemit
Catific ations
eSignature
Please read the following statement carefully, then acknowledge that you have read and approved it by providing the information requested at the bottom of
the page Please note that an esignature is the electronic equivalent of a hand-written signature
Select a language
English [»]
By completing the information requested, | declare that the information provided such as the name, nationality, date of birth, education and work history and other data is true,
complete and correct to the best of my knowledge and belief, and authorize WIPO to take any necessary steps to verify all information provided, including contacting former
employers.
I understand that any willful misrepresentation made on this web site, or on any other documents submitted to WIPO during my application, may result in my disqualification from the

hiring {or selection) process, or termination of my contract with WIPO at a later date, if that contract resulted from such willful misrepresentations

Do not sign until you have read the above statement.

By my eSignature below, | certify that | have read, fully understand and accept all terms of the foregoing statement. Please signify your acceptance by entering the information
requested in the fields below.

* Please enter your full name:

#* Please enter your date of birth
(MMDDYYYY)

Save and Continu: ve and Exit | | Withdraw Application Privacy Agreement
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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))

Personal ﬂu“:'jlm Employment Geneda Profile Letter of eSignature Review and
r ) - T s § e At - ("
Information | | e owene Record Cuestions Cuestions Motivation Subrat
Submit ve and Exit Withdraw Application

Review and Submit

The following information will be submitied after you click the Submil button. Where an Edit link is displayed, you can modify the comesponding information

Personal Information | eai

Personal Information

Calin
3243
42344

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

Thank youl!

Process completed
You have successfully completed your online application.

View My Submissions

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.

J Johnson, you are signed in. My Account Options| y My Job Cart (0 items) | Sign Out

Job Search My Jobpage

My Submissions | | My Job Selections | Pending Job Applications

My Submissions (1 job submissions found) Candidate Profile
Take a few minutes to create or

madify your employment profile

This page displays all relevant details related to your draft and completed submissions.
and to specify your preferred

Submissions perpage’ | 5 [w] working criteria for future
openings matching your

interests
Completed Submissions

- Access my profile
LEGAL OFFICER~
Geneva-WIPO Headquarters
Publication Date : 08-Mar-2016 — Job Number: 16163 (TA)
Job Status: Accepting Job Submissions
Submission Status: Completed — Updated: 15-Mar-2016

I View/Edit Submission | Withdraw I

Icon legend
O More information
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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:

Job Openings 1.19.0f 19 ras @

¥ Posting Dl B Save s Search

¥ Dty Stalion

City
[ Geren
IR e Ssnare 2

-

After clicking “Sign In”, the user registration page will appear, select “New User”.

WIPO

WORLD INTELLESTUAL RROPERTY ORGANIZATION

[Welcome. You are not signed in.

Job Search

Login

To access your account, please identify yourself by providing the information requested in the fields below, then click "Login™. If you are not registered yet, click "New user” and follow the instructions

to create an account.

Mandatory fields are marked with an asterisk.

=User Name
|

=« Password



https://wipo.taleo.net/careersection/ext/profile.ftl?lang=en&portal=101430233
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Enter your desired user name and password, and then agree to the privacy agreement on
the next page.

New User Registration

Flease take a few moments fo register. You will nead this information to aceess your account in the future.

Flease note that the pass

st respect the follo

Mandatory fieids are marked with an asterisk

=User Name

«Password

=Re-enter Password

=Email Address

«Re-enter Email Address

Register | | Cancel

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).

1 Jehnson, you are signed in My Account Options| g My Job Cart (D items) | Sign Out
Job Search
My Submissions | | My Job Selections | Pending Job Applications
My Submissions (1 job submissions found) Candidate Profile

Take a few minutes to create or
This page displays all relevant details related to your draft and completed submissions madify your employment profile
and to specify your prefemed
working criteria for future
openings matching your

Submissions per page: | § ﬂ

interests.

Completed Submissions

LEGAL OFFICER"

Geneva-WIPO Headquarters

Publication Date - 08-Mar-2016 — Job Number: 16168 (TA)
Job Status: Accepting Job Submissions Icon legend
Submission Status: Completed — Updated: 15-Mar-2016 = More information
View/Edit Submission | Withdraw

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.

