*iﬁ

efsan

ood Safety Authority

Your career
at EFSA

Candidate manual



¥+
x
*ln

efsam

European Food Safety Authority

© European Food Safety Authority, 2017

Correspondence: Ask EFSA a Question

The information provided in this manual is for general informational purposes only. It is
not intended, and should not be considered, as legally binding. The European Food
Safety Authority reserves the right to modify the information contained herein at any
time without prior notice.

The images of the application/recruitment tools shown are for illustration purposes only
and may not always be an exact representation of the actual products.

Reproduction is authorised provided the source is acknowledged.

Reproduction of the images listed below is prohibited and permission must be sought
directly from the copyright holder: European Food Safety Authority


https://connect.efsa.europa.eu/RM/s/new-ask-efsa-request

¥+
x
*‘i

efsam

European Food Safety Authority

Table of contents

1 = T ol 1
1 X o 0 Y L0 ot of oY o 5
1. EFSA CAREERS .....ccciieciieciinessnsssnsssnsssnsssnsssnsssnsssnsssnsssnsssnsssnsssnnssnnssnnsnnnsnnnsns 6
3 P = 1 ==Y =T o1 o ) 1 1= 7
1 A o | o =Y 1= o 7
1.3. Accessing the general candidate profile / job sUDMISSIONS .....ccvvvvviiiiiiiiiiiiiiieiasss 8
1.4. Applying for jJob OppPortUNITIES . ..ivuiiiii i e 9
2. How to complete the general candidate profile.....cccccvvveriicrincnrsnnnnnns 14
2.1. Account creation and login.....c.coevvvvviiiiiiiiinininnnns Error! Bookmark not defined.
2.2. General candidate profil€ .....ovvvvviiiiiiiiiiiiie e Error! Bookmark not defined.
A NP 0 1 i 1 LT 0] [ Y= 14
A A =) Y0 =1 I 110 1= 101 ) 17
A TR = o [T or= 16 o ) o 18
A R = o 2191 [0 17 1 11 L 1) 10 2 19
A YA O =) o 1 i [ or= 1 o1 ) = 20
2.2.6. Preferences (for Staff/ Secondments/ Young professionals).....cccocvvvvviiiiinninnnnnn. 21
2.2.7. List of publications (fOr EXDEIES) vuuuiiiiuiiiiitiiiiiieiiiteiiisseiiissesiiseeiiisesiasessansesns 22
2.2.8. Review and submit YOUr ProfilE. . ciueuiiieeeiiin i rie st rnierernnseeranseeranneenns 22
3. How to apply for @ JODb .iiciviriinrmimminmmsnmmsnmmsssmsasssasssnsssnsssasssnnssnnssnnsnnnsnnnnnns 25
3.1. Account creation and 10giNn......cceevvvviiiiiinnennrinnnnns Error! Bookmark not defined.
3.2. Application fOrm «ovvviviiii i i Error! Bookmark not defined.
G I A €= o 1= 1= B U 11 of o 1= 26
3.2.2. JOb SPECIfiC COMPELENCIES 1ottt it i i ittt ia e aissesassesansessanseeranaeanns 27
3.2.3. JOb SPECIHIC QUESTIONS 1vvuuteiiitteriieteriiaeeraeeeranaeeransesrannerrnneeransrerannreranneeranneerns 28
G2 R\ o o V2= oY e 28
T T (=) = =Y 11 0] 29




**

. efsam

European Food Safety Authority

Preface

This document is meant as a reference for all applicants and those potentially interested
in applying for a career within the European Food Safety Authority (EFSA).

It provides tutorial instructions on how to apply using the EFSA online recruitment
system.

We recommend you to read this document carefully and, in case of doubts, to also have
a look at our FAQs!. Should you still have questions, you can write to
servicedesk@efsa.europa.eu for any technical issues you might encounter during the
application process, and to recruitment@efsa.europa.eu for information regarding the
selection procedure. We will be happy to deal with your query.

More information about EFSA’s selection process can be found on the EFSA website and
in the Annex to the staff vacancy notice?.

EFSA Talent Selection
http://careers.efsa.europa.eu/
linkedin.com/EFSA

twitter.com/EFSA_EU &4
youtube.com/EFSAchannel @

! http://www.efsa.europa.eu/sites/default/files/EFSA Careers FAQs.pdf

2 Annex to the staff vacancy notice



http://www.efsa.europa.eu/sites/default/files/EFSA_Careers_FAQs.pdf
mailto:servicedesk@efsa.europa.eu
http://www.efsa.europa.eu/en/engage/careers
http://www.efsa.europa.eu/sites/default/files/Annex_StaffVacancyNotice.pdf
http://careers.efsa.europa.eu/
https://www.linkedin.com/company/efsa
http://twitter.com/EFSA_EU
http://youtube.com/EFSAchannel
http://www.efsa.europa.eu/sites/default/files/EFSA_Careers_FAQs.pdf
http://www.efsa.europa.eu/sites/default/files/documents/calls/Annex_StaffVacancyNotice.pdf
file:///C:/Users/argenga/AppData/Roaming/OpenText/OTEdit/EC_dms_prod/c18209676/EFSA
file:///C:/Users/argenga/AppData/Roaming/OpenText/OTEdit/EC_dms_prod/c18209676/EFSA_EU
file:///C:/Users/argenga/AppData/Roaming/OpenText/OTEdit/EC_dms_prod/c18209676/EFSAchannel
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Introduction

Understanding the selection process at EFSA

EFSA is an active and fast-paced organisation committed to ensuring food safety in
Europe. In delivering its mission EFSA relies on its talent community and is constantly
looking out for professionals from a wide range of disciplines (science, communication,
business support, etc.).

Recruitment at EFSA is based on open selection procedures following rigorous guidelines
for transparency and equity. For further information, please refer to our website3.

