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House Keeping Rules

• You are muted by default. The chat function is 
disabled.

• If you have any questions, please submit them 
through Zoom Q&A button. Kindly keep your 
questions relevant to the topic and avoid overly 
personal inquiries, as we aim to address common 
concerns during the Q&A portion.

• The session will be recorded. The recording and 
presentation will be available shortly on the Inter-
Agency Career Week webpage with password: 
C@re3rW3ek!#

https://learning.unog.ch/interagency-career-week
https://learning.unog.ch/interagency-career-week


Due to the large number of 
participants in this session, we might 
not be able to respond to all of your 

questions. 

Thank you for you understanding.



Agenda

Strategizing your job application

Deciphering the Job Description

Describing Your Past Experiences

Tips on Creating a Cover Letter 

Q&A



The information and guidance provided in this presentation are intended solely for 

informational purposes and do not constitute a guarantee of any specific outcome in 

the recruitment processes of the United Nations Industrial Development Organization 

or any other similar entity. This includes, but is not limited to, the likelihood of being 

long-listed or short-listed for positions, or being invited for assessments or interviews. 

The presentation outlines best practices observed in both private and public sectors, 

and its contents must be tailored to suit varying contexts.

Disclaimer



Strategizing your Job Application



Organizational mandate and 
priorities

Do your research!



Key Questions
What should you be asking yourself as you read 

the job description? 



• What are the current trends and 
demand for this role in the job 
market?

• What strategies can I use to 
differentiate myself from other 
candidates?

• What are the common 
qualifications and experiences of 
professionals currently in these 
roles?

Key Questions



• How can I determine if this job aligns 
with my skills, interests and career 
goals?

Key Questions



• What are the key responsibilities 
and tasks carried out by the current 
individuals in this role?

Key Questions



• Do I meet the minimum requirements? 

• Is that enough?

Key Questions



• Do I have the relevant skills 
and experience to perform well        
on the position?  

Key Questions



Deciphering the 
Job Description



Deciphering the Job Description

Main Responsibilities

Core Values and 
Competencies

Minimum Organizational 
Requirements



Understanding the Job Description

Main Responsibilities

Core Values and 
Competencies

Minimum Organizational 
Requirements



Minimum Requirements

Education

Experience

Languages



Am I eligible?

Years of 
experience

Languages

Relevant 
experience

Education*

Educational level

Field of study

Accredited institution 



Meeting the Minimum Requirements is a 
necessary (eligibility) but not sufficient 

condition for being considered (suitability).

However, consider Transferable Skills and 
Experiences when self-assessing. 



Deciphering the Job Description - Exercise



Functional Responsibilities



Functional Responsibilities



Technical and Functional Experience



Important!

Action verbs are used to convey the main activities 
engaged in by the incumbent.

What action verbs do you choose to describe 
your own past experiences matter!



Fully assess what is expected of the incumbent in terms of day-
to-day activities and start mapping out how your experiences 

may align with that tasks and responsibilities described.

Important!



How do I show that I 
have directly 

relevant experience 
to the position?



Do I have past evidence 
that I could ‘hit the ground 
running’ or have an easy 

learning curve? 



Hiring Manger’s Inishgts

How do I show that I 
have potential 

transferable skills?



Conducting a Self-Assessment



Needs of the Organization My professional Experience

Self-assessing potential fit



Needs of the Organization My professional Experience

Ability to lead and manage technical cooperation 
projects, ensuring effective implementation and 
achieving project goals.

Led a team of 20 professionals in the 
implementation of a $10 million technical 
cooperation project aimed at improving industrial 
processes in three developing countries. Achieved 
a 30% increase in production efficiency and a 25% 
reduction in waste within the first year. 

Conduct comprehensive market analyses, 
feasibility studies, and policy advisory services to 
support industrial development.

Supported market analyses and feasibility studies 
for a regional development project, identifying 
growth opportunities for local industries. Provided 
policy recommendations that led to a 15% increase 
in manufacturing output.