Welcome. You are signed in My Account Options| My Job Cart (0 items) | Sign Out
Job Search My Jobpage

My Account

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

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.



mailto:erecruit@wipo.int
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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 WIPO'’s online recruitment system and follow the below procedures:

e Visit the webpage Jobs at WIPO.
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.

o 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 Login/Create Review and

. Complete online Answer Include Letter of .
your online . . . S Submit your
: application questionnaire Motivation o
profile application

Internship Roster
advertisement

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.


mailto:erecruit@wipo.int
http://www.wipo.int/erecruitment/en/pdf/wipo_erecruit_faqs.pdf
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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

WORLD INTELLECTUAL PROPERTY ORGANIZATION

1P Services Policy Cooperation Reference About IP Inside WIPO

5

Home » Inside WIPO > Working at WIPO > Internships at WIPO On this page v

Internships at WIPO

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

Our interns can be found far and wide across the Organization
since any area of activity can create an internship spot.

Apply for an internship

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.

WORLD INTELLECTUAL PROPERTY ORGANIZATION

- o -
A group of WIPO interns from 2016. (Photo: WIPO)

Internships
Welcome. You are not signed in. sign In
Job Search My Jobpage
View All Jobs
Keyword Title Q Advanced Search
Job Openings 1-10of1 rss &Y
¥ Posting Date B save this Search Single-line
Sort by Jobs available in

Closing Date[v]| | Ascending English (1)[]

¥ Duty Station
Internship Roster - N/A - Various Departments - 16319 W
Internship

COuNtry Switzerland
[ switzerland (1) Recruitment type - N/A
Application Deadline - 15-Sep-2017

See all locations.

¥ Job Field

Previous 1 Next
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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.

WONLD INTELLECTUAL PROPERTY ORGANIZATION

[Welcome. You are not signed in.

Job Search

Login

To access your account, please identify yourself by praviding the information requested in the fields below, then click "Login™. If you are not registered yet, click "New user” and follow the instructions

to create an account

Mandatory fields are marked with an asterisk.
«User Name

* Password

Forgot yogg us; =2
Forgot y Ssword?

1

‘ Login | New User

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”.

New User Registration

Flease take a few moments to register. You will need this information to aceess your account in the future

ust respect the followin,

ters from the following set 1#5 % &()° +

Mandatory fields are marked with an asterisk.

*User Name

*Password

»Re-enter Password

«Email Address

= Re-enter Email Address

| Register | ‘ Cancel ‘




6. Now you are ready to begin the online application.
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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

Select a language

English

The World Intellectual Property Organization (WIPQ) values the privacy of your personal information. \We take every precaution to protect the information you provide. By accessing this site,
you will be required to provide certain personal information, such as your name, contact details, education and work history etc. You can access your personal information by logging into your
profile from our website. You can then update, medify or delete your personal information

By accessing this site, certain information about the User, such as Intemnet Protocol {IP) addresses, path of navigation through the site, the software used and the time spent on the site, along
with other similar information, may be stored in a cloud solution. This information may be used. inter alia, for conducting web site traffic analysis.

Personal information collected by WIPO will only be used for human resources and recruitment purposes. We will not share personal information with third parties without your permission. While
we make every effort to protect the personal information of the User on this site, we do not accept any liability for the security of the information.. Your prefile is password protected. Please
remember never to share your password with anyone, and to change it frequently

WIPQ shall not be liable for any loss or damage that may occur while you are using the site

We reserve the right to close your account if it contains false, misleading or inappropriate information.

= ey

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.

Aopiying for: Law IP - infernsiv (Job Number 16025) ™

Select thisoptionto upload your S
datafrom Linkedin. Uponclicking o
How to complete your appication you will be prompeed to enter your

R I AR R Linkedin credentials.

Resume Parsing

Upioad dats from Linkedin

tm Select thizoptionto uploada
resume or CV in MS Wordformat.

Or wived o resume

Select thisoptionto manually completa the
[— e | fields. You may copy and paste the

" R4 e meare b e — 0 | Sy e At B  Information from acurrentCV, [This option
R VT PP C—— isrecommended|

Sove i Contenms | Bovw and Evt | | Winbaw Apghcaton
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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.

Personal Information
Please enter all relevant personal information in the fields below.

