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United Nations Volunteers, Nepal
Recruitment

FACTSHEET for UN Agencies

What are UNV volunteers?

· UNV volunteers) - a motivated, cost-effective and sustainable alternative to satisfy human resource needs in your project/programme. UNV is inspired by the conviction that volunteerism can transform the pace and nature of development and by the idea that everyone can contribute their time and energy towards peace and development.
· UNV volunteer Specialists have a minimum of 5 years post-qualification experience in any of 538 specialist skill areas in 105 categories.  As of January 2010, there are more than 7,000 candidates on the roster.
· UNV volunteers are supervised directly by the host project/agency; the UNV Country Office plays a supporting (and not a supervising) role.
Different modalities
· The international UNV volunteer Specialist:  must have a degree, usually Masters and/or PhD, plus a minimum of 5 years post-qualification work experience in the relevant field.
· The international UNV volunteer Field Worker:  also serves in a country other than her/his own but come from the same continent. International UNV field workers normally have a technical diploma and several years of experience with grass-roots groups or organizations in their own country. 
· The national UNV Specialist:  a Nepalese national, usually with at least 5 years’ practical related work experience, community-based experience and educated (Diploma, BA or Postgraduate), with a fair level of English.  More generalist and practical works most often with local counterparts at district or village level.

· The national UNV volunteer Field Worker:  a Nepalese national usually with at least 1 to 2 years’ practical related work experience, community-based experience with a lower level of education than the Specialist, and often only knowledge of English on a very basic level. More practical, works with local counterparts at district or village level.

Proforma cost of an international UNV volunteer
	Contract duration
	Normal pro forma rate

	12-month post:
	$ 60.922

	24-month post:
	$ 107.883

	Extensions:
	Costs for extensions of contracts will depend on the length of the initial contract, and also of the UNV volunteer’s number of dependents.  Contact the UNV office for tailored information.


Requesting a UNV volunteer
Documents to be submitted to the UNV Country Office

	1.
	Submit clear TOR to UNV Office

Make sure to include: Duration, Expected starting date, Reporting Line, Expected outcome/results, and the volunteer element of the assignment.
	The UNV Unit will put the TOR into UNV format, review the volunteer element, and send for approval to UNV HQ



	2.
	Submit cover page of the project document


	The page that summarizes the project

	3.
	Submit official letter of request for a UNV 

State a confirmation of funding
	The letter is usually sent by the project to the UN Agency PO who forwards to the UNV office. 



	4.
	Submit a signed copy of the budget
	Highlight the part related to the UNV



	5.
	Submit the full COA 
	Indicate if the project is NEX or DEX


Sample text of official letter of request for a UNV


The Identification Process
The UNV Country Office will forward all the documents above to UNV HQ. The UNV Country Office in cooperation with UNV HQ will then proceed with the identification of potential candidates’ process in the UNV Roster. 

The UNV Unit will screen the fact sheets retrieved from the Roster, and/or the CV received from special recruitment efforts. These screened fact sheets and CVs will then be forwarded to you so you can proceed with your own selection for the interviews (usually 4 to 8 candidates).

Contact the UNV Country Office with your list of 4 to 8 candidates and dates for interviews.

The Interview Process
Usually the interview panel comprises at least one representative of the project, the UN Agency PO, and a representative of UNV Country Office. It is however possible, and desired, to add at least 1 extra panel member (another PO from the same unit, your HR Manager if the post is within your office). UNV will lead the motivational part of the interview.
Interview reports (in UNV format whenever possible) need to be forwarded to the UNV Unit for the 3 best candidates only. We can assist you in writing the report in some cases.

The Selection Process
After discussion with all interview panel members on the selection, a formal letter of selection from the project needs to be forwarded to the UNV Country Office, stating the 3 best candidates by order of preference. 

Sample text of official letter of selection


The Recruitment Process
The UNV Country Office will then proceed with the initial stage of recruitment of the selected candidate by liaising with both UNV HQ and the candidate.

Count an average of 1,5 month between selection and arrival of a UNV for a post in a UN agency office, and 3 months for a UNV posted in a project.

The Placement Process
The UNV Country Office will arrange airport pick up and temporary accommodation for new international UNV volunteers. All new international UNV volunteers receive a briefing at the UNV Country Office before joining their host agency or project/duty-station.

Fully Funded UNV volunteers (FF)
It is sometimes possible to obtain a UNV volunteer fully-funded (FF) by his/her own government. 

Priorities are given to posts meeting the criteria of both the funding government’s and UNV’s strategy. 

More information can be obtained from the UNV Country Office.
Additional information 
Whenever possible, scan all requested documents and send by email to the UNV Country Office. We treat many requests for UNV volunteers at the same time, and electronic documents help speed up the process.

Please do not hesitate to contact the UNV Country Office if you need more information or clarifications:

	UNV Country Office Nepal

P.O. Box 107
Kathmandu, Nepal
	Tel.: (977-1) 5523200, ext. 1060/1022/1041
Fax: (977-1) 5523991, 5523986
Mobile (UNV PO): (977) 98510-36457


February 2010





Subject:       Request for the recruitment of 1 international UNV volunteer





We would like to request UNV to recruit 1 international UNV volunteer for the position of XXXXXX within the project “Xxxxxxxxxxxxxxxxxxxxxxxxxxxx”. 


The starting date would be from (date) 20xx for the duration of x year (with a possibility for extension).


The funding for this UNV post will come from XXXXXXXXXXX. Please see attached the signed copy of the budget highlighting the UNV related expenditures.





The xxxxxxx project is looking forward to work with him/her during the implementation of the project. 





Subject:       Selection of candidate for the recruitment of 1 international UNV XXXXXXXSpecialist for the XXXXXXXXXXX project in XXXXXX





A series of interviews was conducted on (date) 20xx to identify a suitable candidate for the above- mentioned UNV position. 


The interview panel consisted of the government Project Manager, the UNagencyname Programme Officer in charge of the project, and one representative of the UNV Office. The interview panel discussions resulted in the selection of Mr/Ms XXXXXX as our first choice, as we feel his/her experience and qualifications match best the profile needed for this post.. 


In the event of the candidate’s withdrawal or any unforeseen changes, the Project would then recruit the next candidate as shown on the list below.





Order of preference                  Candidate’s name                         Nationality


             1-                             Mr/Ms xxxxxxxxxxxx                       Xxxxxxx


             2-                             Mr/Ms xxxxxxxxxxxx                       Xxxxxxx


             3-                             Mr/Ms xxxxxxxxxxxx                       Xxxxxxx





The starting date would be from XX Month 20XX for the duration of X year with a possibility for extension.


The project team is looking forward to work with the selected candidate during the implementation of the project.
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