Building and maintaining partnerships for 
knowledge transfer, networking, and industrial 
cooperation.

Managed partnerships with educational 
institutions and community organizations to 
promote STEM education initiatives. Organized 
workshops and training sessions for 300 students 
and educators, resulting in a 25% increase in 
student engagement and performance in STEM 
subjects. Skills can be easily transferable to 
industrial cooperation context. 



Describing Your Past Experiences

Positive 
Results

Focus on 
YOUR 
ROLE

Quantify –
Facts and 
Figures

Relevant 
Skills

Impact



•Designed and implemented gender mainstreaming 
strategies in projects, ensuring gender equality in all phases 
of project development.

•Conducted gender analysis and assessments for 10 major 
projects, leading to the inclusion of gender-specific 
indicators and targets.

•Organized workshops and training sessions for 300 staff 
members and partners on gender equality and women's 
empowerment.

•Advocated for policy changes that promoted women's 
participation in industrial sectors, resulting in a 30% increase 
in female employment.

Describing your Past Experiences – Gender Equality Specialist 



•Advised on the implementation of energy efficiency 
measures in 50 industrial plants, resulting in a 25% 
reduction in energy consumption.

• Conducted energy audits and provided technical 
recommendations that saved companies an average of 
$500,000 annually.

• Collaborated with government agencies to develop 
and enforce energy efficiency standards and 
regulations.

• Published technical reports and case studies to share 
best practices and lessons learned with the global 
community.

Describing your Past Experiences – Technical Advisor – Energy Efficiency





Always remember:

Be Honest and Realistic: Ensure that your descriptions 
and achievements accurately reflect your experience, job 
title, and the organization you worked for.

Misalignment can quickly undermine your credibility.



How do you align with 
the organizational mandate? 



Creating a Cover Letter 

39

• Why are you interested in contributing to the organizations mandate?

• How do your experiences align with the position?
• How do your career goals and values align with the organization?
• What highlights from your competencies and skills are essential to 

showcase your fit – or what are the transferable skills you have?
• What makes you a strong candidate?

• Succinctly reiterate your interest and fit for the role by adding 
new info about your application

• What is your UPS- distinguish yourself from others?

Intro

Argument

Closing



Understand the organizational mission

Highlight relevant experience

Showcase your commitment to the organizational mandate

Be clear and concise

Professional tone and proofreading

Creating a Cover Letter 



Recruiter’s Corner

• Research the Organization

• Tailor Your Resume and Cover Letter

• Showcase Achievements

• Highlight International Experience if possible

• Proofread Carefully

• Follow Instructions

• Be careful with the answers to provide to the FIT questions



42

Q & A 



Recommended Sessions (1/2)
A screenshot of a web page

AI-generated content may be incorrect.

https://zoom.us/webinar/register/WN_CWe9cmrqRuaUJmmh4YdMhQ#/registration
https://zoom.us/webinar/register/WN_sgd_8GpRQv-2K2D1S8cZIA#/registration
https://zoom.us/webinar/register/WN_khMh0MV4ToOey1DDNkSmvw#/registration


Recommended Sessions (2/2)
A screenshot of a web page

AI-generated content may be incorrect.

https://zoom.us/webinar/register/WN_CLMOrXyQTXiCGLPuaUmzgg#/registration
https://zoom.us/webinar/register/WN_G8J13PP7RAup-yW3r9T00A#/registration
https://zoom.us/webinar/register/WN_XueuyBWxRvm_P1vdI-EDCw#/registration
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THANK YOU! MERCI ! ¡GRACIAS!

The presentation, recording and other resources will be shared on our 

dedicated Inter-Agency Career Week Page.

Please fill out the Evaluation Survey. Your feedback matters to us!

If you have any questions, please reach out to learning@unido.org.
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https://forms.microsoft.com/e/rD2wiebUKn
https://forms.microsoft.com/e/rD2wiebUKn
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