EFSA recruitment system

For its selection procedures EFSA uses an electronic recruitment system designed to
simplify the application process for candidates, and to maximise EFSA’s talent sourcing
and screening efforts.

Applicants can update their candidate profile at any time. The updated information will
pre-fill future applications for job vacancies posted by EFSA. The application form for a
specific job vacancy can be modified at any time before the deadline for submitting
applications indicated in the vacancy.

Please note that the creation of your candidate profile does not imply any
commitment on the part of EFSA. To be considered as a candidate in a selection
procedure, you will need to submit an application form for each specific EFSA job
vacancy posted that you are interested in.

The different sections of the application form are all meant to assess the candidate’s
technical and behavioural competencies required according to the job profile. The
selection board assesses submitted applications based on the evidence provided by the
applicants on their knowledge, experience and competencies, with the aim to select the
best qualified candidates to be shortlisted for further assessment and interview.

This manual will help guide applicants through all the steps necessary to create a general
profile and an application.

3https ://careers.efsa.europa.eu/


http://www.efsa.europa.eu/en/engage/careers
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1. EFSA careers

EFSA Careers* is the dedicated portal for all professional opportunities available at EFSA.
It features different career sections, search options and job alerts based on candidates’
interests.
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EFSA Professional Opportunities

Sign Up for Job Alerts!

NOt Ry 10 SO0y T Take (Lt e minute 10 2100 D Wrjob alents

4 https://careers.efsa.europa.eu/
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1.1. Career sections

From the main page of EFSA Careers, you have the possibility to access four career
sections where you can browse specific job opportunities.

e Staff>: career section dedicated to candidates who would like to join EFSA as
staff members. Here, candidates can find published staff jobs;

e Experts®: career section dedicated to candidates who would like to join EFSA
as an expert in the scientific panels or Scientific Committee. Here, candidates
can find the published call for expressions of interest for scientific experts of
EFSA panels and the Scientific Committee;

e Young professionals’: career section dedicated to candidates who would like
to join EFSA as a trainee or study-visitor. Here, candidates can find the calls
for trainees and study visitors;

e Secondments®: career section dedicated to candidates who would like to join
EFSA as a Seconded National Expert (SNE). Here, candidates can find the
published SNE calls.

The main page of EFSA Careers contains an overview of the latest five job vacancies
published by EFSA. To see the entire list of jobs posted by EFSA displayed on the main
page, click the Search button.

You can find more information on the four career categories in the Careers section® of
the EFSA website.

1.2, Job alerts

EFSA Careers offers the opportunity to sign up for job alerts and receive email updates
whenever a new professional opportunity matching the selected interests is posted.

5 https://careers.efsa.europa.eu/Staff

6 https://careers.efsa.europa.eu/Expert

7 https://careers.efsa.europa.eu/youngprofessionals
8 https://careers.efsa.europa.eu/Secondment

° http://www.efsa.europa.eu/en/engage/careers


http://careers.efsa.europa.eu/Staff
http://careers.efsa.europa.eu/Expert
http://www.efsa.europa.eu/en/careers/youngprofessionals
http://www.efsa.europa.eu/en/careers/secondments
http://www.efsa.europa.eu/en/engage/careers
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To sign up for job alerts, please click on the Sign up for job alerts button. A pop-up
window will then open asking you to insert personal data like Name and Email as well as
preferred Interests, which may correspond to thematic areas (e.g. Life science,
Management) or types of career opportunities (e.g. Trainee, Seconded National Expert).
As regards Locations, the only available work place is Parma, Italy, which should be
selected, disregarding the numbering associated. Before clicking on Sign up, make sure
to accept the Terms & Conditions of the service by ticking the box.

Sign up for Job Alerts

MName™
First Name

Email*

Interests~

Choose an Interest .~

Locations™

Choose a Location.

Send alerts every | Week T

| agree to the Terms & Conditions. Gancel

1.3. Accessing the general candidate profile / job submissions

To create or access your general candidate profile, first click on the career section that
you are interested in (Staff, Experts, Young professionals, Secondments), then Go to
profile to insert, modify or view your general recruitment data (see section 1.5 for how
to create an account and login).

The general candidate profile is shared by all four career sections. Therefore, even if you
inserted your profile after entering through one career section, you will also find it when
you enter through the other career sections.

The general candidate profile contains different types of information, such as personal
data, employment history, education etc.

Having a general candidate profile will make it easier to prepare and submit an
application for a job vacancy, as the information inserted will pre-fill future application
forms. Please note, however, that the candidate profile cannot substitute a properly
submitted application for a specific job vacancy.
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Staff

An opportunity for dedicated talents from various disciplines and professions to work in a stimulating environment. Read more

Sign Up for Job Alerts!

Not ready to apply? Take just a minute to sign up for job alerts. x‘ e
ign Up for Job Alerts

Featured Jobs View all New Jobs My Profile

Create and manage profiles for
future opportunities.

Go to Profile

My Submissions

Track your opportunities.

My Submissions

If you already applied for a job at EFSA through the new recruitment system, you can
retrieve your application forms by clicking on the relevant career section and then on My
submissions.

1.4 Applying for job opportunities

Once you have found a professional opportunity matching your interests, you can easily
open an application form by clicking on the title of the vacancy and then on Apply for
job.

Before applying, please make sure you have read the vacancy notice and that you
fulfil the eligibility and selection criteria.
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1.5 Account creation and login

Before you can apply for a professional opportunity or fill in the general profile, you must
first create an account in the recruitment tool.

To do so, there are different paths in case you need to (A) fill in the general profile or to
(B) apply for a professional opportunity.

(A) You need to choose a career section on the main page and then click on Go to
profile, to proceed to the next step. Further to that you will be required to accept the
privacy agreement, which guarantees that personal information EFSA requests from
candidates will be processed in line with applicable data protection rules.!0

“ efsam

ﬁ Careers  Selection process Eurapesn Focd Sefety Authority

Welcome. You are not signed in.