Title
Not Specified M

* First Name Middle Name * Last Name

* Gender * Civil Status
Not Specified v Not Specified v

* Date of Birth * Country and Place of Birth
Day B
Month v
Year M

* First Nationality Second Nationality Third Nationality
Not Specified M Not Specified v Not Specified

WIPO is committed to hiring staif on as wide a
geographical basis as possible. The first
ndicated will ine the

ment. This is subject (o tion of
ity oriteria, including the individual's ties with

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

Not Specified =] Not Specified [v]
* 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 Specified [~]

* Are you currently employed with WIPQ?
Not Specified |~

If yes, plea
Not Specified [~]

indicate your current contract type

If not employed by WIPQ, are you employed by another UN organisation?

Not Specified
Language Skills

Rusasting Waiting M proficinney snam
passed plaase entor

For dasciptions of Langusge b ek
English Mot Spesified )] | ox Spacifie <] | Not Spocified “
Franch Mot Specified ]| [ Mot Specied 1) [ NotSpecifed &

Othar ralevant languages:

[ T— 1| | Nane )| | Hone v | Nane =
Mot Specitod =l [Nane )| [Mena SINETS !
Hot Specifeed | [ Mane )| | Hone vl [ Nare ~

Hane ]| [ Hone =] [Nane =

Job Posting Notification
2 Floase select s box ko recens an emal nabicaion whenever similar s ublsiod

Save and Continue Save as Draft
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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 aned Conlrue Saew and Ext Wishciraw Appic alion

Education and Certifications Homii comglots yor
Wi 00

Education T ——
LS o ot oy [Daicr, SANTI] Al Dol FPRCAE il il Qi

Education 1
= Ireaaun SO ML Con s | o] a8y
At St Cirrrarm e

= Exfucaateon bl [Dipioma)

Firsl bl Uirviesity Duingross (v

& From yaar ® Tg yaar

Sap w| Bpr |
1388 | 1954 |
= Ciby u Comandry

vt pwmand Undled Seaton of Amerca  [+]

= Tithe of chingrons o1 cogirl Livepesipn] el chescripiicon of stk H oriles
s ation program pleane e bnk {3000 characten)
COMITLNECEEONS SN0 DUl SO0

Remove Edutation

iuad Edwcation

Certifications

Start by entering the most relevant certification and continue adding certifications until you have entered all that you feel are important to disclose for this job.
Do not list expired certifications.

Certification 1

Certification Number/ID

Issue Date Expiration Date
Month Month
Year Year

If this certification will be received in
the future, enter the expected issuing
date.

Issuing Organization

| Remove Certification

| Add Certification

Save and Continue Save and Exit | | Withdraw Application Privacy Agreement
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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

Work Experience

List your work experience below, starting with the most recent.

Work Experience 1
[ current job

#* Mame of employer Job title

Registered address of employer and current work location (if different from

employer's main address)

# From: * To:
Month [~ Month [~
Year [~ Year [~

# Warking Time Percentage
Mot Specified |i|

If other, please specify:

* Supervisor's Name #* Supervisor's Title

Supervisor's Email Address Supervisor's Phone

11 confirm that this supervisior may be contacted
Mumber of employees supervised by you:

Mot Specified [~

* Description of Duties and Responsibilities (3000 Characters)

Key Achievements (example: publications, associations, fellowships, additional
skills ete.) (3000 Characters)

Reason for leaving

| Remove Work Experieance

| Add work Experience

| Save and Continue Save and Exit | | Withdraw Application




page 24

10. Complete the General Questionnaire on this page which applies to all job openings
at WIPO.

General Questions Hov to complete your

application
Questionnaire Click here o open the quick
Please answer the following questions as accurately as possible. quide

s 1. All appointments are subject to a satisfactory medical examination. Are you willing to undergo a medical examination in the context of the recruitment process?
O Yes
O No

#* 2. Are any members of your family employed by WIPO?
O Yes
O No

#* 3. Employment at WIPO may require international fravel. Are you willing fo travel in the course of your duties?
O Yes
O No

s 4. Employment at WIPO may reguire occasionally moving to different functions in the course of your career or taking up new duties. Are you open fo such changes?
O Yes
O No

# 5. Employment at WIPO may require transfer to one of its external offices. Would you be willing to relocate?
O Yes
O No

* 6. Recruitment to sensitive functions may be subject fo passing a background check. Aref
O Yes
QO No

Save and Continu Save and Exit ‘ ‘ Withdraw Application Privacy Agreement

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

Save and Continue Save as Draft

Profile Questions

Questionnaire
Please answer the following questions as accurately as possible

1. Are you a competent user of Micrasoft Office applications including Work Excel, Outlook and PowerPaint and the internet, and the ability to adapt quickly to new software?
D Yes (Desired)
= No (Men Desired)

2. Can you provide relevant documents pertaining to your previous Experience?
© Yes

- No

3. Do you have post graduate degree?

2 Yes

- No
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12. Next, please provide a motivational letter to complement your application. Once
complete, click “Save and Continue” to proceed.

