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Overview of the IAEA

Atoms for Peace and 
Development

Part of the 
United Nations, 
an independent 

organization

2,500+ staff
HQ in Vienna

Offices in Toronto, 
Tokyo, New York, 

Geneva
Laboratories in 
Seibersdorf and 

Monaco

171 Member 
States



Diverse Professional Opportunities
The IAEA offers challenging 

assignments in a stimulating multicultural 
workplace. 

As international civil servants, staff 
members engage with current, meaningful 

issues of global peace, security and 
development.

Set up in 1957 as the world's centre for 
cooperation in the nuclear field, the 

Agency works with its Member States and 
multiple partners worldwide to promote 
the safe, secure and peaceful use of 

nuclear technologies.



IAEA Departments

Safeguards Nuclear Safety 
& Security

Nuclear Science 
& Applications

Management Technical Cooperation

Nuclear Energy



Where to find vacancies

www.iaea.org/employment



Current Vacancies



Stay Connected with us
q Follow the IAEA on LinkedIn 

q Connect with us on LinkedIn

q Sign up for the monthly newsletter for the latest 
updates in recruitment news, vacancies and 
webinars

www.iaea.org/careers-newsletter

q Listen to the past webinar recording on 
recruitment topics

http://www.iaea.org/careers-newsletter


Application Process at the IAEA



Evidence-based recruitment

Asynchronous 
Video Pre-
screening

Panel 
Interview 

Applications 
Review 

Psychometric 
and 

Leadership 
Skills 

Assessment

Written 
Technical 

Test

Recommendation

Vacancy 
Notice 

Posting

Candidate assessment is conducted at various stages



Importance of your application



Planning Your Application

What are the 
main tasks 

and projects 
of the work 

unit?

Is this the 
work area 
for you?

Do you have 
the relevant 
skills and 

experience?

Research before applying

Would you 
enjoy the 

tasks 
associated 

with the job?

Does your 
profile match 
the minimum 
requirements 
for the job?

How do you 
think your 

qualifications 
compare with 
the potential 

pool of 
applicants?



Understanding the Job Description

Organizational 
Setting

Structure and objectives of 
the  concerned organizational 
entity

Where

Main Purpose Contribution to service delivery 
and programmatic objectives

Why 

Role (Team leader, advisor, expert) What

Functions and Key 
Results Expected

Deliverables and contribution of 
the post to program objectives

How

Competencies and 
Expertise

Key competencies and 
expertise required for the 
successful incumbent

With what attributes?

Qualifications, 
Experience and 
Language Skills

Minimum requirements What qualifies you?

Remuneration Benefits package For what type of benefits?



Job Description – Basic Info



Job Description – Basic Info



Functions / Key Results Expected



Competencies



Expertise



Qualifications, Experience and Language Skills



Remuneration



Application 
Process



Steps to submit your application



Achievements

• Quick overview of positive results you have accomplished
• Be clear about your role / contribution
• If possible, quantify the achievement (number of individuals trained, amount of 

money saved)
• Mention related awards and acquired skills
• Indicate how your achievement affected the team or even organization

Employment records

Effective skill statements

• Show the hiring manager that you have the skills to carry out the functions
• Answer: Who, What, When, Where, Why and How?
• Show the results & impact of your actions, even if they are intangible



Employment Records

Sample Achievement:
Implemented new travel policy with effective controls, resulting in 
greater efficiency and consistency in travel planning and a $100K 
reduction in costs.



Description of your duties

• Show the hiring manager how your past responsibilities make you a good fit 
for the job 

• Tailor each application to job!
• Start each statement with an action verb to make it concise and 

emphasize your role
• Write statements that demonstrate what, why, how, for whom and where 

you performed the duties 

Employment Records



Some Action Verbs…

Communication
• Instructed
• Presented
• Recommended

Leadership
• Enforced
• Authorized
• Led
• Hired

Organization
• Scheduled
• Budgeted
• Organized

Employment Records

Initiative
• Established
• Founded
• Implemented
• Systematized

Results
• Accomplished
• Attracted
• Completed
• Expanded
• Obtained
• Improved
• Produced
• Reduced
• Solved
• Tested

Interpersonal skills
• Consulted
• Mediated
• Persuaded
• Reconciled

Creativity
• Created
• Designed
• Developed
• Initiated
• Proposed
• Set up
• Formulated



Filter Questions
(Position Specific)



Writing a Letter of Motivation



Checklist

ü Make sure your profile is up-to-date

ü Complete all sections appropriately

ü Outline responsibilities 

ü Make it easy for recruiters and hiring managers to find information

ü Review your profile in relation to the vacancy

ü Ensure all relevant experience is included

ü Proofread your application before submitting it

ü Take time to respond to the filter questions

http://www.google.at/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwi9ioa-p7TPAhVCvxQKHdxbDmUQjRwIBw&url=http://therealtimereport.com/2016/07/05/your-next-trade-show-checklist/&psig=AFQjCNFsmfL3SsvSW-h6-oPqdEUC1YLiLA&ust=1475229259098110


Thank you! Questions?
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