Job Search

Printable Format

Privacy Agreement

The personal information EFSA requests from candidates will be processed in line with Regulation (EC) N° 45/2001 of the European
Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by
the Community institutions and bodies and on the free movement of such data. The purpose of processing of the personal data
candidates submit is to manage applications in view of a possible pre-selection and recruitment at EFSA.

More information concerning data protection in relation to staff selection and recruitment can be found on the EFSA website:
http://www.efsa.europa.eu/en/legalnotice. htm

After accepting the privacy agreement, you are asked to create a user name and
password via the tab New User.

10 Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the
protection of individuals with regard to the processing of personal data by the Community institutions and
bodies and on the free movement of such data.

10
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If you have a Yahoo! or Google account, you can use the same credentials for logging in
to EFSA Careers. We suggest to choose as user name your most frequently used email
address, as this will be the main channel for communications between EFSA and
candidates.

P Coreers  Selection process " efsam

Eumapesn. Fod Sabety Aasthasity

Welcome. You are not signed in.

Job Searct

New User Registration
Please take a few moments to register. You will need this information to access your account in the future.

Are you working for EFSA; and do you have an EFSA account? Log in here.

Mandatory fields are marked with an asterisk.

+Email address (this will be your user name)

+Password

+Re-enter Password

(B) In case you need to apply for a job opportunity, you should first open the call you
are interested in

-

=
- efsam _ o
European Food Safety Authority Jobs EFSA careers How to apply? EFSA staff login
Settings W
[ Search Jobs | Q I
Nutrition Scientist Similar Uistings
Q 1taly, Emilia-Romagna, Parma I’ Nutrition Seienistcal
® ltaly, Emilia-Romagns, Farmsa
i Life science
-— — & Requisition #: EFSAN/A201
@ Life science B EFSANUAD/2016/029 B 2 daysago = e

MNutrition ntist
© italy, Emilia-Romagna, Farma

DT (e i Life science
Apply for Job Share this Job Sign Up for Job Alerts & Requisition ¥ EFSASCADIZ0

milis-Romagns, Parmsa.

A bit more information about EFSA

ionce
& Fsquisition #: sfsa/2016/mutri

Developing search strategies and conducting searches for evidence in support of
EFSA staff and experts, in line with systematic review principles and for all types
of information source (e.g. bibliographic databases, sources of grey literature,
etc.).

View More Listings

Providing support, as Information specialist, to EFSA literature review processes,
using specific software (e.g. DistillerSR, etc.);

« Conducting research on methods to enhance identification of relevant scientific
evidence (e.g. text mining) and contributing to implement those methods in

11
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Clicking on Apply for job opens a pop-up window asking for your email address, which is
needed to register/login to the recruitment tool. You may choose to disable the option
‘Send me relevant job alerts on a regular basis’. After insertion of your email address,
there are two options: (B1l) the email address is not yet registered in the system, or
(B2) it is already registered.

(B1) If the email address inserted is not yet associated with the recruitment tool,
the system will redirect you to the New user registration page where a new user
account can be created.

=

~ efsam

Farcpean Food Safisty Authority Jobs  EFSA careers Howtoapply?  EFSA staff login

Welcome. You are not signed in.

Job Search

New User Registration
Please take a few moments to register. You will need this information to access your account in the future.

Are you working for EFSA, and do you have an EFSA account? Log in here.

Mandatory fields are marked with an asterisk.

+Email address (this will be your user name)

+Password

+Re-enter Password

i [ e

(B2) If the email address is recognised and linked to an existing profile, the
system will redirect you to the Registration page where you can login and start to fill
in the application form.

12
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Job Search

Login

To access your account, please identify yourself by providing the information requested in the fields below, then click "Legin". If you are
not registered yet, click "New user" and follow the instructions to create an account.

Are you working for EFSA, and do you have an EFSA account? Log in here.
Mandatory fields are marked with an asterisk.

«User Name or Sign in with:

+ u

+«Password

0%

Forgot your user name?
Forgot your password?

13
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2. How to complete the general
candidate profile

The general profile consists of the following sections:

e Personal information;
e Education;
e Employment history;

e Certifications.

Depending on the specific career section, the general candidate profile may include
additional sections, such as:

e Preferences (e.g. for trainees and SNEs);

e Publication list (for experts).

Once the account has been created, you can start filling in your general profile with the
information requested, which will pre-fill future application forms. The general profile
contains the following sections:

e Profile upload (from LinkedIn);

e Personal information;

e Education;

¢ Employment history;

e Certifications;

e Preferences/Publication list (depending on the career section);

e Review and submit.

To ease the selection process, you are kindly requested to complete all sections of the
application form in English.

Please note that the creation and submission of a general candidate profile does not
imply any commitment on the part of EFSA or the candidate. To be considered as
candidate in an EFSA selection procedure, you need to submit an application form for
each specific job vacancy that you are interested in.

2.1 Profile upload

The first section of the general profile can be filled in either by inserting all relevant data
manually or by uploading them from your LinkedIn profile (if you have one). When you
upload your CV from LinkedIn, the system will automatically extract the relevant
information included in your LinkedIn profile and fill in the relevant fields of the online
submission form.

15



2 Sana

e éfsa-

European Food Safety Authority

Save and Continue Save as Draft

- efsam
n Careers  Selection process L Fomd Sty Rty
Welcome. You are signed in. | My Account Options Sign Out
Job Search My Jobpage
General Profile Step 1outof 7
Personal . Employment - . Review and
¥ | Information Education | » Histary ¢ |Certifications » | Preferences Submit
Profile Upload L ploiao
profile
To upload a
profile through a
Profile Upload third-party

You can submit personal and professional information by upleading a profile. The system will automatically
extract the relevant information included in the profile and fill out part of the online submission. You can review
the extracted information and make the appropriate changes in the next steps.

