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GETTING STARTED — STELLIS SECTIONS

This section provides a walkthrough of the common actions undertaken in the Recruiting Center.

Browser: Please use Google Chrome or Microsoft Edge or Mozilla Firefox, for Fluid Recruiting. Synergy users can download these browsers from the Software
Center.

1. Stellis Recruiting Center - Open the Stellis Talent Management Suite (https://careers.who.int/); OR on the WHO intranet page, go the Quick access
section, under Applications/Tools, select Stellis Recruitment (or Recruiter Portal). Click on Recruiting to access the Recruiting Center

- GSM quick links - ~

‘ - Intranet sites - V‘
‘ - Country pages - V‘
‘ - Travel reports (eTR) - V‘
- Applications / Tools - LY
‘ - Services - V‘
‘— WHO OrgChart search - ‘

{% World Health
i #.# Organization

A Recruiting Oracle Business Intelligence

. Welcome to your Talent Management suite!
enters

Recruiting

Oracle Business Inteligence This is your Welcome Center. To navigate to an application. click the comesponding tab in the menu bar above or the corresponding link in the Centers section on the left. You can also jump directly to related processes by clicking the Qu

Quick Access

gg:siz:rngs:jransmons] As you navigate through the Talent Management suite, remember that you can always click "Home” at the top of the screen in order to return to the Welcome Center.

Submissions

Additional resources are available in the top right corner of the screen.

3 | <Stellis> Guides — Fluid Recruiting — Internships - 5 October 2022



= RECRUITING TASKS

REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS

i View the various channels, which
Show Infarmation for- | | own or eofiaborate an B .
display data on the latest statuses of
the activities. You can jump to active
e ; =l — . requisitions, candidates, tasks by
osen i | ) — & clicking on the blue numbers

-

o 1

R /
-

ol &

o 1

Active submissions 7 %0 Candiasies -

ace 7 o= Compiens Selsman Process od =

The Core Navigation Bar provides access to specific recruiting features:

—
==  RECRUITING

TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS

Element Description
? This displays the links to other modules within the Talent Management Suite: Home (Welcome Center), Legacy Recruiting, Onboarding,
- and Oracle Business Intelligence
Recruiting Provides access to the Recruiting Center
Tasks Provides access to the Tasks list
Requisitions Provides access to the Requisitions work area
Submissions Provides access to the Candidates’ submissions work area
Offers Provides access to the Offers work area
Candidate Pools Provides access to candidate folder management
Reports
— The link to Reports is available by clicking the icon on top left-hand side. It provides access to customized reports such as Hiring Manager

Reports

Questionnaires and Selection Reports.
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2. Stellis Recruiting icons

Icon Description Icon Description Icon Description

5 Requisition icon 1‘ Submission Icon o= Tasks icon

= Offers Icon = Candidate Pools management ™~ Indicates an item requiring attention
<] = .

section (folder management)

o Add comments = Print function Q] Selector to open List of Values

— Indicates list (Requisition list or @ Duplicate a requisition fS Fill a requisition
— Submission list)
@ Put requisition on hold B Cancel the requisition V4 Edit a requisition

‘l-n Download attachment @ Delete attachment g Preview requisition/attachment
@ Indicates the candidate count in the A/ Indicates an Internal candidate W ACE Candidate icon. Indicates top

requisition currently working for WHO candidates, those who meet all
required criteria.

‘ Indicates that candidate is in a selection ® Indicates the disqualification & Indicates that the profile of the
process on at least one other active questions functionality. candidate needs verification (eligibility
requisition screening questions)

@ Indicates that requisition contains new N Function to send correspondence D Indicates candidate has been referred
submissions by an agent or a colleague

Candidate badge containing additional
information such as Candidate ID and
contact details

Indicates account confirmed by
candidate

Change step/status of candidate

Function to add candidate to folder

P

Function to remove candidate from
folder

o B

Submit request for approval (override
the integration process)

Attachment in the Offer @ Copy values function Cmm Toggle function to shift between
candidate’s general and vacancy
specific profile

View a snapshot of the report f?; Create a scheduled report f,::t Export the report to XML format

Rerun the report against the latest data ﬁ Delete the generated report &3 Activate the scheduled report

snapshot.

Deactivate the scheduled report & Edit the scheduled report =T,] Duplicate the scheduled report

Renew the scheduled report
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3. eShare
eShare is an email notification received by users who are required to review or approve offers or requisitions without having to log into Stellis Recruiting.

4. Career Section

The Career Section is the candidate-facing portal of Stellis where requisitions are posted. In the Career Section, candidates can apply for a job, create a profile, refer
others to the organization, and manage their accounts. Once candidates have created a general profile or submitted a job-specific application, they have access to
the Career Portal Page which provides access to the candidate’s general profile, completed job submissions, saved job searches, etc. There are three types of Career
Sections:

1. External career sections: This is for external candidates (WHO Consultants, SSAs, Interns and former WHO staff observing a mandatory break in WHO service).

2. Internal career sections: This is for employees who can search for jobs in their organization (Fixed-term and temporary having a valid contract).

3. WHO Internships Programme

5. Stellis Onboarding (Transitions)
The Stellis Onboarding (Transitions) section is used to transition candidates into new hires. A candidate is moved to the Stellis Onboarding (Transitions) section when

a recruiter initiates the onboarding process for a selected candidate. In the Stellis Onboarding (Transitions) section, onboarding tasks of both the recruiter and the
candidate/new hire can be managed and performed.

6. Reports and Analytics
You can continue to access the Reports section via Menu button located at top-left hand side of the Core Navigation bar, to generate selection related reports and

view previously run reports.

Oracle Business Intelligence (OBI) Publisher can be used to create reports on all recruiting data. Recruiters can import, customize and run reports directly in the

Stellis Recruiting Centre.

7. Search functionalities
The search widget provides a Lookup functionality to perform four search functions:
I ; Look up a candidate v .
2. Look up a candidate v
o & Look up a candidate
o (detailed) e —

@ Find submission

B Look up a requisition
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a) Look up a requisition: type the requisition number or Workday position number (only for PAHO) and the relevant requisition will be opened. You can also use
the Filters on the left-hand side of the screen to conduct a detailed search for requisitions.

£ 2000924 xXv

b) Lookup a candidate: Type the first or last name of a candidate to search for a candidate. If you are not sure what the exact name of the candidate that you are
searching, type in a part of the name in combination with a so-called wildcard: ‘*’. For example, type in ‘Con*’ to search for all candidates with O’Connell as a

last name.

c) Lookup a candidate (detailed): This opens up a new screen. Type the first name, last name, candidate ID or email ID to look for a specific match. Filling up all the

fields will help narrow down the results.

® Lookup a candidate (detailed) X
First Name Middle Name Last Name
I | | | \
Candidate ID Email Address (or Username)
\ | |
[

d) Find submission: this search will reflect all the submissions made by the candidate. If you use the wildcard search instead of a specific name, it will reflect all
submissions made by all matching candidates. It allows you to take candidate-specific actions from this list, instead of going through the requisition. For
example, you can directly change the step/status for the candidate without going specifically into the requisition.

Use the Filters/Advanced Filters menu on the left-hand side of the screen to filter the results as needed.

8. Navigation within lists in the Recruiting Center
The navigation buttons have been improved to reduce unnecessary clicks and make it simpler to navigate between requisition lists and candidate profiles.

8.1 Page views: the list of requisitions display 15 items per page and list of candidate submissions display 50 items per page. Navigate between the full list of items by
clicking on the page numbers. It is possible to select multiple items per page before taking the desired action.

(=] i- BAGUMA, David (28300) Male Uganda = 3/3 2/2

O [ Bako, Abdulaziz Tijjani (1089949) Male Nigeria = 3/3 272

4 >
0 item(s) selected., Page | 1 |of13 (1-15 of 182 items) \ 2|3 |a|lw|13] 3> | \
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8.2 Requisitions: When an item from a list of requisitions is opened, use the three buttons displayed on the top right-hand side to navigate between the requisitions:
8.3 Candidates within a requisition: list of candidates within a requisition can be accessed from the icon on the right-hand side, or from the Summary card on the left-
hand side of the screen:

You are here > Requisition List > Requisition View £= Backto Requisition List < >
Lo 2o & All Candidates 3
Status;Open - Ready

Latest Action'Requisition Saved as Open isitle = i | : Hi
Hired Candidate(sy0 out of 1 Requisition Info rescreen Alerts Artachments Sourcing nterviews istory

Active Candidates New candidates

Language: | Englist

EditAll Expand

4 Identification V4

8.4 Thereafter clicking on the three buttons displayed on the top right-hand side will allow to shift between candidate profiles or go back to the “Submission List”, i.e.
full list of candidates.
If you want to view the requisition details, click on the magnifying glass icon next to the requisition ID, which will open up a Preview of the requisition without
navigating away from the candidate profile. However, if you want to navigate away to the requisition instead, click on the title of the requisition (highlighted in

blue).
You are here > ... > Requisition Yiew > Submission List > Submission View = Back to Submission List
E Submission: Test, Intern1 fgf Intern2 Test)SKID: znuoala
o -
Test, Intern1 (i3 i %2 F B | voerdions »
= Job Submission Amachments Interviews Histo
d& - Y

® 1 other active submission(s) Language: English  Edit All  Expand All ‘

8.5 One can easily toggle between the Candidate Submission (vacancy specific profile) and General Profile by clicking the button provided. Irrespective of which profile
is visible, clicking “Back to Submission List” will return you to the full list of candidates of the specific requisition you initially opened.

You are here > ... > Requisition View > Submissiot

Test, Intern1 (23

A& [T

® 1 other active submission(s)

Submission (B  General Profile

© HIGHLIGHTS (CURRENT SUBMISSION)
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Clicking on the upward arrow on the Summary Header bar, expands the submission view to full page:

8 submission: Test, Interm1 for Intern_Tesys (ID: 2000817) (5,

658 8 (]

Job Submission Attachments Interviews History
Language: English EditAll  Expand All
4 Resume rd
candidate Personal Information
First Name Family/Last Name. Title
interni Test Miss.

