
Go online to http://www.unfjobs.org 

 
 
Click the “Search Posting” link. 

 
 
Click the Search button. 

 
 
 
 
 
 
 
 
 
 
 



Look for the position that you want to apply for. When you find it, click the “View” link 
underneath the Position’s Title. 

 
 
Read over the entire job description, especially the Special Instruction located at the 
bottom of the page, as different positions have different requirements. When you are 
ready to submit your online application, click the Apply For This Posting button. 

 
 
Click the “Fill out a new Application” link. 

 
 
 
 
 
 
 



Choose a unique user name and password. Click the Continue to Page 1 button. 

 
 
Enter a question that you know the answer to, then enter the answer to the question. This 
is in case you forget your password. Click the Save and Continue to Next button. 

 
 
Fill out all the information on this page, paying special attention to any Required Field 
(denoted with a red asterisk), as well as any instructions in formatting. 

 



You move from page to page of the application by clicking the Save and Continue to 
Next button. When you reach the final page, place a check mark in the agreement box, 
and then click the Save and Continue to Next button. 

 
 
Click the Continue button. 

 
 
Click the Confirm button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



If there are any supplemental questions, you must answer them before completing your 
application. 

 
 
If the position requires you to attach documents online, you will see the below screen. If 
not, you will receive your confirmation number. To attach a document, click the “Attach” 
link beside the first document listed. 

 
 
Click the Browse button. 

 
 
 
 
 
 
 
 



Navigate to the location where the corresponding document is located on your computer. 
Left-click the file once to highlight it, then click the Open button. 

 
 
Click the Attach button. 

 
 
 
 
 
 
 
 
 
 



Click the Confirm Attaching Documents button. 

 
 
Your document has now been attached. You can see this as the “Attach” link has now 
changed to say “Remove,” and by the Date/Time stamp associated with the document. If 
there are more documents to attach, continue the above steps. 

 
 
Once all documents have been attached, you will see the Finished Attaching Documents 
button. Click this button. 

 
 
Click the Yes button. 

 
 
 
 
 



You will now receive your confirmation number. Click the Ok button. 

 
 
You will now see the current status of your application. To check on the status of your 
application, log back online. Do NOT click the “Withdraw Application” link unless you 
decided that you do not want to apply for the position after all. 

 