If you do not upload a profile, you will need to fill out the cnline submission manually.

Upload data from

gin

®  No thanks, I will fill out the online submission manually

service, select the
radio button next
to the relevant
service icon. The
system imports
the data included
in the third-party
profile. Once the
process is
complete, you
must review the
impaorted data.

16
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If you tick the option Upload data from LinkedIn, a pop-up window will open asking for
your user name and password to access to the social network and connect it with the
EFSA recruitment tool.

o
- efsam
M  Corcers  Selection process o s e
Welcome. You are signed in. | My Account Options Sign Qut
Authorize | LinkedIn - Google Chrome =
1 Googl
Job Search My Jobpage https://wwwlinkedin.com/uas/oauth/authorizeZoauth_toke
General Profile Step 1 out of 7
profile personal b
nformaton | E643 - efsam
] G TS EFSA Recruitment System would like to
access some of your Linkedin info:
3 YOUR FULL PROFILE uploading a
Profile Upload 2 Full profile including experience, education, skills, and pfume 9
recommendations
To upload a
profile through a
Profile Upload third-party
You can submit personal and profed) Sign in to LinkedIn and allow access: ally f;\\gcéhftiiclt'\;zi
extract the relevant information incl nreview | (o0 avant
the extracted information and make] e e
Join Linked )
If you do not upload a profile, you oin Linkedin system imports
the data included
Allow access  [eUES : in the third-party
Upload data from profile. Once the
process is
v i complete, you
pplications can be found in your seftngs
gin s of S sy Polor ] R e
imported data.

©  No thanks, T will fill out the online submission manually

Save and Continue

Once access has been given, the system will automatically fill in different fields, such as
first name, surname, job experience and education. Please note that, since there is no
exact correspondence between the fields in EFSA’s recruitment system and those of the
LinkedIn profile, some data may not appear in the right fields. You are therefore
requested to verify that all information is inserted correctly, as the responsibility of
submitting an accurate profile lies entirely on the candidate.

If you have a multi-language LinkedIn profile, we suggest changing the main language
to English to make sure that the correct language is used for the auto-fill.

17
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If you prefer to insert the requested data manually, you need to verify that the default
option No thanks, I will fill out the online submission manually is checked, and then click
on Save and Continue to move on to the Personal information section.

2.2 Personal information

=

.
M
~efsam
ﬁ Careers  Selection process Eurapesn Facd Safety Authurity
Welcome. You are signed in. | My Account Options Sign Out
Job Search My Jobpage
General Profile Step 2 out of 7 | Print/Email

Profile Personal . Employment . . Review and
Upload Education History Certifications Preferences Submit

Personal Information

Please note that the creation of your candidate profile does nat imply any commitment from EFSA. You will need to submit an application form for each
specific job posted by EFSA that interests you in order to be considered as a candidate in a selection procedure.

Personal Information

#Title *Gender
Not Specified [~ Not Specified [=]
#First Name Middle Name xkLast Name
#Address
wCity *Zip/Postal Code
*Place of Residence *Date of Birth *Nationality
Country Day |E| Search
Not Specified
E Month |Z|
Year =]

#Primary Phone Mumber Secondary Phone Mumber

In the Personal information section, you are asked to insert your personal details, such
as name, address and nationality. Compulsory fields are marked with a red asterisk. It is
not possible to proceed to the next section until all mandatory fields have been filled
and/or errors have been addressed. Please note that after completion of the first section,
the system will recognise your name and surname and, from then on, refer to you by
your name.

By clicking Save and continue you will be redirected to the next section of the profile. If
you wish to complete the profile later, click on the button Save as draft.

18
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2.3 Education

.

use
_ - efsam
ﬁ Careers Selection process Tsspean ool Safety Satharity
EFSA Test, you are signed in. | My Account Options Sign Out
lob Search My Jobpage
General Profile Step 3 outof 7 | Print
Profile Bersonal catic Employment . ] Revigw and
Upload Infarmatian History Certifications! Preferences Submit
Soveca i
Education M:i_"g education
entries

To create one
education, click
"Add Education”, A
List the educational experiences below in reverse order, starting with the most recent one, new section
including blank
fields appears.

Education

Education 1 Enter any relevant
informatien.
Remaoving
#Institution #Institution City education entries
To remove an
education frem the
Select AT ey ||s_tr H';llentlf'( it, then
click "Remave
Search Education”,
. . . Reordering
*Field #(Main} Subjects e e
To reorder
Selzct education entries,
. . - click "Mowe Up" aor
*Education Lewvel #Legal Duration of Studies in Years "Move Down” next
Not Specified =] Mot Specified =] to each entry until
the relevant
If "Other" Education Level, please education reaches
specify: the desired
position,
#Start Date #Graduation Date CAnticipated Graduation
Mot Specified Mot Specifisd Date

Remove Education

Add Education

Save and Continue Quit

In the Education section you should insert and describe all your degrees and/or titles
received, including dates and subjects of the courses taken. The system provides a pre-
set list of education institutions and universities, from which you can choose the name of
the institution where you obtained a diploma or degree. If the institution is not on the
list, you can manually add it in the same field.

The field Institution location requires two different types of information: Institution City
and Institution Country. You must fill in all fields to proceed.

19
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The box Field contains pre-set options to guide you in choosing the field of studies that
best corresponds to your diploma/degree.

In the field (Main) Subjects you can indicate the main subjects covered during your
studies.

It is possible to add, remove or reorder whole blocks of entries if necessary.