8.6 At all times, you can view the navigation path on the top of the active page and can directly click on the name of the section to navigate directly to that section:

>
RECRUITING TASKS REQUISITIONS SUBMISSIONS

You are here > Requisition List > Submission List > Submission View

9 List formatting configuration
While the WHO Standard View presents the required information at a glance, you can edit how the columns under the Requisitions or Submissions list appear on
your screen.
3 Requisitions (14)

Show requisitions: | own or collaborateon @  Hire Type All @ Clear All

[--] Ep List Format | WHO Standard View v
O ~ [jID e @ Title Grade Position Number Contractual Arrange Personal format 1

Edit personal list formats

0 2202655 1 HR Specialist pa 413170, HR Fixed-term appointrr
Specialist

WHO Standard View

O | 2202653 (110 Intern/BOS/HRT/JL No grade 000000, No Position  Intern Detailed View
Manasamanr ANS
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‘WHO INTERN RECRUITMENT PROCESS IN STELLIS

Preliminary offer
l not accepted (in Stellis)
m Hire.
Review m Checkiist, s‘"‘F mi. Verify wlold:d ] and close Steiis -
ooy — reference Intemship Offer (in documents requisition
Report checks Stellis) Stellis i
4 Stellis-GSM integration
b v
Post Preliminary Offer Final Creation of GSM
Review i&nmmg Tors_ | Progress | . vacancy Pool of . . Eo,e,"“ of ation
i N accepted (in Stellis)
- rem:ﬂon & intern quota requisition? e candidates |:ocx1ar\:ferﬂﬁvtle
T I
System triggered
candidate to
lcreahm‘ of email
HR clearance «@r -
provided on
email
3 3 Place candiate in
Review Recommendation
Wdeotey med candidate Email Emal status via Stellis
pool
g l via Stellis
pu g Library Complete Intem
: m: | Toms Seleck form B: Recommendation
[ TOR candidate |—»| Checklist. Supervisor |—
© l references guide, Dol, Feeforsnce
©
= Initiate Stellis Complete
oo requisition to {— Intership
< hire intem Selection
= report
T T
1
|
‘Compliance with
Intern eligibiity Emad
. criteria
7'( v
\ ¥
Y
o} oo poeld Accept Final Offer
= Stellis H
Letter of internship |
©
Bl requisition
©
c
T
(&)
Stellis-GSM
integration Documents
-—— stored in ECM

10 | <Stellis> Guides — Fluid Recruiting — Internships - 5 October 2022




‘HOW TO REQUEST THE RECRUITMENT OF AN INTERN

RESPONSIBILITY: To recruit an intern, a formal request should be submitted through a new requisition in Stellis. All staff can create and submit a new
requisition, i.e. a Hiring Manager (or their team assistant on their behalf) or an HR Recruiter.

PRE-REQUISITE: Before creating the requisition, please ensure that you have prepared the Internship Terms of Reference (Annex 1 or Annex 2) — Template
available at the eManual here: Pages - 111.16.4 Interns (who.int)

1. Open the Stellis Recruiting Center (https://careers.who.int/); and at the Home Page, click on Requisitions as shown below:

};;-zﬁg!g World}ieqlth Jyotsna SHRIVASTAV | Home | Resources = | TalentGrid = | Sign Out
(9 Organization

# Recruiing Oracle Business Intelligence  Configuration

ot Welcome to your Talent Management suite!

enters

Recruiting

Oracle Business Intelligence This is your Welcome Center. To navigate to an application, click the corresponding tab in the menu bar above or the corresponding fink in the Centers section on the left. You can alse jump directly to related processes by clicking the Quick Access links on the left
Configuration

. Additional resources are available in the top right comer of the screen.
Quick Access

Onboarding (Transitions) As you navigate through the Talent Management suite, remember that you can always click "Home" at the top of the screen in order to return fo the Welcome Center.
Requisitions
Submissions

¥ TALEO

2. On the Requisitions page, click on Create Requisition.

@ Find submission = Jyotsna SHRIVASTAV ¥

RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

You are here > Requisition List Create Requisition
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3. The requisition wizard opens on the screen. At the end of the page, click on Next. Select Non-Staff Recruitment. Click Next.

S— RECRUITING ‘ TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS

You are here > Requisition List > Create Requisition

i= Back to Requisition List

5 Create New Requisition - Find a template

o (/2\ (/;\ G)
N/ N/
Basic Information Find Template Specify Attributes Complete and Save

Please specify the hire type for the requisition you are creating. Note that this information cannot be changed once the requisition is creared
Hire Type *

(O Staff Recruitment

€y Non-Staff Recruitment

O Emergency Requisition - Global emergency response only

4. Choose the Intern template by clicking the selector icon oy beside the Requisition template box.

E RECRUITING |TASK$ REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS

You are here 3 Requisition List > Create Requisition

= Back 1o Requisition List

) Create New Requisition - Find a template

Basic Information Find Template

Specify Attributes Complete and Save
Select Templare ¥

Intern Template E

5. Select the Organizational structure by entering the relevant acronym in the field or by clicking the selector icon oy against the different fields, and
using the filters to find the right value:

e Organizational unit (departments) or Organization (division or departments)
e Location —you can insert a primary location by typing the first few letters, and the system will propose a location

The Job Field by default is set to “Internships”. Please DO NOT CHANGE this setting.
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Page

Department Selector x
614 Deparimens re avalble < eparmene o rcee
No filters are applied
» Organization
Department Number Department Name a Hiring Manager Organization Location Status Action
+ Location
957 AF_AGO Angola AF_AGO Angola Active select
Keyword 2 = 7
— AF/ARD Assistant Regional AF/ARD Assistant Regional —_— —
Director Director
AF/ATM Prevention & Control
e B O 1124 AHATM Brevention & Eontolon of Aids, Tuberculosis & Active Select
Aids, Tuberculosis & Malaria
] Malaria
) 961 AF_BDI Burundi AF_BDI Burundi Active select
m 1063 AF_BEN Benin AF_BEN Benin Active Select
1067 AF_BFA Burkina Faso AF_BFA Burkina Faso Active Select
Department Name
998 AF_BWA Botswana AF_BWA Botswana Active Select
965 AF_CAF Central African Republic AECAE Genral Affian Active Select
Department Number Republic
8706 AF/CDS - Communicable Diseases SEUE Cemicle Active Select
Diseases
Hiswig Manager 1071 AF_C Cote D'lvoire AF_CIV Cote D'lvoire Active Select
968 AF_CMR Cameroon AF_CMR Cameroon Active Select
Recruiter . AF_COD Democratic Republic of AF_COD Demacratic Republic Active Sigcn
Congo of Congo
974 AF_COG Congo, Republic of AF_COG Congo, Republic of Active select
1001 AF_COM Comoros AF_COM Comoros Active Select
1075 AF_CPV Cape Verde AF_CPV Cape Verde Active Select
of 41 (1-15 of 614 items) | | 2‘ 3 ‘4‘ —“”‘ > ‘ "‘

You are here > Requisition List > Create Requisition

) Create New Requisition - Find a template

Basic Information

Find Template

Please validate the information below according to the requisition you are creating. Once satisfied, click "Next”

Requisition Structure

Hire Type
Non-staff Recruitment

Requisition Style
WHO Requisition_NonStaff

Template Used
Intern Template

Job Field

Organizational Unit

Specify Attributes

(4)

Back to Req

Complete and Save

‘ 10847 - HQ/HRT Human Resources and Talent Management BOS

]

Organization

Q

‘ _s5 Operations > HQ/HRT Human Resources and Talent Management BOS ‘ v ‘ Q‘J

Location

Internships ‘ v ‘ [<3]

Switzerland > Geneva | ¥ ‘ Q

0 Other Locations are selected
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Once the values are selected, click Next

6. The draft requisition template will be generated in edit mode for entering the relevant details. Once the form opens, the sections under edit mode
appear coloured yellow and once saved, sections appear will return to white colour.

7. On the top of the template, make sure that the option “Show fields required to” is set to Save, to make sure the fields required to save the requisition
successfully are indicated. Fields marked with * are the minimum fields required to complete the chosen action.

8. The section headers appear on the left-hand side of the screen and can be used to navigate between the different sections. Once the requisition is
saved, clicking on a specific section header (except identification) opens the specific section for editing instead of opening the entire requisition for
editing. Clicking Edit All will open the entire requisition for editing.

You are here > Requisition List » Create Requisition

Requisition Sections (~]

IDENTIFICATION

Identification
Structure
User Group

Additional Information
| OWNERS
Owners
WORKFLOW
Candidate Selection Workflow
 compeNsaTION
Compensation
| BUDGET
Budger
BASIC PROFILE
Profile
| EXTERNAL DESCRIPTION

External Description

£ Create New Requisition - Find a template

Requisition Info

Ighuw fields required to-*  © Save O Request Approval O Post I Language: | English (Base)

4 |dentification
Instructions: :

* Please note that ions for hire must be by the proposed to-date

|~

Collapse All  Save

P
Selection Report and relevant Terms of Reference. Failure to do se will result in rejection of the requisition

Identification

Stellis profile, C

Requisition Title * Position Number * Number of Openings

intern Template ‘ ‘ 000000, No Position ‘ v ‘ Qg o
O Unlimiced
Assignment FTE Contractual Arrangement *
‘ Not Specified v ‘ Intern v

Initiate approval

‘ Not Specified v

Proposed Candidate Name Proposed Candidate Date of Birth Supplier Number *

[ e 180 rhnre [T [a

The previously known “Diagnostics”
tool is replaced by “Inspect” icon.
This shows the fields required to be
completed.

this requisitios

Inspect X
Inspect o

4 saving (2) &

4 Approval (3)

)

oroval: Required

T Date: Required

ton (Years, Monens,

Required

on (fears, Montns, ¥

9. Inthe Identification section, the requisition title will be reflected as Intern Template by default. It must be changed according to the following
naming convention: Internship - Area of work/Division or WCO/Dept. For example, Internship — Adolescent Health/UHL/MCA or Internship —
Adolescent Health/WCO Indonesia.
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10. The position number is defaulted to “No position”. Please do not change this setting.

11. The number of openings is set to 1. If you intend to engage more than one intern, please change it to a specific number or “Unlimited”

Identification

Requizition Tile * Position Number * Mumber of Openings
Intern Template | | 000000, Mo Position | » | Q] o l:l
O Unlimited
Assignment FTE Contractual Arrangement =
| Mot specified v | Ineern o

Initiate approval

| Mot speciiied b

Bropozed Candidats Name Proposad Candidate Date of Birth Suppiier Number *

| max 100 chars | | MMM A Yy | | o

In identifying the abows candidate, | Fizzse ener

confirm that gender balance and candidate ha:

geographica! diversity have besn 3 \WHO gonsuftant, otherve:
considered

Previous or Current Incumpent Travel provided by WHO on appointment

max 100 chars |

Mot Specified .

Fizase indicate if the proposed
candidats iz required o travel

Hiring Department Admin Rezource 1 Hiring Department Admin Resource 2 *

I ] [ [ —]

12. The Contractual Arrangement is defaulted to Intern. Please do not change this setting.

13. The field Supplier Number appears here since the template is similar to the one used for engaging individual Consultants. It is defaulted to “0” and
does not need to be changed. The Proposed Candidate Name field can only be used for certain circumstances (approved by HR). Candidates cannot
be pre-selected for a WHO internship. Please do not indicate a candidate here.

14. Indicate the name(s) of the administrative team member(s) in the hiring unit who need to be copied in the system-triggered notifications sent
through Stellis and track the requisition under “Hiring Department Admin Resource 1” and “Hiring Department Admin Resource 2”. Please also
remember to add these persons as Collaborators as shown under S. No. 26.
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15. The Initiate Approval field should be set to “Request Approval” to trigger the approval workflow for the requisition once it is complete. If you wish to
save the draft to review later, leave this field as “Not Specified”, so that approval of the requisition is not accidentally triggered once the requisition is
saved and closed.

16. Following section contains several fields related to Consultant recruitment. They have been defaulted to N/A in the Intern requisition template.
Please do not change this.

