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Guidance on Competitive Selection Procedures for PSA Positions

Version: 1 January 2026

This guidance document complements UNDP’s International and National Personnel Services Agreement (IPSA/NPSA policies) and their Annexes on recruitment, providing additional direction on the procedures and requirements when a hiring unit opts to undertake a competitive selection process. Where appropriate, the guidance also references UNDP’s Recruitment and Selection Framework policy. 

Assessment methods used to evaluate candidates for a specific position may vary depending on the position requirements. All candidates for the same position must be assessed in the same way to ensure fairness and equality. As per UNDP’s Recruitment and Selection Framework policy, prior to commencement of the selection process, the hiring manager, in consultation with the local HR focal point or the Global Shared Service Center (GSSC), depending on who will deliver the recruitment service, and taking into account corporate considerations, shall document the strategies, methodologies or techniques to be used for attracting and assessing candidates, based on the requirements of the post. 

i. Preparation of longlists and shortlists

Preparation of longlists and shortlists should be conducted based on the criteria set out in the Terms of Reference and requirements provided in UNDP’s Recruitment and Selection Framework Policy and related policies.

ii. Technical assessments 

It is essential to ensure candidates can deliver on the technical aspects of the role. 

Technical assessments should be carried out in accordance with UNDP’s Recruitment and Selection Framework Policy. For PSA positions, hiring units may consider different assessment formats (such as a case study for presentation, technical questions at the interview, multiple-choice questions) rather than conducting written tests which require multiple scorers and usually take longer to complete. Hiring Units should share a scoring guide with any evaluators to assist with evaluating candidate responses. 

Important! Online tools other than the corporate platform for technical tests, Jobma, cannot be used. 

iii. Interview

Interview panels should be made up of at least three UNDP members of personnel, either staff (PA/FTA/TA) or PSA holders at the same level or higher as that of the PSA position being filled. The panel should include at least one panel member from outside the work unit in which the position to be filled is situated. In this context, work unit is used to mean, for example, a project team, operations team or programme team in a Country Office, or a distinct unit within a Headquarters Office. When only two UNDP personnel are available, hiring units may request staff or retirees from other UN entities to participate as the third panel member if they are able to offer an objective and substantive perspective to the recruitment process. The panel will normally be chaired by an FTA staff member. However, when this is not possible, the Head of the Business Unit may authorize the chair of the interview panel to be the PSA holder holding the highest level. Due consideration should be given to geographical, gender and other diversity considerations. The panel provides its recommendation to the Head of the Business Unit for final decision.

Note: Other recruitment collaborators including shortlisters and assessment scorers should be at the same level or higher as that of the PSA position being filled. To ensure fairness and objectivity of the recruitment process, as much as possible each collaborator should only participate in one recruitment stage: shortlisting, assessment evaluation (where evaluation is not blind) or the interview panel.

[bookmark: _Int_8a9Z20D5][bookmark: _Int_81zL4muU]Note: Participation of national counterparts or government officials in UNDP PSA interview panels is only permissible in the capacity of “observer”.  In considering if a national counterpart or government official will participate in a panel as an observer, hiring units must fully consider the principle of independence as articulated in the United Nations Charter, and determine whether or not such participation would compromise the actual, or perceived, independence of UNDP.

All candidates should undergo a consistent interview experience to ensure equal treatment. Online interviews are preferred, especially when there are candidates from outside UNDP or outside the duty station, to facilitate accessibility. Interviews may take place in-person when all candidates are from within the organisation and all located at the same duty station, or when there are internet connectivity issues. However, for recruitments facilitated centrally by BMS/OHR or BMS/ GSSC, recruiters will still need to connect online to facilitate the interview process and note-taking.  In order to speed up the recruitment process for PSA positions, interviews may be pre-recorded using the agreed corporate platform, Jobma. Panel deliberations for live and pre-recorded interviews should be documented in the corporate interview report template and signed by all panel members.

iv. Panel desk reviews

Candidates can be assessed using desk reviews administered by panels as described under point iii. Such a desk review includes, in addition to the review of a candidate’s application and/or online profile, a review of written or recorded responses to competency-based questions by shortlisted candidates. A desk review can be used to assess both regular and short-term PSAs. 
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