[T S e ey e o] E il [ LI e e

Lattar of Motivation

L e O Ty mned Ewn WA A B0

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

References

Please list your references below. References are individuals that are familiar with your work capabilities and yeur educ ational training and should preferably be your
previous supervisers. if possible. Please note that reference checks are ically for final shortlisted candidates. P ional in relation to

specific work experience may be requested by WIPO's Human Resources You must specify 2 reference entries

Last Name First Name Middle Name
Phone Number Email Address
Employer Title
Location Relat b
Country elationship
Not Specified v

How long have you known this persen?

Nt Specif v

Save and Continug Save as Draft
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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 read the following statement carefully, then acknowledge that you have read and approved it by providing the information requested at the bottom of
the page. Please note thal an esignature is the electronic equivalent of a hand-written signature

Select a language
English [»]

By completing the information requested, | declare that the information provided such as the name, nationality, date of birth, education and work history and other data is true,
complete and correct to the best of my knowledge and belief, and authorize WIPO to take any necessary steps to verify all information provided, including contacting former
employers.

I understand that any willful misrepresentation made on this web site, or on any other documents submitted to WIPO during my application, may result in my disqualification from the
hiring (or selection) process, or termination of my contract with WIPQ at a later date, if that contract resulted from such willful misrepresentations

Do not sign until you have read the above statement.
By my eSignature below, | certify that | have read, fully understand and accept all terms of the foregoing statement. Please signify your acceptance by entering the information
requested in the fields below.

#* Please enter your full name:

* Please enter your date of birth
(MMDDYYYY)

Save and Continue’ Save and Exit | | Withdraw Application Privacy Agreement

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.

Submit e and Exif Withdraw Applic ation

Review and Submit

Thie Solowing information will Be subimitted aMer you cick the Submit Buthon. Whefe an Edn Bnk is displyed, you Can motily the comesponding information

Personal Information | Eae
Parsonal Infonmation

Calin
3243
184

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

Thank youl!

Process completed
You have successfully completed your online application.

View My Submissions
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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.

b S W
oiel o
Thiek page desplanes art detady related 1o your drafl and e o
ok WTRRSANES, [ P -

O] Sl Saiits

WIPQ Internship

Ceiraircl- VP Moy

n Dty - 206

Jobts Mambar. 167168 (T4

okt Statua Accepting Job Submessions
Submission Satus Completed

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.

Welcome. You are signed in

Job Search My Jobpage

My Account €

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

LMy Account Options JrMy Job Cart (0 items) | Sign Out

t
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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.

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

¢ 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:

Select ICS opportunity
you wish to apply for

Review and
Submit your
application

Complete
online
application

Login/Create
online profile

Include Letter
of Motivation

Answer
questionnaire

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 5 & available on the
list of ICS opportunities at WIPQ. (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.

Welcome. You are signed in My Account Options| @My Job Cart (0 items) | Sign Out
Job Search My Jobpage

My Account

This page displaysyou

ount options. To set or modify preferences, click "Edit" next to the relevant section.



mailto:ics@wipo.int
http://www.wipo.int/erecruitment/en/pdf/wipo_erecruit_faqs.pdf
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How to apply for an ICS opportunity at WIPO

1. 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.

WIPO Individual Contractor Services opportunities

WORLD INTELLECTUAL PROPERTY GRGANIZATION

Naveen YP, you are signed in My Account Options| T My Job Cart (0 items) | Sign Out

P Job Search My Jobpage

Basic Search | |

[View all job Vacancies Printable Format

| Apply Online ‘ | Add to My Job Cart ‘ O sHARe BEYE

Requisition Title: APPLICATION ADMINISTRATOR - ICS

1. Organizational context
The post is located in the Patent Database Section of the Global Databases Service. This Section is responsible for
developing and maintaining the PATENTSCOPE system. PATENTSCOPE, one of WIPO's global databases, is a patent
search system providing public access fo the Patent Cooperation Treaty (PCT) applications in full text format. The system
currently holds 35 million patents from 39 different countries and organizations.
The main role of the incumbent is to ensure that PCT and national patent collections are processed and loaded in a timely
frrhinn kil ~anting nehe imnro dne e losinl of abamation of neacadiirne baldna infe aeeaint fho nlannad acodh of
Knowledge, skills and competencies
Essential:

+ Comprehensive knowledge of XML format, XML processing tools, Linux, shell scripting, JAVA, open source
development environments and database environments including Oracle, MySQL or similar products.

