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JL Enabling poor rural people to overcome poverty THE PRESIDENT
IFAD
24 June 2010
PB\2010\07

PRESIDENT’S BULLETIN

Originator: Human Resources Division

Distribution: All Staff

Subject:  Recruitment and Selection of Staff

As part of the HR Reform Programme, IFAD is evaluating its current staff rules, policies
and procedures. Pending finalization of new Staff Rules and Procedures, amendments to the
Human Resources Procedures Manual (HRPM) are necessary to support our ongoing work.

The current procedures on recruitment and selection of staff are hereby amended and
clarified, and the attached procedures are effective as of the date of this Bulletin.

A revised version of the relevant provisions in Chapter 1 and Annex 2 will be issued as
part of the new Human Resources Manual.

Kanayo F. Nwanze

International Fund for Agricultural Development Via Paolo di Dono, 44 00142 Rome, Italy
Tel.: +39 06 54591 Fax: +39 06 5043463 E-mail: ifad@ifad.org Web site: www.ifad.org
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ATTACHMENT TO PRESIDENT’S BULLETIN

RECRUITMENT AND SELECTION OF STAFF

A. General

1.  When a vacancy arises, the hiring manager together with the department head will formally
provide HRD with justification for initiating the recruitment process, including a job description,
confirmation of budget availability and the unit’s organigramme indicating how the position fits
into the unit’s structure. The position should be in line with the Strategic Workforce Plan.

B. Vacancy Announcements (VAS)

2. If in the opinion of the hiring manager and the Director, HRD a position may be filled
through an internal rotation, the process shall be started as per HRPM 1.23.

3. If a candidate cannot be identified either through redeployment or rotation, HRD shall
proceed to advertise the position.

4. Vacant positions at IFAD are advertised internally and/or externally.

5. Positions at professional and higher levels are subject to international recruitment. These
are positions for which global mobility and international experience are essential requirements.
Vacancies may be advertised anywhere from two weeks to 45 days. Positions advertised
internationally are always advertised for at least 30 days.

6.  Positions at the General Service (GS) level are subject to local recruitment and as such are
normally announced only within the duty station. Upon the request of the hiring manager, Rome-
based GS vacancies may be distributed worldwide to improve the geographic and nationality
diversity of the candidates. However the selection of a candidate outside commuting distance
from Rome does not alter the appointment conditions, which are local/Rome only. Although
national staff members are not subject to mobility, they may compete for positions based in
Rome at the GS level as external applicants.

C. Selection

7.  Both internally and externally advertised positions shall go through the same selection
process.

8.  After a vacancy announcement closes for applications, selection procedures are started: a
long list of candidates is prepared by the Human Resources Division and submitted to the hiring
manager who compiles a short list of candidates for review by HRD.
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D. Pre-screening

9.  For pre-screening purposes, the hiring division in collaboration with HRD may conduct
informal pre-interviews (through audio/video connections) or other pre-screening assessment
tools in order to collect more information on potential candidates’ experience, skills and/or
behavioural competencies. The hiring manager decides on the composition of the informal pre-
screening group, in consultation with HRD.

E. Assessment Tools

10. The hiring director and/or the direct supervisor, together with HRD, must consider and
agree on the assessment technologies to be used for the recruitment exercise prior to any
interview. If a technical test is desired by the hiring division as one of the methods of
assessment, it shall be created and agreed upon prior to the interviews. Such tests should be
administered anonymously and evaluated by a previously selected technical expert. Other
assessment tools may include, but not be limited to, online tests, panel presentations and targeted
case studies.

11. Upon finalization of the short list, HRD, in consultation with the hiring manager, arranges
the interviews by contacting candidates and finalising the composition of the Interview Panel.

F. Composition of the Interview Panel

12. The Interview Panel is responsible for recommending candidates for the advertised
position in order of priority, providing justification for the recommendations. It shall be
constituted as per HRPM 1.11 (Chapter 1), with a number of amendments as below.