2.4 Employment history

In the Employment history you should insert and describe your past professional
experiences, including dates, main responsibilities and achievements. The system
provides a pre-set list of companies in the field Employer, from which you can choose. If
an organisation is not on the list, it is possible to insert it manually.

i
_ - efsam
n Careers Selection process ~ upee e - ¥
EFSA Test, you are signed in. | My Account Options Sign Out
Job Search My Jobpage
General Profile St=p 4 zut =t 7 | Print/Email

Profile Personal . Employment| - Review and
oo st

Employment History ﬁﬁ;??;:‘;’:n.,;e;
To create one work
experience, click

Work Experience =

List the work experiences below in reverse erder, starting with the most recent one. If not applicable, skip and click Experience’. A new
save and continue. section including
blank fields

. appears, Entar any
Work Experience 1 relevant

CCurrent Job information,

#Jab Title Removing work
experience entries
To remowe a wark
experience from

+Employer
Leb the list, identify it,
Select then click "Remove
) Work Experience”.
#Employer City #Employer Country Reordering work
experience entries
To reorder work
#Start Date #End Date Experience entries,
Month Manth click "Mave Up" or
El El "Move Down" next
Year El Year El to each entry until

the relevant work

#Responsibilities and main achievements experience
reaches the
desired position.

Reason for lzaving

A
Number of employ=es suparvised by you

Not Specified =l

In the field Responsibilities and main achievements you are asked to describe and/or list
the main tasks of each job you include as professional experience. Responsibilities are

20
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your main duties performed in all jobs reported (e.g. daily activities such as prepare
minutes, coordinate team meetings or prepare weekly reports). Achievements are the
results you delivered in each job (e.g. work on special projects or new ideas for
improvement). It is important to distinguish between these two aspects and to clearly
indicate meaningful examples related to the requirements of the position.

Please note that this section can be modified and saved each time you apply for an EFSA
job vacancy. It can be tailored in line with the specific requirements of the position.

Please list all employment experiences in reverse order, starting with the most recent
one. When describing your current employment, please click the box Current job.

It is possible to add, remove or reorder whole blocks of entries if necessary.

2.5 Certifications

o
_ ~efsam
ﬂ Careers  Selection process s pen e Sty festhanty
EFSA Test, you are signed in. | My Account Options Sign Out

Job Search My Jobpage

General Profile Step S out of 7 | Print/Email

Profile Personal . Employment IS Review and
Upload Infarmation Educatien Histary Certification =Tt SIe I Submit
S o Cr

Certifications Adding
certifications

To add a
Certifications s;;:éﬁcatlon. click
Start by entering the most relevant certification and continue adding certifications until you have entered all that you feel Certification™. &
are important to disclese for this job, Do not list expired certifications, TEoEmITEm

including blank
e fields appears.
Certification 1 Enter any relevant
Certification Issuing Organization Mumber/1D infarmatian.
Remowving
certifications
Select To remove a
certification from
the list, identify it
then click "Remawe

Location
Country

Mot Specified El Certification”.
Reordering
Issue Date Expiration Date certifications
Manth Manth To reorder
El El certification
Year =l Year =l entries, click

"Move Up" or

If this certification will be received in
the future, enter the expected issuing
dste.

Remove Certification

Add Certification

sov e e

"Move Down" next
to each entry until
the relevant
certification
reaches the
desired position,
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In the Certifications section you should insert all certifications, accreditations and/or
qualifications obtained in a certain field that prove your competence in an area. You can
also indicate the Issuing organisation and the Number/ID of the certificate. The system
provides a pre-set list of certifications in the field Certification, from which you can
choose. If the certification is not on the list, you can add it manually in the same field.

It is possible to add, remove or reorder whole blocks of entries if necessary.

2.6 Preferences (for Staff/ Secondments/ Young professionals)

In this section you can, based on your Preferences, set up advanced settings to receive
job notifications for new professional opportunities published by EFSA.

By ticking the box Send an email notification whenever a new position matching my
employment preferences is posted, you consent to be notified upon the publication of
any job matching the preferences inserted in this section (job type, job level, etc.). By
not ticking the box, you decline to receive email notifications. It is possible to disable the
email notifications either by editing the profile and unticking the box or by following the
instructions given in any notification email received.

The second page of the Preferences section only lists Parma as location. Please click on
Save and continue to complete the profile.

-
- efsam
M Coreers  Selection process pm e ety
EFSA Test, you are signed in. | My Account Options Sign Out
Job Search My Jobpage
General Profile Step & st of 7 | Print/Email
Brofile Bersonal Employment y N Review and
Optosd Inforeonal .+ Education etoms Cartifications ), [UIEE iz ar
| | Page 1outar2
Preferences Email Natifications

when you select

the checkbox, the

system sends zn
¢

Job Posting Notification
Select the checkbox below to receive an email notification whenever a new position matching your employment
prefersnces indicated below is posted.

! Send an email notification whenever a new position matching your employment prefersnces indicated below is posted.
posted,
Multiple selections
To (de)select
multipie options
using a PC, hold
down the Ctrl key
nd click all
relevant values (for
fac

Employment Preferences

Indicate the employment preferences, conditions and interests in the fields below,

Job Type Job Level Employss Status i)
Not Specified - Not Specified - Not Specified -

Staff (3] | Assistant = Contract Agent

Trainee E| | Technical Assistant =l | Temporary Agent

Secondment Junior Officer Cellaborator

Expert ~| | Manager - -

Education Level Schedule

Not Specified Not Specified -

| »

Secondary education/ High U Full-Time
Post-secondary education/ ¢ Occasional (experts)
Non-Degree Program/ Certi

- -
Advance Notice Date of Availability

Not Specified [=] | pay [+

Month =

Year [+

* Please specify at least ane preference for each of the categories below.
Job Family
Selact one... [=]
T EEEEEERERERh}h}h}h}h}h}hh ———
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2.7 List of publications (for Experts)

In the Publication list section, you should include an exhaustive list of your most relevant
publications over the previous 15 years.