- Good understanding of IT best practice and its application in a business environment.
- Ability to analyze and resolve user needs and complex systems problems.

- Ability to communicate on technical issues with a diverse audience.

« Excellent analytical and organizational skills

«» Excellent communication and interpersonal skills and ability to maintain effective partnerships and working relations in
a multicultural, multi-ethnic environment with sensitivity and respect for diversity

« Good knowledge of production procedures and data flows

« Ability to troubleshoot under pressure

« Ability to work on own initiative and as a member of a team
Desirable:

+ Knowledge of Talend, Lucene, SOLR, JUnit, JMeter and web application frameworks such as JSF or Spring.

I Apply Onlinel‘ ‘ Add fo My Job Cart | (@ swrre  EwE,,
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WIPO Individual Contractor Services opportunities

WORLD INTELLECTUAL PROPERTY ORGANIZATION

Welcome. You are not signed in Signin
Opportunities Search My Jobpage

View all assignments

Keyword Assignment title Q
Assignment opportunities 1-7of 7 Rrss: B
¥ Posting Date B save this Search Multi-line
Sort by Assignment opportunities available in:
Closing DaIE Ascending English (7)
¥ Job Field
Job Family Job Number Job Title Application Deadline Actions
[ individual Contractual Service (5) 15132 Consultant - ICS 31-Jul-2015 =>
[ Administration Specialists (2)
15136 Consultant - ICS 12-Sep-2015 \
Speciality -
16202 APPLICATION ADMINISTRATOR - ICS 24-Mar-2016 el =
O Consultant (2)
[ Project Manager (1) 16128 Project manager 31-Mar-2016 =~

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.

WORLD INTELLECTUAL PRAOFERTY OROANIZATION

(Welcome. You are not signed in

Job Search

Login

To access your account, please identify yourself by providing the information requested in the fields below, then click "Login™. If you are not registered yet, click "New user” and follow the instructions

1o create an account

Mandatory fields are marked with an asterisk.
+User Name

*Password

Forgot your user name?
Forgot your passwog

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

New User Registration
Please take a few moments to register. You will need this information to access your account in the future.

NMandatory fields are marked with an asterisk.

+User Name
 Password

+ Re-enter Password

x Email Address

+ Re-enter Email Address

Register I Cancel

4. 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

Select a language

English B

The World Intellectual Property Organization (WIPQ) values the privacy of your personal information. We take every precaution to protect the information you provide. By accessing this site,
you will be required to provide certain personal information, such as your name, contact details, education and work history tc. You can access your personal information by logging into your
profile from our website. You can then update, modify or delete your personal information.

By accessing this site, certain information about the User, such as Intemet Protocol (IP) addresses, path of navigafion through the site, the sofiware used and the time spent on the site, along
with other similar information, may be stored in a cloud solution. This information may be used, inter alia, for conducting web site traffic analysis.

Personal information collected by WIPQ will only be used for human resources and recruitment purposes. We wil not share personal information with third parfies without your permission.
While we make every effort to protect the personal information of the User on this site, we: do not accept any liability for the security of the information.. Your profile is password protected.
Please remember never fo share your password with anyone, and to change it frequently

WIPQ shall not be liable for any loss or damage that may occur while you are using the site.

We reserve the right to close your account if it contains false, misleading or inappropriate information.

| Accept (Nl Decline




page 33

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.

WO 0Tl 0L g agnin] i oy PACL e Cpiect o) Y ahui Rl [ PR TR | gt
b Saarch Wy by

Apptyng for- Application Administrator- ICS (Job Number 16100 e

[y
Parora  rgary—ame Hararm ] Lot of . My e
amd algranre ;
e Raiadd | Chaslees G s Vs cmiar dr
L

Lpwand Conbrw | Savwand Dol | Wihdraw Applcalion

Hisa by SiaTiplid yin

Resume Parsing

L]
Heow to complee your appleation Chch hare 1a-open S out
B i B O, T i e g
Wplead cata frem Linkedin
F
in

O Upload & redund

Sl 1 i i Bl B Ll

[Bropand
—_—T

Yeode Omoa B procew e comcieted. pleans vy e feice cont L

- Motk | will B ool B grbng susbrmssgeon mmanclly

L 3 Crbrnsg Lire arnd Exil Withdiriw Sppl: albon Py y e
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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 required
information, click “Save and Continue” to proceed.