17. The next section outlines the following internship assignment related fields:

a. Internship Area of Work — type in first few letters to view proposed suggestions or choose the appropriate value through the selector icon.
This can also help the HR Focal Point for Internships to filter the pool of candidates to search for candidates who have expressed an interest in the
area of work you have indicated. There are 103 values to choose from. Candidates will also be able to select their preferred areas of work from
the same list of values.

b. Internship — Description of duties; and

c. Internship — Learning Objectives
There is already a sample text reflected by default in both fields. These can be replaced with the specific content as under your Terms of
Reference (Annex 1 or Annex 2). Note that text from both these fields will be finally reflected in the Internship offer letter to the Candidate.

For Internships Only

Internship Area of Work - Please select the
relevant area of work for the internship

=S|

*

‘ Human resources mana... ‘ hd

Internship - Description of duties x

Under direct supervision, the intern will support the delivery of activities related to the area of work as follows: -
Review literature and conduct literature surveys
Undertake web research and data collection on specific subject area
Organize data and documents
Participate in the development of tools and guidelines S

Internship - Learning objectives ¥

+ ) 3
Kriow how to conduct and review literature surveys o
Know how to assemble data and prepare an comprehensive analysis

Prepare background documents for meetings

Prepare a project plan for an event

Develop the outline of a document -

Structure
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18. The structure section of Section 1 of the requisition reflects the organizational structure selections made when creating the requisition. Please check
that this is be reflected at minimum Level 4. If not, you may edit this by clicking on “Modify Structure”. Please note that an incorrect/incomplete
structure will impact the approval workflow.

19. Itis very important the default user group WHO internships is not changed
HQ Headquarters

Level 4
HQ/BOS Business Operations

Level 5
HQ/HRT Human Resources and Talent
Management BOS

User Group

User Group L

WHO internships | | q

20. Under Additional information, the default sourcing option is already set to “Intern global call for registration (Vacancy notice)”. No need to change
this value.

21. Section No. 2 of the requisition shows the Owners.

a. Whoever is initiating the requisition will automatically be shown in the Recruiter field. This name will be updated during an integration with that
of the relevant HR Internship team tasked to move your request forward.

b. Please always indicate the name of the Hiring Manager (first-level supervisor)

c. Under Collaborators, add names of additional staff members who should be able to view the requisition. Collaborators cannot take actions within
the requisition, but will have full visibility on the specific requisition. If you are initiating the requisition on behalf of the Hiring Manager, then it is
important that you include yourself as a Collaborator, to be able to track the requisition after the approval is submitted. Otherwise, once your
name is replaced under Recruiter, you will not be able to access the Requisition.
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Instructions: : The Hiring Manager is normally the first-leved supenvisor of the position under recri@iment, In the context of a competitive process, the Hiring
Manager is tasked to evaluate candidates and chair selection procesdings.

Owmers

Recrulter Hiring Manager ¥

Jyotsna SHRIVASTAV | = | a

Collaborators

O Add Collaborators

| First Mame Last Name Ermadll Tisle

| Mo Collaborators have been sefected. Plaasa ciick "Add Collsborators’ to add collaborators

Add Collaborators x I

O Frequent Collaborators 1 Potential Collaborators are avaliable O Select all across pages
Keyword:jyotsna @ User Group: All @ Clear All

| First Name Last Name Email

Keyword
User Gro
~~——
Poge 1 of1 (1of1kems) | g . .
Department Step 1: Search for the collaborator using the filters on left-hand
L ] side
Nm:| Step 2: Tick the name of required collaborator
e Step 3: Repeat above steps to search and add multiple
collaborators in one go. Click Add Collaborators to save and exit.
Empiaars Note that the “selected” number of collaborators (top right-hand
SS— side) increases each time a collaborator is added. The tab “All”
mployee
refers to the number of search results.
e .

[Prp—

22. Section No. 3 shows the relevant candidate workflow. It is defaulted to Intern Recruitment Workflow

Candidate Selection Workflow

Candidare Szlection Workilow

Intern Recruitment Workflow
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23. Section No. 4 Compensation is not applicable to internships. Please do not amend the default values, N/A, here.

24. It is mandatory to provide the PTAEO for Internships under Section No. 5 Budget, since this PTAEO will be charged to provide funds for living
allowance; and lunch vouchers or lunch lump sum.

4 Budget il

Instructions: : A PTAEQ is a mandatory requirement for 1. staff on a 60 days or less contract, and 2. internships. Failure to include a PTAEQ in
either of these cases will result in rejection of the requisition.

Budget

PTAEO distribution * PTAEO currency *
Not Specified = | | [~ | Q

PTAEO 1

Project, Task and Award . Organization %

I I E—T

PTAEO 2

Project, Task and Award & Organization i

25. Under Section No. 6 Basic Profile, enter (a) the Target start date and end date of the internship; and (b) the duration of the proposed internship
(minimum 6 weeks and maximum 24 weeks), using the format: numerical weeks and/or numerical days, for example, 8 weeks, 10 days. Do not
change the values under Employee status, or Job Type.

26. Under Section No. 7 External Description — No classified position exists and Section No. 8 Internal Description — No classified position exists, the
hiring unit is not expected to enter any details. Instead, the duly completed Internship Terms of Reference (Annex 1 or Annex 2) should be attached to
the requisition for HR’s review.

HR Internship Focal Point: Once the requisition is received by HR Internship focal point, they will enter the text as per the Internship TORs (Annex 1 or
Annex 2) prior to advertising the internship. HR focal points should refer to the guide How to format a job posting without GSM pd extraction.pdf for

support on formatting text under these fields.

27. Section 9 Pre Screening shows the mandatory pre-screening questions asked of all WHO applicants. It is not possible to modify these questions. In
addition, candidates will be asked to respond to internship-specific screening questions when applying to the posted internship opportunities. These
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will be created/edited by the relevant HR focal for internships. Please do not edit this section. The internship Job Specific questions are present by

default.

4 Prescreening

Eligibility Questions

2 Doyou have any family members (spouse,
recognized domestic partner, father, mother, son,
daughter, brother or sister) or near relatives (aunt,
uncle. cousin, in-laws, stepfamily) employed by

Please indicate why

With reservations
Explanation :
Please indicate why
Yes

Explanation :

Please provide their name, relationship type (for

example, spouse, brother)

WHO?
No
3 Do you smoke or use tobacco products? Yes
Explanation :
Would you continue to do 50 if employed by
WHO?
No
4 Have you been subject to any disciplinary Yes
for mi which

8
resulted in a disciplinary sanction from any
organization?

5 Have you ever been arrested, charged, indicted, or
into court as a ina criminal

Please provide details

No

Yes

proceeding, or convicted, fined or imprisoned for
the violation of any law (excluding minor traffic
violations)?

6 WHO positions in the international Professional
category are subject to mobility. Staff in this
category may be assigned to any of the
Organization’s activities or duty stations across the
world. If you are applying for a position in the
international Professional category, are you willing
and able to relocate if requested by the
Organization? If no, or with reservations, please
indicate why. If you are applying for a position in
the National Professional Officer or General
Services categories, please select N/A. WHO
positions in the National Professional Officer and
General Services categories are subject to local
recruitment and therefore the Organization's
mobility policy is not applicable. Non-staff
contracts are not subject to mobility.

Please provide details
No
Yes

No

Explanation :
Please indicate why

With reservations

Explanation :
Please indicate why

N/A

Order  Question Answer Result
1 Are you willing and able to travel during the course  Yes « The Candidate Passes
of your duties?
No @ 1o Be verified
Explanation :

@ 1o 8a vermed

@ To Be Verinied

« The Candidate Passes

@ To Be Verified

+ The Candidare Passes

@ ToBe Verified

« The Candidate Passes

@ To Be Verified

« The Candidate Passes

+ The Candidate Passes

@ To Be Verified

@ To Be Verified

+ The Candidate Passes

Job Specific Questions (For HR Use Only)

This req| an uses 0.of the O questions from the correspanding prescreening model.
14 Reorder
O | Order Question Answer Nf&
O Are you enrolled in a course of study at a university or eguivalent institution leadingto | Yes (@]
a formal qualification? (Please note that applicants who have already graduated may
also qualify providad that they apply to the intemship no later than six months after
graduation.) No o
Singie Anzwer
O Are you at least twenty years of age on the date of application? Yes o
Sirgie Anzwer
Ho )
O Have you completed the equivalent of three years of full-time studies at a university or | Yes (o]
equivalent institution?
Single Answer o o
O Have you previously participated in WHO's Internship/Volunteer Programme? e o]
Single &nswer
Ne (9]
o Are you fluent in atleast one of WHO's warking languages {Arabic, Chinese, English, ez o
French, Spanish, Russian}?
Single Anzwer Na o
O Do you held a valid passport of a WHO Member State? Yes o
A list of WHO Member States can be found at httpo/fwww.who.int/countries/en/
Singie Anzwer o o
O Are you available for an internship of a minimum of & weeks and 2 maximum of 24 Yes (e]
weeks?
Single Answer No o

HR Internship Focal Point: If required, you may create additional job screening questions.

28. When all the mandatory fields (marked with *) have been completed, you can save the requisition.

29. Since you also need to attach the Internship Terms of Reference (Annex 1 or Annex 2) before submitting the requisition for approval, scroll up to the
Identification section and ensure that the field Initiate Approval is set to ‘Not specified’. Then click on Done to save and close the requisition.
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3 Create New Requisition - Find a template

Show fields required 0 * @ Save O RequestApproval O Post Lanzusge | EngieniBase) | v | Collapse All save

4 identification
Instructions:

* Please note mat for nire must be by the proposed up-to-aate Stellis protile, Consultant
Selection Report and relevant Terms of Reference. Failure to 0o Se will resultin rajection of the raquisition

identification

Requisition Trde * Posian Numpsr * Number of Openings

IntemTemplace [ 500000, Ho Posion e o T |

30. Now, the requisition will appear as in Draft status and you will be able to access the tab Attachments. Upload the ‘Internship Terms of Reference’
(Annex 1 or 2) as a Word document in the Attachment tab in Stellis. Note that after a requisition’s status changes to ‘pending for approval’ or
‘approved’, only the HR focal point will be able to edit the requisition and replace any documents attached to the requisition.

- ° o
ATest ACTiON: Requisition Created o R
Requisition Info Attachments Interviews and Evaluations History
Hired Candidate(s); 0 out of 1

Active Candidates  New candidates Attachment(s) for this requisition | Upload Atachment

n “ There are nao files attached to this requisition

31. Once you are ready to submit the requisition, edit the requisition to ensure that the Request Approval option is selected under the field Initiate
Approval and click Done. Once submitted, the requisition will show the status as “Draft” until the scheduled integrations have been completed.

32. After the requisition is submitted successfully, a number of steps will take place through integration and at the end, the requisition status will

change from “Draft” to “Pending”. During the integration, the following occurs:

a. The field entitled Recruiter in Section 2 of the requisition will reflect the relevant generic HR Internship focal point ID.
b. An Approvals tab is added to the requisition.
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You are nere + | B ik ta Submisvion List |
summary (] £ Intern/BOSIHRT/L (10: 2202655
o

ﬁ | Maore Actions ¥
Sratus Pending - To Be Appraved —_

Latest Requisition Approval :
A& Tion, Requested Requisition info Arachments{i) Approvals | incerviews and Evaluations History

Hired Candslatet) 0 oul of 1 [

Approval process for this requsition

Acttre Candidates  Feew candidates
Ordar Approver Detision Date & Time Detision Cemment
STRUCTURE

c. Once the integrations are completed, the Hiring Manager will receive a system-triggered email (Image 1) asking them to approve the requisition.
From the body of the email, the Hiring Manager clicks on Respond and opts to Approve or Reject the requisition.