Publication List

Publication List

In the field below, please provide an exhaustive list of your most relevant publications in the last 15 years. Please note that you
must enter at least 500 characters and up to 20.000 characters.

*plain Text publication list

2.8 Review and submit your profile

In the Review and submit section you have the opportunity to review all information
provided in the previous sections. Before submitting the profile, you should check
whether all entries are complete and correct. If something is missing and/or needs to be
reviewed, you can go directly to the section in question and edit the information.
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h Careers  Selection process [T ———

EFSA Test, you are signed in. | My Account Options Sign Out

lob Search My Jobpage

General Profile Step 7 =t o1 7 | Print/Email
DMl pereonal o Edusstion ) STMEIYMENt | corfications) refersnces

Review and Submit

The following information will be submitted after you click the Submit button. Where an Edit link is displayed, you can modify the
corresponding information.

Personal Information | Ecit
Personal Information

EFSA Test

Via milano

Milano, 20100
Itaby—Lombardiz—Milan
efsatest@test.com

Title Mr

Gender Male

Date of Birth 15/Apr/1994
Mationality Italian

Primary Phone Number 33333333333

Secondary Phone Number
Do you have any family member currently working at EFSA, in

any status [staff, expert, trainee, SNE, interim etc.) No
If YES please specify name, job title and type of relationship

Do you have any disabilities or special needs that require

suppert or facilitation during the selection process?

1f VES, pleaze specify

Mame and location of the erganisation

Start Date

End Date

Description of duties and responsibilities

Education | Edit

Education

Employment History | Edit

Work Experience

Certifications | Edit

Certifications
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By clicking the Submit button, the profile is submitted. Please note that all information
can be modified each time you apply for an EFSA job vacancy or enter your general
profile.

ﬁ Careers

-
.

_ —efsam

Selection process {nmpams Foed sataty Ssthornty
EFSA Test, you are signed in. | My Account Options Sign Out
Job Search My Jobpage
Thank You
Process completed

You have successfully submitted your general candidate profile. You can review and updste the information you provided each time you log in.

Please note that the creation of your candidate profile does not imply any commitment from EFSA. You will need to submit zn application form
for each specific job posted by EFSA that interests you in order to be considered as a candidate in a selection procedure.

We invite you to further explore the job openings zvailzble in our Career section,

Once the profile has been submitted, you can either check for available job openings or
log out. The Job search tab will redirect you to the list of all career opportunities at
EFSA.
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3. How to apply for a job

The application form for EFSA jobs contains different sections, similar to the general
candidate profile. In addition to the sections of the general profile, the application form
includes specific questionnaire sections meant to assess candidates’ eligibility,
competencies and knowledge required for the specific job.

The application form generally consists of the following sections:

e Profile upload; e Certifications;

e Personal information; e Motivation;

e General questions; e Publication list (for Experts)
e Job specific competencies; e References;

e Job specific questions; e Preferences;

e Education; e eSignature;

e Employment history; e Review and submit.

Some useful tips:

e Leave vyourself enough time to complete your application. The
responsibility to validate your application before the deadline is entirely
yours.

e You should only copy/paste from a pure text file (.txt), using a simple
word processor (e.g. NotePad on Windows or TextEdit on Mac OS X), to
avoid inserting unnecessary spaces or incompatible characters.

¢ When going through the application form or moving between different
application forms, avoid using the ‘forward’ or ‘back’ buttons of your
browser.

e The recruitment tool supports most commonly used internet browsers.
If you encounter technical issues, please consider changing the browser
or clean the browser’s history.

e You can view your application form at any time, by clicking the My
submissions  button in the relevant career section on
careers.efsa.europa.eu.

e It is possible to modify your data and information directly in the
application form for a job vacancy until the closing deadline of the call.

For certain selection procedures you will be asked to answer some detailed additional
questions about your qualifications and experience. This information will be used by the
selection board to assess candidates and decide whom to invite for the next assessment
phase.
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Additional information about the selection procedure and information about the timing of
its different stages will be available and regularly updated on the EFSA website.

Before filling in the application form, it is important to understand that the general
candidate profile can be modified at any time and its content will pre-fill future
application forms.

3.1 General questions

The General Questions section contains a set of questions related to the eligibility criteria
as set up in the vacancy notice.

In particular, the questions refer to the general eligibility criteria (e.g. be a national of a
Member State of the European Union, Iceland or Norway; have a thorough knowledge of
one of the EU official languages and a satisfactory knowledge of another EU language)
and the specific eligibility criteria linked to the position (e.g. at least three (3) years of
hands-on experience acquired in the field of...).

The eligibility questions set up the first criteria that all candidates must meet in order for
their application forms to be evaluated in the next phase. It is very important to answer
as accurately as possible to these questions. Your application will be assessed solely on
the information provided in the application form. The questionnaire is an integral part of
it and will be used to screen your eligibility.

*

_ - efsam
M cCorcers  Selection process ety
EFSA Test, you are signed in. | My Account Options Sign Qut
Job Search My Jobpage
Applying for: Media Relations Officer (Job Number: EFSA/F/4/2016/06) Step 3 eut of 13 | Print/Email

Profile Personal General Job Specific Job Specific Employment y -
Review and

References . Dreferences ,  eSignamure i

General Questions

Questionnaire

To help us becter knowyou and further sssess your quslifications for this position, please snswer the following questions == accuratzly as
possible,

*1.Are you a national of a Member State of the European Union, Iceland or Norway and you enjoy full rights as a citizen?
Yes
No

*2.Do you have a university diploma of at least 3 years of study?
Yes
No

*3.Do you have at least 1 year of full-time professional experience relevant to the job gained after obtaining the required qualifications?
Ves
No

*4,0a you have theraugh knowledge of ane of the EU official languages (=.g. mather tangus, your first languzge) and goed knowledge of
another EU language (e.g. your second language)?
Yes
No

* 5,00 you meet the character requirements for the duties invelved [e.g. no-criminal record)?
Yas
No

*6.Have you fulfilled any obligations imposed by laws concerning military service?
Yas

No
Not spplicable
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3.2 Job specific competencies

The Job specific competencies section contains a set of competencies required for a
specific position and for which candidates need to self-assess themselves.