Applying for: APPLICATION ADMINISTRATOR - ICS (Job Number: 16202) SMp2 0t of 0 | PeisEnel
Resume oo Enach. oymer eren o ener even
= o= el = ] 2 e e

| ‘save and continue | | Save and Ext | | Withdraw Appication

Personal Information How to complete your
applcation

Personal Information

Please enter all relevant personal information in the fields below.

Cick here 1o open the quick

guoe
* Tite Muttiple selections
Not Specified v
* First Name Middie Name * Last Name
Naveen o
* Gender Civil status
Not Specified v Not Specified v
* Date of birth * Country and place of birth
: nottcaton whenever a new
Day v
d Sositon matcning the peotie s
Month v posted.
Year vl
First nationality Second nationality Third nationality
Not Specified [ Not Specified v Not Specified [v]
Present Address: Permanent Address (if different from Present Address):
* Address (line 1) Address (Line 1)
Address (line 2) Address (Line 2)
* City City
Postal Code Postal Code
State/County State/County
Country Country
Not Specified [v] Not Specified [v|
* Email Address Alternative email Address

naveeny@hexaware.com

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

* Highest education level
Not Specified v

Basic profile information
Language Skills:

Languages Speaking Reading Writing If proficiency exam completed
please enter the year

For descriptions of Language levels, Click here.

* * ¥
English Not Specified v Not Specified v Not Specified v

* *

French Not Specified [M]| | Not Specified

Job Posting Notification

[ Please select this box to receive an email notification similar opportuni

Save and Continue ive and Exit Withdraw Application

Privacy Agreement
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7. Next, complete the Education and Certifications section. After completing all the
relevant fields, click the “Save and Continue” button to proceed.

How to complete your

Education and Certifications

application
Education Cick here to open the quick
List your education below, starting with the most recent guide
Education 1
* Institution * Specialization/Main Course(s) of study
NIT Management

* Education level (Diploma)
First level University Degree [v]

* From year * Toyear

Feb v Feb ™
2002 v 2006 v
* City * Country

Singapore Singapore v

* Title of degree (in original language) and description of studies. If online
education program piease include link (3000 characters)

Mention [Title of Degree

Remove Education

Add Education

Certifications
Start by entering the most relevant certification and continue adding certifications until you have entered all that you feel are important to disclose for this job
Do not list expired certifications.

Certification 1

Certification Number/ID

Issue Date Expiration Date
Month Month
Year Year

If this certification will be received in
the future, enter the expected issuing
date.

Issuing Organization

| Remove Certification |

| Add Certification |

Save and Exit | | Withdraw Application Privacy Agreement
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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 Ed :t:;mn Employment General Profile Letter of eSignature Review and
Parsing Information Certifications Record Cuestions Cuestions. Motivation o Submit

Employment Record

Work Experience

List your work experience below, starting with the most recent.

Work Experience 1
[ current job

# Name of employer Job title

Registered address of employer and current work location (if different from

employer's main address)

#* From: * To:
Month [~ Month [~
Year [~ Year [~

# Werking Time Percentage
Mot Specified |i|

If other, please specify:
* Supervisor's Name #* Supervisor's Title
Supervisor's Email Address Supervisor's Phone

11 confirm that this supervisior may be contacted
Mumber of employees supervised by you:
Not Specified |~

#* Description of Duties and Responsibilities (3000 Characters)

Key Achievements (example: publications, associations, fellowships, additional
skills etc.) (3000 Characters)

Reason for leaving

| Remove Work Experience

| Add Work Experience

| Save and Continue fve and Exit | | Withdraw Application
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9. Complete the General Questionnaire on this page which applies to all ICS
opportunities at WIPO.

i How to complete your
General Questions ey
application

Questionnaire Click here to open the quick
Please answer the following questions as accurately as possible quide
*x 1. All app are subjectto a medical examination. Are you willing to undergo @ medical examination in the context of the recruitment process?