33. Once the requisition is approved by the Hiring Manager, the HR Focal Point for Internships will receive a system-triggered notification alerting them
that the requisition awaits action. If any corrections or clarifications are needed, the HR Focal Point will contact the Admin Support and the Hiring

Manager. Once the requisition is approved, another system-triggered communication will be sent to the Hiring Manager confirming that the
requisition has been approved (Image 2)

22 | <Stellis> Guides — Fluid Recruiting — Internships - 5 October 2022



‘HR FOCAL POINT: HOW TO RESPOND TO A REQUEST FOR AN INTERN

1. Asystem-triggered notification alerts the HR Focal Point for Internships that a request to recruit an intern has been submitted for that particular
major office. The email is received in the generic email account set up specifically for intern recruitment. The requisition may be accessed using the
“Respond” button in the communication or by directly accessing the Stellis recruiting center.

{%% le'dHEEllth Jyotsna SHRIVASTAV | Home | Resources ~ | Talent Grid = | Sign Out
4% Organization

#A Recruiting  Oracle Business Intelligence  Configuration

Welcome to your Talent Management suite!

Centers

Recrutting

Oracle Business Intelligence This is your Weicome Center. To navigate to an application, ciick the corresponding tab in the menu bar above or the corresponding link in the Centers section on the left. You can also jump directly to related processes by clicking the Quick Access links on the lefl
Configuration

. Additional resources are available in the fop right corner of ihe screen.
Quick Access

o itions) As you navigate through the Talent Management suite, remember that you can always click "Heme" at the top of the screen in order to refurn to the Welcome Center.

2. To quickly access requisitions that are relevant to you, it is advised to use the Quick Filters on the left side of your screen.

—_— RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS CANDIDATE POOLS SEARCH

You are here » REQU’EHFUH List
Filters v () £ Requisitions (502)

SHoNEEaIsIben Show requisitions: WHO internships @ Hire Type All @ Clear All
‘ WHO internships A |
(-3 ] List Format | WHO Standard View v
O Include inactive requisitions
Ov|ID 3w @ Title Grade Position Number Contractual Arrangement Organizational Unit
» Requisitions
(m) 2202657 0 Intern/SEA/DAF/ZY No grade 000000, No Position  Intern SE/DAF Director -
Administration &
o 2202653 @ 10 Intern/BOS/HRT/JL No grade 000000, No Position  Intern HQ/HRT Human

Resources and Talent
Management BOS

O | 2202643 1 Intern-TCC testing, No grade 000000, No Position  Intern EU_TUR WHO Country
Office, Turkey
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3. Click on the relevant requisition and review the content, particularly the Area of Work, Learning Objectives and Learning Outcomes. Under the
Approvals tab of the requisition, opt to reject or approve the requisition.

4. Itis important to edit the requisition, and enter your own name in the Recruiter field in Section 2 (Owners) of the requisition, as a first step
whenever you begin reviewing the requisition. This replaces the generic intern recruiter name and will reflect the requisition in your own account’s
active Requisitions list.

5. Itis important to review that the fields in the requisition reflect the correct values. Pay particular attention to:
a. Number of openings — this impacts the number of offers and onboardings which can be managed through the requisition
b. Sourcing option — should only reflect “Intern global call for registration (Vacancy notice)”
c. PTAEO values — verify the validity of the PTAEO via GSM, if necessary. There is no automated funds check verification with GSM.

6. The Approvals tab will show you the earlier approval of the Hiring Manager, including date stamp. To approve, click on Modify Approval Process,
select Approve from the drop-down menu. It will show your name as approving on behalf of, for example, SEARO internships. The example below
shows where the WHO System Admin approved on behalf of the Hiring Manager.

Summary () ) Intern/SEA/DAF/ZY (1D: 2202657)
*
5o 8
Status: Pending - To Be Approved
Latest Requisition Approved on
Action: BegaIf Re Requisition Info Prescreen Alerts Attachments Approvals Sourcing Interviews and Evaluations History

Hired Candidateis): 0 out of 1

Approval process for this requisition
Active Candidates New candidates RR p g

n n £7* Modify Approval Process (@) Send Reminder
m Order Approver Decision Date & Time Decision Comment

1 Jyotsna SHRIVASTAV on behalf of Approved Sep 22, 2022, 1:50 PM

® Organization
SE/DAF Director - Administration & 2 SEARO Internships
Finance

7. After HR has completed the review of the requisition and approved the same, a system-triggered notification “Requisition Approved” (Image 2) will
be sent to the Hiring Manager, with copies to the Hiring Department Admin Resource 1 and 2.

8. At this stage, the requisition is ready to be advertised. HR Internship focal points should review the content under the external and internal job
description fields and create additional job-screening questions if required.
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9. To post the requisition at the internship portal, please proceed as follows:
a. Under the tab Sourcing, click on ‘Add career sections’

Requisition Info Prescreen Alerts Attachments(1) Approvals I Sourcing I Interviews and Evaluations History
e—

Expand All
4 Career Sections
Click Add to post job on external and internal career sections
» Job Boards
» staffing Agents
P Invite Matching Candidates Not yet available

b. Ensure that the checkbox is selected against the External Internship career section.

Career Sections Selector x
Please select the career sections for posting this requisition m Selected (1)
1 Career sections are available O select all across pages

| Name Visibility Display Type Sequence

External Internship External Public

Page 1 of1 (10f1items) ‘ | - | |

c. The job posting start date is defaulted to Today. Add the job posting end date (minimum 3 weeks). Click Add/update career section

d. Note that the system automatically identifies matching candidates who may have registered to receive internship related job-alert
notifications. Keep this checkbox ticked in the event that you wish to send automatic invitations at the same time the job is posted. You
can also manually invite candidate after the job has been posted (see step e.).

e. A system-triggered notification will be sent to the hiring unit and recruiter, as soon as the job is posted (Image 3) and again upon
expiration of the job posting (Image 4).
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4 Career Sections

Manage career sections and posting schedules for this requisition
Select all across pages

© Add

Career Section Posting Status and Schedule (UTC +2:00)

Status : To be posted

External Internship
External Pos[from‘-rnday - ‘m
Public
Postto] oct 12,2022 v \m]

O Mark as Urgent
N N z 7 pPage 1 of1 (1of1items) ‘ n |
@ Automatically invite when posting starts: 2 matching candidate(s)

» lob Roards

Note the status of the posting is reflected as Posted. If you did not opt to send automatic invitations or wish to invite potential new
candidates after the job was posted click on Send Invite as shown below

The list below contains the list of career sections along with their posting status for this requisition. Please click "Modify" to make necessary changes

& Modify

Posting Status and Schedule (UTC +2:00)

Career Section

External Internship Status : Posted
External Post from - Sep 27, 2022, 6:18:59 PM
Public Postto- Oct 12,2022, 11:59:00 PM

Page 1 of1 (10f1items) ‘ - ‘

Note: Matching candidates will automatically be invited to apply.
Click Modify to change this behavior

P Job Boards

» Staffing Agents

4 Invite Matching Candidates Automatic invitations sent

¥ Invitation Parameters
If you click 'Send Invite', a job posting notification will be sent to 2 external candidates inviting them to apply on this requisition. These candidates were

found to match this requisition according to default matching criteria (and have not been notified of this job posting)

I ‘ % Send Invite (2 candidates) | I
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HOW TO REVIEW APPLICATIONS AND SELECT AN INTERN

Responsibility: Hiring Manager

1. Once you have received an email communication informing you that the internship has been posted, you may review the pool of candidates who
successfully applied to the internship. Please access your Stellis account and click on the relevant requisition. You will already see that the number
of candidates is displayed alongside the requisition title.

£Y Requisitions (9)

FILTERS '{ Show requisitions: | own or collaborate on @ Clear all
(-] E More Actions ¥ List Format | WHO Standard View v
O~ [IDi 1= @ Title Grade Position Number Contractual Arrangement Organizational Unit
2202653 @ 10 Intern/BOS/HRT/L No grade 000000, No Position  Intern HQ/HRT Human
Resources and Talent
Management BOS
2. From within the requisition, click on the number of candidates to reveal the full list.
Summary () £ Intern/BOS/HRT/JL (p: 2202652)
Status: Open - Ready
Latest Action: Ownership Modified - - .
) " Requisition Info Prescreen Alerts Attachments Approvals Saurcing Interviews and Evaluations History
Hired Candidare(s): 0 out of 1

Active Candidated  New candidates .
Language: | English (Base) Edit Al Expand Al

i 4 Identification f
STRUCTURE

Identification
® Organization

HQ/HRT Human Resources and Requisition Title Position Number Number of Openings
leleneBenaEenietu g Intern/BOS/HRT/L 000000, Na Position 1

Primary Location
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3. The candidates are currently in the step called HM Screen

Filters Advanced Filters (~] X% Submissions for: intern/BOS/HRT/L (Requisition ID: 2202653) 3,
~ celedtion proceas No filters are applied
Lo =
Pre-Offer ov ‘ o (&) Candidate 1a Candidate alel
Onboarding -
Propose Offer a, Candidate002, Test(2151343)
Hire

4, If you click on HM Screen, it will reveal the different statuses that exist within the HM Screen step. The objective is to ultimately progress one
candidate to the status entitled Recommendation.

Filters Advanced Filters (] 2% Submissions for: intern/BOS/HRT/L (Requisition ID: 2202653) &

~ selection process Step:HM Screen @ Clear All
o= e
HM Screen (10) @
status Ov| m ®  candidate 1a Step  Step, Status, lcon
Candidate Screen (4)
- HM HM Screen - System
System Pre-Screened (6) = ierpandicareiORRInna) Screen  Pre-Screened
Pending decision HM HM S - Systs
& a) Test, Candidate005 (2151444) SR
HM Rejection Screen  Pre-Screened
o Test candidate, ESkill (81996) HM HM Sergen
Screen  Candidate Screen
Rejected
HM HM Screen - System
Applicant Withdrew a Testcandidate15, Eskill (1563703) Screen PreScreened ¥
* Candidates o Testcandidate2, ESkill (82059) HM HM Sereen.-Sgstem
Screen  Pre-Screened
* Submissions e HM HM Screen -

5. You are required to review the candidates who have progressed to the System Pre-Screened status. This means that the candidates have
favourably answered all of the screening questions associated with the WHO global call for internship registration.

~ Selection process

Step
HM Screen (10) ©

Status
Candidate Screen (4)

System Pre-Screened (6]

pending decision
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6. You can review the full profile of each candidate by clicking directly on the candidate’s name in the list display.