13. The Chairperson of the Interview Panel shall not be the hiring manager. For professional
and managerial positions, the Chairperson will be selected by the Director, HRD, and will
normally be a member of the IFAD Management Team (IMT). For GS vacancies, the hiring
manager may nominate the chairperson in consultation with HRD.

14. The hiring manager, the direct supervisor or her/his representative is a voting member of
the Interview Panel and cannot assume the functions of the chairperson.

15. In accordance with Annex 2 of the HRPM which defines the roles of the members of the
Interview Panel, the ECSA representative participates fully in the interviews, but is not a voting
member. If the ECSA representative has important issues related to the process, she/he may
bring these to the attention of the Director, HRD, prior to the approval of the final
recommendation.

16. The Human Resources Division, in consultation with the hiring manager, may request the
inclusion of an additional technical expert or a key client (internal or external to IFAD). This
expert shall be a non-voting member of the Panel, who is present to provide additional technical
advice. She/he shall submit a written evaluation of the technical profile of the candidates as an
annex to the report of the Panel. The written evaluation shall be used by the Panel as a
contribution to the evaluation of the candidates.
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17.  All members of the Interview Panel shall participate in all interviews and deliberations--
whether they are physically present or connected by audio/video link - in order for there to be a
valid recommendation.

18. A valid recommendation shall be reached by consensus of the voting members of the
Interview Panel. HRD, with input from members of the Panel, shall prepare the recommendation
memorandum, which will be signed by the Chairperson and all voting members. Voting
members and observers (excluding the technical expert), if not in agreement with the content of
the recommendation, may inform the hiring manager or the President (as applicable) of their
concerns, in writing, prior to a final decision.

19. Inthe event of the Interview Panel failing to reach a consensus among the voting members,
the Chairperson shall inform the hiring manager or the President (as applicable) for a decision on
the next steps.

G. Final selection process for positions at General Service level

20. The Interview Panel makes its recommendations to the hiring manager. In the event the
Interview Panel submits (in order of priority) more than one candidate, the hiring manager would
communicate the selection decision—made in accordance with the priorities set by the Interview
Panel—to the HRD Division in writing and provide full justification.

21. If the selected candidate is no longer available, the hiring manager may authorize the
selection of another candidate recommended by the Interview Panel without reverting to a new
vacancy announcement.

22. Should the Interview Panel fail to identify a candidate(s), this is to be clearly stated in the
minutes of the Interview Panel, with the recommendation to the hiring manager that the
recruitment action is closed and a new advertising campaign be initiated.

H. Final selection process for positions at Professional and Higher Levels

23. The Interview Panel recommends the selection for professional positions, including at
D1/D2 level, to the Appointments Board. The Appointments Board is an advisory body to the
President, and is composed of all interviewers (the Interview Panel). The President normally
chairs the Appointments Board for Professional and higher level. However, the President may
delegate his authority to preside the Appointments Board as follows:

P3 and P4 positions: - The Vice President
P1 — P2 positions: - A Member of the EMC, selected by the President

24. The Interview Panel presents its report and recommendations to the Chairperson of the
Appointments Board, which approves or does not approve the recommendation. In the event the
Interview Panel submits (in order of priority) more than one candidate for selection, the
Chairperson of the Appointments Board may authorize with justification the appointment of any
of the recommended candidates.

25. If the selected candidate is no longer available, the Chairperson of the Board may authorize
the appointment of another candidate recommended by the Interview Panel without reverting to a
new vacancy announcement.
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26. Should the Interview Panel fail to select a candidate(s), this is to be clearly stated in the
minutes of the Interview Panel, with the recommendation to the Chairperson of the
Appointments Board that the recruitment action is closed and a new advertising campaign is
initiated.

27. In the event of disagreements or disputes during the final selection process, the President
will make a decision based on a review of all the facts.