O Yes

O No

52 Are any members of your family employed by WIPO?
O Yes

O No

#* 3. Employment at WIPO may require international fravel. Are you willing to fravel in the course of your duties?
O Yes
O No

s 4. Employment at WIPO may require occasionally moving to different functions in the course of your career or taking up new duties. Are you open to such changes?
O Yes
QO No

s 5 Employment at WIPO may require transfer to one of its external offices. Would you be willing to relocate?
O Yes
O No

s 6. Recruitment to sensitive functions may be subject to passing a background check. Are y
O Yes
QO No

Save and Continue. e and Exit ‘ ‘ Withdraw Application Privacy Agreement

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.

=] 5 out "
Applying for: APPLICATION ADMINISTRATOR - ICS (Job Number: 16202) Step 5 out of 8 | PrintEmai

Personal Education Employment General Letter of Review and

Information and Record Questions Que Mot eSignature E
fi ivation Subrmit
Certifications
| Save and Continue | Save and Exit Withdraw Application
Profile Questions riow!o complere yeur
application

Questionnaire Click here to open the quick
Please answer the following questions as accurately as possible. guide

#* 1. Would you like to work for WIPO?
© Yes, definitely.
O No, | don't want to.

O 1.am not quite sure.

Save and Continue ave and Exit Withdraw Application Privacy Agreement
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11. Next, please provide a motivational letter to complement your application. Once
complete, click “Save and Continue” to proceed.

Step 6 out of 8 | Priny/Email

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

Euucna:’non Employment General Profile Letterof Review and

Personal eSionature
Record Questions Questions Motrvation 9 Submit

al
Inf r
i Certifications

‘ Save and Continue ‘ Save and Exit Withdraw Application

How to complete your

Letter of Motivation
application

Please explain how your qualifications, experience and skills make you suitable for this post in line with the requirements listed in the vacancy announcement,

and describe your motivation for applying to this vacancy. Ciick here to open the quick

guide

* Plain text motivational letter(3000 characters)

Save and Continue ve and Exit_| | Withdraw Application | Privacy Agreement

12. Aimost 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 read the following statement carefully, then acknowledge that you have read and approved it by providing the information requested at the bottorn of
the page. Please note that an esignature is the electronic equivalent of a hand-written signature
Select a language
English [~]
By completing the information requested, | declare that the information provided such as the name, nationality, date of birth, education and work history and other data is true,

complete and correct to the best of my knowledge and belief, and authorize WIPO to take any necessary steps to verify all information provided, including contacting former
employers

| understand that any willful misrepresentation made on this web site, or on any other documents submitted to WIPO during my application, may result in my disqualification from the
hiring (or selection) process, or termination of my contract with WIPO at a later date, if that contract resulted from such willful misrepresentations,

Do not sign until you have read the above statement.

By my eSignature below, | certify that | have read. fully understand and accept all terms of the foregoing statement. Please signify your acceptance by entering the information
requested in the fields below.

# Please enter your full name

* Please enter your date of birth
(MMDDYYYY)

Save and Continue. ive and Exit | | Withdraw Application Privacy Agreement
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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.

Applying for: APPLICATION ADMINISTRATOR - ICS (Job Number: 16202)1

Step 8 out of 8 | PrinVEmail
E
Personal _GL;CP‘SJ\OH Employment General Profile Letter of eSignature Review and
Information Record Questions Questions Motivation — Submit
Certifications i

Submut@m Withdraw Application

Review and Submit
The following information will be submitted after you click the Submit button. Where an Edit link is displayed, you can modify the corresponding information

Personal Information | eait

Personal Information

Naveen YP

Address1

Mumbai
naveeny@hexaware.com

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

Thank youl!

Process completed
You have successfully completed your online application.

View My Submissions

14.1f 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.

WIPO Individual Contractor Services opportunities
WORLD INTELLEGTUAL PROPERTY ORGANIZATION

aveen YP, you are signed in.

Job Search | | My Jobpag

My Submissions | My Job Selections | Pending Job Applications |

My Account Optionsl g My Job Cart (0 items) | Sign Oul

My Submissions (1 job submissions found)

This page displays all relevant details related 10 your draft and completed submissions. Icon legend
o o
Submissions per page: | 5 ﬂ £ More information

Completed Submissions

APPLICATION ADMINISTRATOR - ICS
Switzerland

Publication Date : 10-Mar-2016 — Job Number: 16202
Job Status: Accepting Job Submissions
I - pdated: 20-Mar-2016

View/Edit Submission | Withdraw

My Submissions - Page 10f 1 Previous | 1 |  Next