7. Atthe outset, your attention is drawn to two important features which may determine a candidate’s eligibility and suitability to work with WHO:

2% submissions for: intern/BOS/HRT/IL (Requisition 1D: 2202653) (4

No filters are applied

G ® = 8 G

a v I- ® Candidate Candidate alert & Step Step, Statu
HM HM S
o Testcandidate2, ESkill (82059) Yes SLEER
Screen  Pre-Screen
HM HM S
(] Testcandidate15, Eskill (1563703) creen
Screen  Pre-Screen
~ HM HM Screen
] Candidate8, Eskilltest (155534) euch Candidate
HM HM Screen
Test, Candidate003 (2151364
o I & I =St e ¢ ! Screen  Pre-Screen
HM HM S
m] Test candidate, ESkill (81996) :creen

a. Where a ‘Candidate alert’ value ‘Yes’ appears against a candidate’s name, it signals that there may be restrictions against hiring such a
candidate under any WHO contractual mechanism. You can view the instructions indicated under the Basic Profile section of the candidate’s
job submission and contact your HR focal point for further guidance.

Basic Profile

Employee Status Job Level Job Type

Fixed Term Temporary,Consultant General Staff,Intern,Special Service Agreement
Services,Professional Consultant (55A),Consultant

Schedule Have you previously worked with WHO Candidate alert

Full-time,On Call No Yes

Candidate alert comments
Do not hire without prior consultation with HRT. Please contact ABC (abc@who.int), HQ/HRT for further details.
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b. Where an icon featuring a yellow triangle A appears next to a candidate’s name, it signals that at least one of WHO’s mandatory eligibility
guestions was answered by the candidate in a way that requires verification. The eligibility questions refer to family members employed by
WHO, smoking, previous disciplinary proceedings, etc.) and are not necessarily a basis for disqualification. You can view the candidate’s
responses to WHO's general eligibility questions, by clicking on the toggle button as shown below, which will take you to the candidate’s
general profile and the questions and answers will be displayed in Section 3 of the profile.

|;':9| Submission: Test, Candidate003 for Intern/BOS/HRT/JL (ID: 2202653) (4,
. e = N
Test, Candidate003 15 faeHA =&

1D: 2151364

Job Submission Attachments Referral Interviews and Eval
4
® 7 other active submission(s)
4 Resume

Isubmission C_ General Profile I

Candidate Personal Information

8. Once you have reviewed a candidate’s profile, you can select to either Reject or progress the final shortlisted candidates to “Pending decision”
status by Changing their Step/Status as indicated below. The Pending decision status allows HR to identify and review the final shortlisted

candidates for the HR review.
a. Click on the Change Step/Status icon (*Tip: hovering over an icon reveals the action involved). You can also find this action under the button

labelled ‘More Actions’.

|;‘=|9 Submission: Candidate002, Test for Intern/BOS/HRT/JL (ID: 2202653) (d,
Candidate002, Test i EQ P &

ID: 2151343
Change Step/Status \racnments Interviews and Evaluations History
s

® 2 other active submission{s)

4 Resume
Submission C_ General Profile

o HIGHLIGHTS (CURRENT SUBMISSION)
First Name Family/Last Name

Required met  Assets met Test Candidate002
nrr nin

Candidate Personal Information
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b. A new window opens up wherein under the Status, you can select to signify your rejection or place candidates under Pending decision. The
final shortlisted candidate must meet all of the criteria for a WHO internship. Click Apply and Close to exit.

Change Step and Status

Requisition Title

Candidate Name
Intern/BOS/HRT/JL (2202653)

Candidate002, Test

Currently in Change to
Step Status Step Status
HM Screen System Pre-Screened » HM Screen 5
Pending decision v

HM Rejection

Comments

Recommendation*

Please enter comments here

Apply and Close

‘ Apply and Continue

Cancel

c. Should you wish to undo the step/status change, you can revert the latest change from under More Actions

More Actions ¥

Selection Process

ﬁ Change Step/Status

W Revert Latest Change of Step/Status

Athar Artinnc

9. You can easily navigate to the next candidate’s profile using the navigation buttons (arrows) or return to the full list of submissions:

|

You are here » Requisition List » Submission List > Submission View I | = Back to Submission List

|E=9l Submission: Candidate002, Test for Intern/BOS/HRT/JL (ID: 2202653) (g,
Candidate002, Test 5 ® S 6

ID: 2151343

Job Submission Attachments Interviews and Evaluations History

.
Language: English Expand All

® 2 other active submission(s)
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10.

11.

12.

13.

14.

You can also change the status of candidates in bulk, after having reviewed their profiles. Tick one checkbox at a time (this highlights the selected
candidate’s row), or the box/arrow in the header to select the candidates. Then click the Change step/status icon as mentioned above.

X* submissions for: intern/BOS/HRT/L (Requisition 1D: 2202653) (4,

Step: HM Screen ©  System Pre-Screened @ Clear All

- & s [
- ® Candidate 14 Step Step, Status, icon a_ - Requirements
Test, Candidate003 (2151364) i HM Seeed Sy=te
Screen Pre-Screened
Test, Candidate004 (2151443) an Al T
Screen Pre-Screened
Test, Candidate005 (2151444) t HM e eed - Syste
Screen Pre-Screened
O Testcandidate15, Eskill (1563703) i G BCrERtE Sk stem 0r7
Screen Pre-Screened
O Testcandidate2, Eskill (82059) e AR S #* )
Screen Pre-Screened

Once you have moved the candidate(s) into the Pending decision status in Stellis, you are required to complete an Internship Selection Report and
send it by email to the HR Focal Point for Internships. Please include the requisition number and the name of the 1st candidate proposed for
recommendation in the email heading, and also name the selection report accordingly.

Once the HR Focal Point for Internships has cleared the report, you will be requested to complete the reference checks for the first selected
candidate and send to HR (by email) the following duly completed documents: Intern Recommendation Checklist, Supervisor Guide, Declaration of
Interests (DOI) and two reference checks. Please refer to SOPs for more details and the templates, which are available at the eManual: Pages -
111.16.4 Interns (who.int)

HR focal point will now complete the review of the proposed candidate(s) and completed documentation.

Once the HR confirmation is received, hiring unit can proceed to change the step/status of the recommended candidate to status Recommendation
as mentioned above in para 8b. At this stage, a system-triggered notification will be sent to the Recruiter informing them that a candidate has been
recommended (Image 5)
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‘HR FOCAL POINT: HOW TO SEND A PRELIMINARY OFFER TO A PROPOSED INTERN

1.

Upon receipt of the completed Intern Recommendation Checklist, Supervisor Guide, Declaration of Interests (DOI) and two references (by email),

you must upload these documents to the requisition under the tab Attachments.

Upon receipt of the system-triggered notification confirming the “Recommended” candidates, navigate to the candidates list under the requisition.

Click on the HM Screen step and then on the Recommendation status. Checkmark the recommended candidate profile and then from under More
Action, select Bypass selection steps, as shown below.

Filters Advanced Filters o

~ Selection process

Step
HM Screen (109) ©

Recommendation (1) ¢

¥ Candidates

Filters

Advanced Filters

~ selection process

Step
HM Screen (14) ©

Status

Recommendarion (1) ©

» Ccandidates

2% Submissions for: Intern/BOS/HRT/JL (Requisition ID: 2202653) @

FILTERSp Step: HM Screen ©

Recommendation © Clear All
fa®HA =& ListFormat | WHO Standard View -
v | i ® Candidate 1a Step Step, Status, lcon A * Requirements Assets Gender Nati
HM HM Screen -
Test, CandidateD05 (2151444) Recommendation
Screen

2% Submissions for: intern/SEA/DAF/ZY (Requisition 1D: 2202657) (4,

Step: HM Screen ©

Recommendation © Clear All
Ea o 2 = Eal More Actions v I
e ‘ [ @ Candidate 14 Step Step, Status, lcon a
HM HM Screen -
Test, Candidate005 (2151444) i Recommendation

33 | <Stellis> Guides — Fluid Recruiting — Internships - 5 October 2022



You are here > ...

> Requisition View > Submission List 5> Submission View

l;‘__e‘ Submission: Test, Can

Test, Candidate005 (13 ta @ =&
1D; 2151444

Job Submission AT
:‘J

® 4 other active submission(s)

Submission (e General Profile

© HIGHLIGHTS (CURRENT SUBMISSION)

Required met
0/7

Step: HM Screen
Status: Recommendation
Source: Impactpool

Assets met

0/0

Ensure that the Step is Pre-Offer and that the status is reflected as Initiate Pre-Offer. Insert comments under the mandatory field.
Under Select Other Action, check the box Start Onboarding Process. The process Intern preliminary offer will default in. You just need to now click

Apply and Close.

4 Resume

Candidate Personal
First Name

Candidate005

Internal Candidate
No

Bypass Selection Steps

@ Candidate has declined
$4 change step/status

1 Reject Submission

®»

Request a Screening Service

W™ Revert Latest Change of Step/Status

Offer Process

= Capture Competitive Offer

@ Capture Candidate Expectations

2 create offer

Sourcing Activities

R':ﬂ Link to Requisition

[Evalua

Bypass Selection Steps

Candidate Name
Test, Candidate005(2151444)

Currently in
Step Status
HM Screen Recommendation

Comments *

Requisition Title
Intern/BOS/HRT/JL (2202653)

Change to
Step Status
‘ Pre.Offer v Initiate Pre-offer

* = completes the step

To extend preliminary offer to the proposed intern

Select Other Action

Start Onboarding process

Pre-Hire Select a process

Intern preliminary offer

o " o

l Cancel | ‘ Apply and Continue
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5. The candidate’s step and status will have changed to Pre-Offer — Initiate Pre-Offer.

Filters Advanced Filters @ 2% submissions for: intern/BOS/HRT/IL (Requisition ID: 2202653) /&
~ selection process Step: Pre.Offer @ Clear All
Ges=.
Pre-Offer (1) ©
Status O~ | [~ ® Candidate * Step Selection Status
Initiate Pre-offer (1)
O ITest, Candidate005 (2151444) Pre-Offer Initiate Pre-offer I
Pre-omer In Progress
Pre offer Completed
S 0 item(s) selected Page
Applicant Withdrew

6. Thereis no further action required on your side. The candidate will have received a system-triggered notification asking him/her to access his/her
Stellis profile and complete a task (Image 6).

7. Once the candidate has accessed his/her profile, the preliminary offer can be found under Tasks.

Candidate005 Test, you are signed in.

0 of 1 Tasks Completed Job: Intern/BOS/HRT/JL
1]

m e B — - o
W’Eﬂﬂ INARY Internship Preliminary Offer

Due Date: Sep 30, 2022

Requisition 1D

8. The Task provides the name of the supervisor, the WHO organizational location for the internship, the duty station, the duration and the target start
date. A description of duties and a list of learning objectives is also included. At the end of the preliminary offer page, the candidate is asked to
Accept or Reject the proposal. A system-triggered communication will be sent out containing the candidate’s response (Image 7).