~ efsam

ﬁ Careers Selection process Furepnen Froe Sirty Sttty

EFSA Tast, you are signed in. | My Account Optians Sign Out

Job Search My Jobpage

Applying for: Media Relations Officer (Job Number: EFSA/F/4/2016/06] stensaror13 | Print/Email
Br=fil Parzzral Geraral Job Specific 2t Spacific P Employment o I
Uplzaa Information Quastions CompetencieliN Eduzatien Fistary Certiizatizrs Metivatizn

R fraferance U Revizw and
=fzrzrozs rafarzrzss =Sigraturs S

T T K

Job Specific Competencies Proficiency level
definitions
Beginner: you hays
rec=iv=d basic

Detailed Competencies training =o you can

Plzaz= fill cul the following compatencies svalustion form. Note that s previcus szs=ssment may slready have Be=n complet=d perfiorm the
during & previous application. Varly the answers and updals them, i necsssary. competency with
1. B-Working with Others some assistance.
) ) Intermediste: you
Proficiency Experience Last Used Interest have mmpkkdit

j==zt zr= =xp=rimncs

® None ® None ® Neve # None
" " e " successhully. Help
S=ginrer Less than L yzar Currant Low from 2n zxpart may
. R ) B= reguirsd frem
Int=rmediat= 1-3 years Last y=ar Madium tim= Tz time, But
Advancad 3-5 ymars 1-3 ymars ags High you can usually
partorm the
Sipart 5 ymarsor+ 3-5 ymars 2z R ]
S year ags + irdepardarctly.
: Advanced: you can
parlam the
2. B-Analysis and Problem Solving competency without
any sxsielance, Yoo
Proficiency Experience Last Used Interest ar= c=rtainky

rmzzgrized within

& hone # MNons & Never & MNon= B
Begirrer Less than 1 y=ar Current Low BT ES s
person to ask” about
Intarmedists 1-3 yare Last ymar Madium the competarcy.
Bdyancad 35 ymars 1-3 ymars ago High Expert: you have
- contribut=d in
Expart S ymamsor+ -5 yzam 230 developing, defining

or tuning-up this
campetency. Bxperts
zpzriar=cisly s=ms

5 y=ars ago +

3. English to you for advice.
. . Experience level
Proficiency Experience Last Used Interest definitions
& Nenz & Henz & Hever & HNenz Nane: if you never
had = job wharms you
Bmgirrer Less than 1 y=ar Currant Lew wers regquirsd te
Intarmedist= 1-3 years Last year Mesgium ;':‘:;‘ef_’c:‘
Advanced 3-5 yoars 1-3 ymars ago High Lestss Ehan 1 year:
Excpert Symamor + 35 ymars 2ge you have
7 v " s sccumulate
S ymars 2o + betwe=r 1 and 11

martis of wark
=xp=ri=ncs e
4, B-Resilience and mmpﬁ&ur& you had to perform
the czmpst=ry.
1 to 3 years: you
® Nzrs = Hzrs = Hever = Hzr= Pave accumulat=d
betwe=n 12 and 35

Proficiency Experignce Last Used Interest

Bagirrar Loz than 1 y=ar Curr=rt Law
Laxt

menths of work
=pmrizroz whers

Int=rmediat= 1-3 ymars Medium

mar

Competencies are instrumental in the delivery of desired results. They underpin your
overall capability as a professional for achieving a successful performance.

Competencies can be technical (i.e. knowledge and skills that you must have, or must
acquire, to perform effectively in a given role and work context) or behavioural (i.e. a set
of behaviours that relate to how you use your knowledge and skills, and how your
knowledge and skills are applied in the context of the job).
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3.3 Job specific questions

The Job specific questions section contains a set of questions aimed at evaluating
candidates’ knowledge and skills in relation to the job vacancy. Questions can be closed
(single/ multiple choice answer) or open (free text answer).

A % efsam

Careers Selection process Fuarpeas Feee Saiety Rutieity

EFSA Test, you are signed in. | My Account Options Sign Out

Job Search My Jobpage

Applying for: Media Relations Officer (Job Number: EFSA/F/4/2016/06) stepsawar13 | Print/Email
Fr=file Parezral Gararal Job Spesifiz Job Specific S Employmert o I
Uplzad Information Questicns Competarcies Questions Eduzatzn Histary Certifizatizrs Metvatizn

- Revien and
Rafrzrces Frafarzrces =Sigraturs bt

I T £

Job Specific Questions

Questionnaire

Fl=az= answer the following questions s accuratsly as possibls.

*1.How many y=ars of work sxperi=nce relevant to media relations/ joumalism do you have?
Non=
Loz than 1 y=ar
1 y=arzr mare but l=ss than 3 y=ars
3 ymarz or mors But less than § years

5 years or mor=

¥32 Flesss indicats the area(s) below for which you have advanced sxpertise, Select all that apply.
[l Answering enquiries from the press or other media representatives
Il Writing press releases and news stories about the work of an erganisation or media
1 Analysing and menitoring media coverage
! Coordinating media events and promotional activities
[ Pitching story ideas to media or editors
[ Preparing reactive lines to take and briefing documents
[ Acting as a spokesperson
[0 Facilitating interviews
[l Mone of the above

*3,Which zooisl megis tools have you uzed sxtersively in your werk? Selzct 2l that apgly.
[ Twitter
 LinkedIn
I Facebook
I Instagram
[ Mone of the above

¥4 Plaaz= indicate in which of the ar=a(z) below you Rave taken the lead. Select all that apphy.
[ Producing engaging communications content including messaging and narratives
I Distilling complex information for communicating to different audiences
[ Pitching content in a compelling way to editors orjournalists
[ Mone of the above

*5 What i in your opinion the main geal of metia relations?

