
How to Create an Administrative Profile 
 

 
1. After creating an Inspira profile at https://inspira.un.org/ and logging in, please click on 

the MY APPLICATIONS icon in the Applicant Activity Center. 

 
 

 
 

https://inspira.un.org/


 
2. Click on the CREATE DRAFT APPLICATION icon. 

 

 
3. Select the option to BUILD A NEW APPLICATION and select NEXT. 

 

 
 



4. Note that on the next screen (JOB REQUIREMENTS), it will indicate no job is selected 
and there will be no job-specific screening questions. This is because, as indicated, the 
fellowship is not associated with any published job opening in Inspira. Select NEXT. 

 

 
 

5. Fill in the requested information in EDUCATION/LANGUAGES, 
EXPERIENNCE/REFERENCES, MOTIVATION STATEMENT, and OTHER INFORMATION, 
clicking NEXT to advance to each subsequent screen. 

 
6. On the final REVIEW/SUBMIT screen, the SUBMIT APPLICATION button will be greyed 

out. SAVE your application and then select EXIT after saving. 
 

 
 
 
 
 
 
 
 
 
 



7. On the MY APPLICATIONS page, the draft application will now be present, with an 
indication of NO JOB SELECTED (this is normal for the fellowship application) 

 

 
 
 

8. Click on the Printer Icon under the View/Print Admin. Profile* heading. This will 
generate a PDF of the Administrative Profile (AP) that was just created. 
 

9. Save the AP document as a PDF. 
 

10. Please send the saved Administrative Profile (AP) along with other required documents 
to: recruitmentppost@un.org 