Candidate response

@ Not Specified
O Accepted
O Rejected
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‘HR FOCAL POINT: HOW TO ONBOARD A PROPOSED INTERN

1. Once the candidate has electronically accepted the preliminary offer, an onboarding process can be initiated. With the candidate profile check
marked, click on More Actions and from the drop-down list, select Bypass selection steps

Sl

fon View » Submission tist

2% submissions for] 4
[Futersy Step Propose Offer
i =8

lav i @ oo

1 itam(z) salected ™ Link 1o Re

2. Itisimportant that you select the correct options for onboarding, particularly New Hire, Non-staff — V5 process (V5 stands for Version 5. As the
system is updated, V5 may change to V6, V7 etc. therefore, please always select the latest version). Once the options are selected, click on Apply
and Close. A system-triggered notification (Image 8) will be sent to you asking you to initiate the process in the Stellis onboarding centre.

x

Bypass Selection Steps

Candidate Name Requisition Title Pre-Hire process started
Test, Candidate005(2151444) Intern/BOS/HRT/JL (2202653) Intern preliminary offer
Currently in Change to
Step Status Step Status
Pre-Offer Initiate Pre-offer *
Onboarding hd Initiate Onboarding v

* = completes the step

Comments *

Progress candidate to onboarding

Select Other Action
Start Onboarding process

I New-Hire Select a process | Non-5taff- V5 v ‘ I

O send Correspondence

Cancel

| Apply and Continue
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3. To access the Onboarding centre, click on the Quick access menu at the top-left hand side of the Navigation bar and click on Onboarding.

L I RECRUITING ‘ TASKS REQUISITIONS SUBMISSIONS OFFt
Reports
iisition View » Submission List
A 1L ubrary -
%% submissions for: intern/seas
@ Home Step: Propose Offer ©@  Clear
@ Recruiting fa® FH = & | voreacon

O~

~ ®  candidate 1v

€% Oracle Business Intelligence
No data to display.

(@ Configuration

4, The onboarding process should be visible to you under Tasks. Click on Execute.

Onboarding (Transitions) Center

The Onbearding (Transitions} page displays all the Onboarding (Transitions) tasks and processes thal you can access. More info

Tasks | create

Refine by
WMy Opened Tasks | Refresh 1-3outef3 | 1
Name 4 Due Date Candidate/Employes Priority Status Assigned to Owned by Actions,
Gnbaarding infliabion - Mon-Staff Sep 27,2022 Test, Candidated0s Hormal In progress SHRIVASTAV, Jyolsna SHRIVASTAY, Jyolsna Exscule Reassign

5. Complete the onboarding initiation form as shown below and once you have finished, click on Submit.

Please select the elemenis below which the candidate is required to provide or complete.
Elements that remain unselectad will not be part of the candidate's pre-boarding and onboarding process. It may be that the candidate has previously provided some elements and they may already be saved in ECM.,

«Medical evaluation type [ BSafe Cedificate
Certificate of fitness for work (non-sta v | [[JSupplier CreationModification
= Medical service/RSP email address [[]Bank account details
|N‘JA hd | P4 Designation of beneficiaries
= Supplier dassification B Declaration of interest - Non-Staff
[WHQ Intern v EEducational cerlificates
Welcome Center Comments (visible to candidate) p
|o 1 of personal
[[JMedical costs reimbursement
P asspont
[0 Phote

EdProof of insurance
P rocf of sludy
[[]Travel - Non-staff
[CJUN Cerfificate

Prnt.| | Submit | | Cancel
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6. Once you have submitted the onboarding checklist, the candidate will receive a system-triggered notification (Image 10) inviting them to start the
onboarding process. You can monitor the progress of the candidate in the Onboarding centre.

1-2outof2 | 1
Processes
Process Type Status
[Al ~ | [In Progress )
Process initialed
Within last 30 days v
Refine by
[ New Hire name + | ‘test | Apply Filters 1-Toutof1 | 1
Candidate/Employee & Process Job Title Start Date Status Progression
Test Candidate005 Non-Staff - v4 Interm/SEA/DAF/ZY Sep 22, 2022 In progress [TITTT1TT11]3%
t-1outef 1 | 1

7. Once the candidate has completed all of the tasks, you will receive a system-triggered notification (Image 11). At this point you can view the
documents that have been uploaded by the candidate in the Onboarding centre. In the event that the candidate did not upload the correct file or
wishes to revise the submitted attachment, you can request for the same over email. Once received, simply delete the older version and Add the
new version.

Candidate Files | s

1-8outof 8§ | 1
Hame & Category Uploaded By Date Size Delete
Document to upload in testing.docx Designation of beneficiaries Candidate005 Test Sep 22, 2022, 9:41:08 PM 12KE Delete
Document to upload in testing.pdf Designation of personal representatives Candidated05 Test Sep 22, 2022, 9:42:13 PM 187 KB Delele
DO1_Form_for_WHO_nonstaff_werkforce_withGuide.pdf Declaration of Interest - Non Staff Candidate005 Test Sep 22, 2022, 545244 PM 176 KB Delete
Educational certificates. pdf Educational Cerlificate/Diploma Candidated05 Test Sep 22, 2022, 9:40:33 PM 187 KB Delete
Passport copy pdf Passport Candidated05 Test Sep 22, 2022, 9:39:52 PM 183 KB Delete
Proof of insurance.pdf Proef of insurance Candidated05 Test Sep 22, 2022, 9:41:41 FM 187 KB Déme
Proof of University attendance.docx Prooi of study CandidateD05 Test Sep 22, 2022, 9:41:24 PM 12 KB Dt;.lele
WHO_MedicalCertificateFitnessforWork_nonstaff_80days.docx Medical cerificate of fitness for work Candidate005 Test Sep 22, 2022, 9:40:08 PM 66 KB Déiele

1-Boutof 8 | 1

Histarv

8. Note that the Recruitment Checklist in this case, will be completed after receipt of the candidate’s response to the Formal offer of internship.
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‘HR FOCAL POINT: HOW TO SEND A FORMAL OFFER OF INTERNSHIP

1. Once you have verified the documents provided by the candidate during the onboarding process, you can change the step/status of the candidate to
Onboarding Completed status and thereafter, Bypass selection steps to place the candidate under step Propose Offer.

status DV| i~ ®  candidate 1% step Step, Status, lcon a

Rejected
Propose Propose Offer -

Offer Offer to be Made

Offer to be Made (1) = SR S Propese Propose Offer -

Applicant Withdrew () Test, Candidate005 (2151444)

2. From within the candidate’s profile, click More Actions and then select Create Offer. Complete the following fields: Target start date — this refers to
the start date of the assignment. Start date — this refers to the offer activation date, normally the day on which you create the offer. Expiration date
— this refers to offer expiration date. Position number — if you move your mouse alongside where it shows the No position below in yellow, you will
see two small arrows, click on this and ‘No position’ will also populate the Position number field. Finally, to select the correspondence template, click
on Create letter from Template next to Letter.

B oOffer (New) «1  Requisition

4 Top Section «J

Staus ¢ Draft

Target Start Date

| §

| Oct17, 2022

- | sep22,2022,9:00 AM B O Tentative
Oct 65,2022, 8:24 PM :0)

Oct 17,2022

Start Date

Expiration Date

Created on

Sep 22,2022

4 General Terms «J

Currenyy = US Dolar (USD)

PayBasis - [yorspecified v Hourly

I Position number * I‘ 000000, No Pasition | +| a1 || 43 000000, No Position I
4 Details «J
Notes
4
Characters remaining : 765

4 Offer Letter 7

ILEl(er iulreate letter from template I
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3. Scroll down the menu or use the Filters to choose the appropriate template.

v Filters ~

¥ Organization

» Location

+Job Field
O Confidential

O Read-only atiachment

Intended for:

Not Specified |~
Keyword

4. Select WHO internship — formal offer (Geneva)/(outside Geneva. Do not modify the Paragraphs displayed. Click the Preview tab to view the
template content.

Select Offer Letter Template x

Hide Template List

v Filters~ | Cancellation of published requisition Language: English \
Showing Templates (59) Select the paragraphs to include in the message Expand All
Coge: -
WHONON STAEINTE » Header, logo and ref, Candidate
RN_EXTENSION 4 paragraphs
| anguage: English Intended for: All candidates

WHO internship - fermal offer (Geneva) » Cancellation of published requisition

Code:

WHO_FORMAL_OFFER_|

NTERN_GVA 4 paragraphs !
Language: English Intended for: All candidates » WHO Signature

WHO internship - formal offer (outside Geneva)

Code: ¥ Disclaimer, Candidate
WHO_FORMAL_OFFER_|

NTERN 4 paragraphs

Language: Englisn Intended for-: All candidates

Code:

WHO_PRE_OFFER_INTER
N 4 paragraphs
Language: English Intended for:: All candidates

WHO staff - preliminary offer - advertised position

Code:
WHO_PRE_OFFER_ADV 3 paragraphs

Language: English Intended for:: All candidates

WHO staff - preliminary offer - no advertisement -
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5. The content of the offer letter will be displayed. All of the relevant information specific to the internship will be picked up from the requisition. You
can however make modifications using the Edit button in the top-right hand corner. Once you are satisfied with the content, click on Done and/or
Finish. In the event an error message is displayed referring to ‘unresolved tokens’ please refer to guidance on how to resolve the error here: Resolving
token errors while sending corespondence

Edit Offer Letter x

WHO internship - formal offer (Geneva) Language: English

o This offer letter contains no unresolved variables and is ready to be saved.

Message created from WHO internship - formal offer (Geneva)

[0] Source Q s
-
Description of duties
Under direct supervision OF HRM Manager, the intern will support the delivery of activities related to the area of work as follows: = Review literature and conduct literature surveys = Undertake web research and data collection
on specific subject area - Organize data and documents - Participate in the development of tools and guidelines - Assist in drafting, formatting and editing documents and materials, including policy briefs, tool kits,
guides/manuals, hand-outs, brochures and reports = Assist in arganizing workshops, meetings, conferences and events « Participate in on-going departmental projects
Learning objectives
« Understand the objectives of the programmerarea of work « Communicate clearly about the programmefarea of work = Understand the difference of work between headquarters, regional offices and country offices = Know how
to conduct and review literature surveys - Know how o assemble data and prepare an comprehensive analysis - Prepare background documents for meetings - Prepare a project plan for an event - Develop the outline of a
-

Anrument

‘ Cancel I Change Template | Print

6. You will return to the create offer page and should now click on Save and Close.

@ Submission: Test, Candidate005S for Intern/SEA/DAF/ZY (ID: 2202657) (3,
fa @ FH = &

4 Offer details ‘
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7. Click on More Actions and select Extend Offer from the drop-down list.
8. If you selected the offer start date as of ‘today’, you may receive a prompt informing the start date is in the past, do want to extend this offer, please

click on Yes
9. Then you will receive another prompt informing that the offer is not approved, do you wish to extend the offer, please click on Yes.

Fd Extending the Offer
This offer has not been approved yet.

Do you want to extend this Offer?