Maximizing pesitive severags in the mass media
Buikfing strong netweork with joumalists

Incr=az= the crganisation’s visibility and r=putation

Candidates are asked to provide information, solutions or examples to describe how their
overall profile and achievements match the selection criteria listed in the vacancy notice.

You are advised to reply to the questions as accurately as possible and to ensure
consistency with the other parts of the application form. The job specific questionnaire
will be used by the selection board to evaluate candidates’ competencies, knowledge and
abilities related to the position.
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3.4 Motivation

The Motivation section contains a plain text field where you are asked to describe your
motivation for applying and the value added to the position. The additional field can be
used to include any relevant evidence not yet covered by the application form.

You should use this free text as an occasion to present yourself by way of a narrative
description. Tailoring the text to the requirements of the vacancy notice, while being
concise, concrete and focused on the most relevant achievements, is the best way to
present your profile to the evaluators.

The motivation letter should contain at least 300 characters and not more than 4 000.

A 5 efsam

Caresars Selection process Eusopuan Free Salety Sutheity

EFSA Test, you are signed in. | My Account Options Sign Out

Job Search My Jobpage

Applying for: Meadia Relations Officer (Job Mumber: EFSA/F/4/2016/06) StepIoweat13 | Print/Email

Pratile Persanal Ger=ral Job Specific | Job Specific B Employment .o e
Ugpload Infermation Questizn= Compatancies ! Questisn= Eduzatizn Hiistory Certilizatiznz SREten

Refer=nces

Review and

Prafarzrzzs =Sigraturs i

T e B

Motivation What is "plain
bext"?

Elain text haz ne
fzrmatting =t all

Plain Text Motivation Letter (Bt Rais, table,
Diescribe your motivation and the added vales you will Bring i the position. If you pasts the text, plesss not= that the crginal =tc.). It iz =oftwars
formatting will b= modified. Plain text has o style sl=ments, such as bullets, tables, bold=d characters, =tc. Maks surs the text iz | inS=pendent snd can
propady formatt=d, b= impart=d, rmad,
2nd =xpart=d by
Plain T=xt Mativation Lafter wirtially =vary
softwar= application.
Copy-paste a
rmativition letter
Tocaf and pamiz

mcivafiion lefier:

Opan e motivation lasar
Fla and Righiight e e
10 copf. Hold down Cirl +
© simaznecusif. The
teo0t i o comied Place
the cursor in e piain 1
motivation leter field and
Fioid down Ciri +V/
simuimassy Tre ma
B —
ke Motivation letter
maxcimum length
T maied i lengtn
e - oW I B a0 Wil o
Additional Information P
Provide any additional information regarding your qualifications, career objectives or any other details that could help us svaluste | crametos
your job submission.
Carzer Objectives
Tips
Use thes= fisids iz
provide any relevant
information missing
from your
employment
submission. E.g.:
explain why you ar
interested in warking
for our organization,
explain why you
Hhink you quality for
this pesition, detsil
your short tarm and
iorg term career
goals, =tc.
Fields macimum
length
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3.5 References

In the References section you have the opportunity to list references from your previous
jobs. References are individuals that are familiar with candidates’ capabilities and
educational training.

s

A - efsam
Carsers Selection process Py Sty Sy

EFSA Test. you are signed in. | My Account Options Sign Cut

Job Search My Jobpage

Applying for: Media Relations Officer (Job Number: EFSA/F/4/2016/06) ¥w Wk o33 | Print/Email
rws Ve ' G ! Comarm i+ S ) SRS Comtotions  Motwsien

B e

References Adding relerences
Te creale o
FETRPERDE, Thik ~ASI
Seferroe”. & new

Lo secton wchadeg
Lt yis Feteremees Delew o The Seder oY caelast pralermeoe SLalag wilh The mest mlevast ses Referesces st dnidusls TNeT  Gisrk feils pppEs
e Famdar Py wodk capabites aad your eduealeng Trasnng. Erfer pry relmvant
mfgmatge
Rty
Tyee references
Te rermewe 2
Mot Specified E ralernnes e e
at, dentify &, e
Pyl Namg L Mamy hck "Remove
Referenss”.
Reordering
Zelsbonshg Ham Iz have yow knowe tha perssn® references
T srdgr ryfyrpncy
Mot Specified EI ‘I" = ;:\'"
Up" or “Micww Dowr™
Emnployer Title o= b2 mach eolny
wrltll the relwvart
refgrence resches
Location the Swwred poslion,
Caurtry
Nat Spacified [«!

P Kumber Erad Adddre

It is possible to add or remove references by clicking Add Reference or Remove
Reference at the bottom of the page.

It is not compulsory to include references, but it is highly recommended.
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Why EFSA?

Develop your career as an EFSA scientific expert, staff member, visiting professional or
trainee. We are always looking out for exciting talent from a range of scientific
disciplines and other professions.

Working for EFSA means being part of a challenging, multicultural environment that can
offer you:

A rewarding mission: You will be part of an organisation that works to keep Europe’s
food safe.

Staff growth and development: We provide opportunities to help you develop
professionally, such as regular feedback on your work and training.

Multicultural work environment: You will work with experienced colleagues from all
over Europe and beyond.

Healthy lifestyle: We support your health and wellbeing. We organise a wide range of
welfare and recreation activities, such as sport teams and a community garden.

Life in Parma: Parma is situated in Northern Italy, in a beautiful area surrounded by
parks, vineyards, lakes and ancient castles. It is a culturally rich destination, close to
other important cities, such as Milan and Bologna.

Sign up for Job alerts and stay up to date with the latest professional opportunities at
EFSA that match your interest!
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