10. In the next screen, select to send the preliminary offer by e-Offer, and not by Email. Click Next.

Extend Offer
Candidate Name Target Start Date Start Date Expiration Date
Test, Candidate005 Oct 17, 2022 Sep 22, 2022, 9:00 AM Oct 6, 2022, 8:24 PM

How do you want to extend this offer?
[

£} E-offer I
|

& Email
(O Printed Letter

O Verbally

11. In the next screen you will be informed if there are any critical errors in your offer (for example, empty tokens. See guide Resolving token errors while
sending correspondence). You can again view or edit the content of the formal offer by clicking on the tabs on the top right-hand corner of the
screen. Once you satisfied with the content, click on Extend Offer. You and the Hiring Manager will be copied on the correspondence (Image 12).
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Extend offer by E-offer - Edit Message

X
Candidate Name Target Start Date Start Date Expiration Date
Test, Candidate005 Oct 3, 2022 Sep 29, 2022, 9:00 AM Oct 13, 2022, 2:32 PM
Message Preview Language: English m Edit Message

Q Execute action "This offer letter contains no unresolved variables and is ready to be extended." using method "E-offer"

Message WHO internship - formal offer (Geneva)

[@ Source | . 5 (@ @] > | Q b3 [F | | = K 3 b4
a
Dear Ms Test,
Further to our previous correspondence, | am pleased to confirm that the World Health Organization (WHQ) offers you an internship for a period of 6 weeks starting on October 3, 2022 and ending on 13.Nov.2022. Jennifer
Marie LINKINS, who will be your supervisor during your internship, has provided the following outline of the proposed duties:
Description of duties
Under direct supervision OF HRM Manager, the intern will support the delivery of activities related to the area of work as follows: - Review literature and conduct literature surveys - Undertake web research and data collection
an seecific subiect area « Omanize daia and documents « Paricipate in the develonment of faols and auidelines. « Assist in drafiing.formattina and editina documents and matenials incliding nolicy briefs tool kits z

A

Comments

\ Previous I Cancel

I Print

12. You will receive a confirmation message and the step/status of the candidate will now indicate that an offer has been extended to the candidate.

E" Extending the Offer

Offer 15 extended o Test, Candidate00s oy E-offer
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13. Once the candidate electronically accepts or rejects the preliminary offer, you will receive a system-triggered notification (Image 13) and the list of
candidates will be updated accordingly.

SR i- ® Candidate 1% Step Step, Status, Icon E
: Propose Propose Offer -
0 Test, Candidate05 (2151444) Offar Accaptad

14. If the candidate has accepted the offer, you should return to the Onboarding centre and Execute the Recruitment checklist.

Onboarding (Transitions) Center

The Onbearding (Transitions) page displays all the Cnboarding (Transitions) tasks and processes that you can access. More info

Tasks | creae

Refine by
My Opened Tasks v | Refresh 1-3outof3 | 1
Name v Due Date Candidate/Employee Priority Status Assigned to Owned by Actions
Racrultment checkiist — Non-staff Oct7, 2022 Test, Candidata005 Normal In progress SHRIVASTAY, Jyolsna SHRIVASTAV, Jyotsna Execute Reassign

15. Complete the checklist with the start and end dates of the internship; and a confirmation towards external financial support being provided for the
internship, if any. Then click Submit. You will receive system-triggered notifications signigying completion of the process (Image 14 and Image 15)

44 | <Stellis> Guides — Fluid Recruiting — Internships - 5 October 2022



Recruitment checklist: Non-staff Page 1

‘-Frim-J | Sunmil-| | cancel |

Mandatory fields are marked with a red indicator.

Please complete the check list below

First Name Last Name
Candidate005 Test
Assignment details
x Confirmed start date * Confirmed end date Supplier Number
0
Did you enter the correct year? If not a data fix will be required and will significantly delay contract issuance
Assignment duration
Days Manths Years
42
Comments - Piease enter any information which may be relevant fo contract administrator
7~
For internships only
Is external financial support provided to the intern? Total amount for entire internship Currency
[Yes v [US Dollar v
HR certification
HR certifies that:

1. The Hiring Manager has submitted a completed Chechdist for consultant or intern recruitment that is compliant with conditions and requirements for the relevant contractual arrangement
2. The candidate has certified (in Stellis profile) that he/she has no blood relatives (father, mother, son, daughter, brother or sister) currently employed by WHO

3. The candidate does not have any other contractual arrangement with WHO

4 The candidate has fulfilled documentation requirements through Stellis onboarding

‘"ﬁJ I Submll-i |-Canoel |

16. Integration will now run with GSM and will create a contingent worker profile for the intern.
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17. Go the selected candidate’s profile and click on Edit.

|E=\e Sut ion: Test, Candid for Intern/SEA/DAF/ZY (ID: 2202657) (4

ienms
Job Submission Attachments Offers Referral Interviews and Evaluations History

Language: English Edit Al Expand All

4 Resume

Candidate Personal Information

First Name Family/Last Name
Candidate005 Test

18. In the section entitled Basic profile, go the sub section for WHO internships and enter details of the confirmed internship (start date, major office, and
duration). This information will be visible to HR and HMs in the candidate display list. Click Done to exit.

WHO Internships

Please enter details of confirmed WHO internship (Dates and major office)

WHO internship Maximum 50 characters

3 Oct-13 Nov 2022; SEARO; 6 weeks

Education, Qualification and Training

19. Return to the requisition to update the step/status of all the candidates:
a. Go to HM Screen step and select the remaining candidates under HM Screen step — these are the candidates who were not accepted for the
internship. Click Change step/status and progress these candidates to status Rejected.
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~ Selection process

Filters Advanced Filters

step
HM Screen (13) @

Status
Candidate Screen (4)

System Pre-Screened (9)

2% submissions for: Intern/SEA/DAF/ZY (Requisition ID: 2202657) id,

Step: HM Screen @ Clear All

ia

Pending decision
HM Rejection
Recommendation
Rejected

Applicant Withdrew

Bulk Action - Change Step and Status

® A = & [y

® Candidate 1a Step

Abi Faker Monzer, Sara (68765)

HM
Screen
HM
Screen

AlSaeed, Sarah (41052)

Chauhan, Amanjot Kaur (116106)

Dake, Wondimagegn Girma (73102)

I You are performing this action on 13 submissions.

Currently in

Step Status
HM Screen System Pre-Screened
and 1 others

Deails or Disposition *

Change to
Step Status
HM Screen
Rejected*

*= completes the step

) Complete this step even if some activities remain pending

Comments

(Applies to all submissions individually)

O Unable to remain in selection process due to health issu

%4 Other more suitable candidates identified

| O Requisition was canceled

i Please enter comments here

Select Other Action

O Send Correspondence

Cancel

‘ Apply and Continue

Step
HM Screen (13) ©

Status
Candidate Screen

System Pre-5creened
Pending decision
HM Rejection

Recommendation

Rejected (13)

Applicant Withdrew

b. Now, go the step Onboarding and check mark the selected candidate. Go to More Actions, Bypass Selection Steps and enter the candidate as

Hired — External. You can also update the start date if required. Select Apply and Close.
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Bypass Selection Steps

Candidate Name Requisition Title
Test, Candidate005 Intern/SEA/DAF/ZY (2202657)
Currently in Change to
Step Status Step Status
Qnboardin, Initiate Onboardin, Hire
= B » Hired - External* g
* = completes the step

[ Complete this step even if some activities remain pending

Start Date * Comments *

03.0ct.2022, 9:00 AM i) Onboarding completed

Select Other Action

O Start Onboarding process

O Send Correspondence

Cancel ‘ ‘ Apply and Continue ‘
20. The requisition will now appear as Filled.
=
° o8
Status: Filled
Latest Action: Requisition Filled . .
Requisition Info Prescreen Alerts Attachments Approvals Sourcing Interviews and Evaluations

Hired Candidate(s): 1 out of 1

Apply and Close

All Candidates 14

History

Active Candidates MNew candidates

Language: | English (Base)

4 ldentification

P _ate o
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‘SAMPLES OF SYSTEM-TRIGGERED NOTIFICATIONS:

Image 1 - Request for Approval of Requisition: sent to approvers in order of the approval workflow

Requisition approval request: Intern/SEA/DAF/ZY, No grade - 2202657 « o BE & 0 ¢
2, stellis Recruitment at WHO and PAHO <do_not_reply@who.int> Ty ok Rl S
(© Thursday, September 22, 2022 1:21:55 PM

= this_mes...

Stellis Recruitment

Sir or Madam,

You are invited to approve the following reguisition. Please review the details and proceed to click on "Respond” at the end of the page.
Requisition number: 2202857

Position details: 000000, No Position

Grade: No grade

Org structure: World Health Organization and Other Entities=WHO - World Health Organization=SE Scuth East Asia=SEARO Regional Office for the South East Asia=SE/DAF Director - Administrafion & Finance
Contractual arrangement: Intern

Contract duration: & weeks

Funding source:

Reason for recruitment:

Target start date: 17.Oct 2022

Sourcing option(s) selected: Intern giobal call for registration {vacancy notice)

Proposed candidate:
Only for B0 days or less or temporary SR420.4 without competition

HR contact: W@yopmail. com

Requisition comments: The Responsible Officer/Approver confirms availability of funding for this HR action

Approvers, please click "Respond” to view further requisition details, including attachments, and to respond to the approval request as soon as possible.
Respond

IMPORTANT NOTE: In approving this requisition, it is confirmed that sufficient funding for this recruitment has been identified. Please be aware that a funds check will run in GSM prior to contract
issuance. In the event of a funds check fail, the Hiring Manager will receive a funds check notification in GSM. Corrective action will be required in GSM. This will significantly delay contract issuance.

For HR staff and Collaborators only: Access requisition in Stellis
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Image 2 - Confirmation that Requisition was Approved: sent to Hiring Manager, Recruiter and Onboarding Resources (cc to Hiring Department Admin

Resource 1 and Hiring Department Admin Resource 2)

Requisition Approved: Intern/SEA/DAF/ZY, No grade - 2202657
& Stellis Recruitment at WHO and PAHO <hr-tstwho@who.int>
®Thursday, September 22, 2022 6:14:25 PM

Stellis Recruitment
Sir or Madam,

Requisition number: 2202657
Position title: Intern/SEA/DAF/ZY
Position number: 000000, No Position
Grade: No grade

Contractual arrangement: Intern

©rg location: India>New Delhi

Best regards,

Image 3 - Notification that the requisition has been posted: sent to Hiring Manager, Hiring department admin resources 1 and 2; and Recruiter

Requisition posted - 2202653: Intern/BOS/HRT/AJL, No grade
2, stellis Recruitment at WHO and PAHO <hr-tstwho@who.int>
(©uesday, September 27, 2022 6:19:11 PM

Stellis Recruitment

Sir or Madam,

The following requisition has been posied:
Requisition number: 2202653

Position title: Intern/BOS/HRT/JL
Grade: No grade

Contract duration: 6 weeks

The following requisition has been approved by Veronique Elisabeth ARBOGAST on behalf of SEAROQ Internships on September 22, 2022.

Org structure: World Health Organization and Other Entities>WHO - World Health Organization>HQ Headquarters>HQ/BOS Business Operations>HQ/HRT Human Resources and

Talent Management BOS

If you have any questions, please contact:

Jyotsna SHRIVASTAV shrivastavi@yopmail.com
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Image 4 - Notification that the requisition has been posted: sent to Hiring Manager, Hiring department admin resources 1 and 2; and Recruiter

Requisition posted - 2202653: Intern/BOS/HRT/JL, No grade « o B@E & 0
2 stellis Recruitment at WHO and PAHO <hr-tstwho@who.int> Py ol R R el
@Tuesday‘ September 27, 2022 6:19:11 PM

Stellis Recruitment

Sir or Madam,

The following requisition has been posied
Requisition number: 2202653

Position title: Intern/BOS/HRT/JL
Grade: No grade

Contract duration: 6 weeks

Org structure: World Health Organization and Other Entities=WHO - World Health Organization=HQ Headquarters>HQ/BOS Business Operations=HQ/HRT Human Resources and
Talent Management BOS

If you have any questions, please contact:

Jyotsna SHRIVASTAV shrivastavi@yopmail.com

Image 5 - Notification that a candidate has been placed in Step/Status HM Screen/Recommendation: sent to Recruiter

Recommendation - Intern/SEA/DAF/ZY - 2202657
& Stellis Recruitment at WHO and PAHO <hr-tstwho@who.int>

@Thursday, September 22, 2022 7:10:37 PM

Stellis Recruitment

Sir or Madam,
A recommendation has been made for the following vacancy:

Requisition: Intern/SEA/DAF/ZY - 2202657

Grade: No grade

Organization Unit: SE/DAF Director - Administration & Finance
Hiring Manager: =~~~ "

Candidate: Candidate005 Test

Birth Date: 19.Feb.1975

Please access the candidate profile by clicking here

Best regards,
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Image 6 - Notification after the Preliminary Offer has been triggered: sent to Candidate, and Recruiter

2202653 - Intern/BOS/HRTAJL: WHO INTERN PRELIMINARY OFFER
g Stellis Onboarading at WHO and PAHO_TST <hr-empty@who.int>
®Thursday, September 29, 2022 12:07:34 PM

Dear Jyotsna,
Please note that the following task has been assigned to you:

Task: "WHO INTERN PRELIMINARY OFFER"

Requisition number: 2202653

Candidate: Candidate005 Test

Position title: Intern/BOS/HRT/L

Position number: 000000, No Position

Org location: HQ/HRT Human Resources and Talent Management BOS
Contractual arrangement: Intern

Contract duration: 6 weeks

Grade: No grade

The task should be completed by Sep 30, 2022.

Comments:

Please provide the requested information.

For further information, please contact Jyotsna SHRIVASTAV at the following email address: shrivastavj@yopmail.com

Best regards,

Image 7 - Notification after the candidate has responded to the Preliminary Offer: sent to Recruiter and candidate

WHO internship candidate Candidate005 Test has responded to thePreliminary Offer for Requisition No. 2202653
& Stellis Onboarading at WHO and PAHO_TST <hr-empty@who.int>

(O Thursaay, September 29, 2022 12:34:24 PM
& this_mes...

Dear Jyotsna SHRIVASTAV and Jennifer Marie LINKINS,
The Internship candidate Candidate005 Test has Accepted the preliminary offer for the following internship:

Requisition: 2202653

Title: Intem/BOS/HRT/JL.

Target start date: Oct 03, 2022

Internship duration: & weeks

Supervisor: Jennifer Marie LINKINS

Org location: HQ/HRT Human Resources and Talent Management BOS
Duty station: Geneva

Description of duties
Under direct supervision OF HRM Manager, the intern will support the delivery of activities related to the area of work as follows: - Review literature and conduct literature surveys -

Undertake web research and data collection on specific subject area - Organize data and documents - Participate in the development of tools and guidelines - Assist in drafting,
formatting and editing documents and materials, including policy briefs. tool kits, guides/manuals, hand-outs, brochures and reports - Assist in organizing workshops, meetings,
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Image 8 - Notification after Onboarding Process is initiated: sent to Onboarding Resource/Support
12202657 - Intern/SEA/DAFIZY: Onboarding Initiation - Non-Staff

2, stellis Onboarading at WHO and PAHO_TST <hr-empty@who.int>
(O Thursday, September 22, 2022 9:27:28 PM

Dear Jyotsna,

Please note that the following task has been assigned fo you:
Task: "Onboarding Initiation - Non-Staff"

Requisition number: 2202657

Candidate: Candidate005 Test

Position title: Intem/SEA/DAF/ZY

Position number: 000000, No Position

Org location: SE/DAF Director - Administration & Finance
Contractual arrangement: Intern

Contract duration: 6 weeks

Grade: No grade

The task should be completed by Sep 27, 2022.
Comments:

Please provide the requested information.

For further information, please contact Jyotsna SHRIVASTAY at the following email address: shrivastavj@yopmail.com

Best regards,

Stellis System Administrator

Replies to this system-generated message are undeliverable. Please do not reply.

Image 9 - Notification to Hiring Manager that the onboarding tasks have been assigned to the Candidate for completion: cc to Onboarding
Resource/support, Hiring Department Admin Resource 1 and Hiring Department Admin Resource 2

Sir or Madam,

The following Stellis onboarding process has been initiated:
Candidate: Candidate005 Test Stellis ID: 2151444
Requisition: 2202657 - Intern/SEA/DAF/ZY

Contractual arrangement: Intern

You will be notified when the process is completed.

Best regards,
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Image 10 - Invitation to candidate to complete the assigned Onboarding tasks: cc to Hiring Manager, Onboarding Resource and Hiring Department Admin
Resources 1 and 2

Ref: 2202657 - Intern/SEA/DAF/ZY, No grade

Dear Ms Test,

We are pleased that you remain interested in accepting to work with WHO. In order to process your contract, we require that you complete a number of prerequisites specific to non-
staff recruitment. These prerequisites, together with other tasks form part of the WHO onboarding process. To commence your WHO onboarding process, please click on the link
below which will take you to the onboarding welcome centre:

Welcome Center

HR contact details: Jyotsna SHRIVASTAV shrivastavj@yopmail.com

Best regards,

Image 11 - Confirmation to Recruiter and Onboarding Resource/support after candidate has completed onboarding tasks

2202657 - Intern/SEA/DAF/ZY: Recruitment checklist — Non-staff
2 stellis Onboarading at WHO and PAHO_TST <hr-empty@who.int>

@inday, September 23, 2022 2:17:30 PM

= this_mes...

Dear Jyotsna,
Please note that the following task has been assigned to you:

Task: "Recruitment checklist — Non-staff"

Requisition number: 2202657

Candidate: Candidate005 Test

Position title: Intem/SEA/DAF/ZY

Position number: 000000, No Position

Org location: SE/DAF Director - Administration & Finance
Contractual arrangement: Intern

Contract duration: & weeks

Grade: No grade

The task should be completed by Oct 7, 2022
Comments:
Please provide the requested information.

For further information, please contact Jyotsna SHRIVASTAV at the following email address: shrivastavj@yopmail.com

Best regards,
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Image 12 - Invitation to Candidate to view and respond to eOffer Formal offer of internship): sent to candidate with cc to Hiring Manager and Recruiter

Offer from WHO for Intern/SEA/DAF/ZY: Please respond online « o BE o O
2 stellis Recruitment at WHO and PAHO <hr-tstwho@who.int> i, Wl i
(O Thursday, September 22, 2022 9:03:29 PM

sse

E Show pictures

Dear Ms Test,

An eOffer has been sent to you in relation to the position of Intern/SEA/DAF/ZY, No grade - 2202657 - World Health Organization and Other Entities>WHO - World
Health Organization>SE South East Asia>SEARO Regional Office for the South East Asia>SE/DAF Director - Administration & Finance. You can access this offer
in your WHO candidate profile. Please click on the relevant link below, and go to the Offers tab in your profile.

WHO employees currently holding a staff contract (Fixed-term, temporary)

External candidates, WHO consultants, SSAs, interns (This includes candidates who are former WHO staff or who are currently observing a mandatory break in WHO
service)™

*If you are a former WHQO staff or are currently on WHO contract break and cannot access your Stellis profile through the link provided above, kindly contact
GlobalServiceDesk@who.int. Please do not create a duplicate profile..

Best regards,

Image 13 - Notification that candidate has submitted a response to the eOffer: — sent to Recruiter and Onboarding/Resource support

Stellis Recruitment
Sir or Madam,
Candidate Candidate005 Test has responded on Requisition Intern/SEA/DAF/ZY — 2202657 .

Best regards,

Stellis System Administrator
Replies to this system-generated message are undeliverable. Please do not reply.
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Image 14 - Notification after Recruiter submits Recruitment Checklist: to Hiring Manager, Onboarding resource, Hiring Department Admin Resource 1 and 2

Stellis onboarding completed: Candidate005 Test « B @ B S o
2, stellis Onboarading at WHO and PAHO_TST <hr-ampty@who.int> S Erer i e
®Friday, September 23, 2022 2:33:46 PM

Sir or Madam,

The following enboarding process has been successiully completed.

Candidate: Candidate005 Test Stellis candidate ID: 2151444

Requisition: 2202657 - Intemn/SEA/DAF/ZY

Contractual arrangement:

Grade: No grade

Target start date: 03.0ct.2022

Contract duration: 42 days, months, years

Please note: For stafl contracts, an HRAP appointment action will be created automatically in GSM and actioned by GHR. You can moenitor its progress in the HRAP dashboard.

Please note that it may take up to 24 hours for the HRAP to be displayed. Please refrain from following up on this appointment during this time. If the HRAP is not displayed within 24
nours, kindly raise a service request using the "My service” link provided below and it will be directed to the relevant team for investigation.

My service
Best regards,

Human Resources Management
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Image 15 - Final notification confirming the completion of the internship Hire process: sent to Recruiter and Onboarding resource/support.

Confirma‘lw rmation of internship - Candidate005 Test - 2202657 -Intern/SEA/DAF/:
B stellis Onboarading at WHO and PAHO_TST <hr-empty@who.int>
(OFnoay, September 23, 2022 2:33:46 P

[ Requisition 1D:
Recruiter and Hiring Manager details
Recruiter{s) Jyotsna SHRIVASTAY shivasiavp@yopmail.com

Jyotsna SHRIVASTAV shrivastavj@yopmail com

Hiring Manager
47110F 36347 BEFCHOEDS350TDE00AT2B2@iInvakdemail.com

Technical unit admin menrap@yopmail.com
| support bishtned@yopmail.com
c from Recruiter:

Assignment details

Contractual ilﬂ'al'l!ll'l‘l.l‘ll' Intem
Assignment start date: 03.0c1 2022

Assignment end date: 13.Nov.2022

Assignment duration: 42 gays monin(s)
year(s)
Duty station: | Wew Delhi
Org location: | SE/DAF Director - Adminisiration & Finance
Medical

Medical type: Certificate of fitness for work (non-staffy

Medical certiticate of fitness for work - Certification date (date signed by
physician): 14 Jul 2023

Candidate personal detalls

Name: Candidateld5 Test Stellis candidate ID: 2151444

Title:

Clvil status: Single Date of birth: Feb 19 1975 Gender: Female
Nationality as reflected 1. United Kingdom

im PHF: 2.

Passport issuing Passport number Passport expiry date
country

Unied States abasd 07 Mar 2027

Any other nationalities:
Visa support letter regquired for candidate:No
i

Emha'sswconsuim General name:
Country: City:
External financial support
External financial support provided to candidate:Yes
Amount: Currency: LS Dollar
Candidate contact details
Email address:
testcandidateG0S@yopmail. com; testcandidate0052@yopmail.com
Mobile number:
+45263
Current place of residence:
Shafisbury Avenue
Lendan
United Kingdom
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