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JOB APPLICATION INSTRUCTIONS 

 

HOW TO ACTIVATE THE P11 

YOU MUST  ACTIVATE THE P11 BEFORE OPENING IT.  

 

1. Download the P11 and click and save it to your computer by clicking Save. 

 

 
 

 

 

 

 

 

 

 

 

 



  
 

2. Locate the computer location where you saved the P11 

 

 

 
 

3. Select the P11 Excel file, Right click and select the properties. 

 
 

 

 

 

 

 



  
 

 

4. If the Unblock box is visible, tick the Unblock check box and select Apply then click OK. 

 

 
 

If the Unblock box is not visible, Click Ok to continue. 

 

 
 

 



  
 

5. Next, Open the P11 excel file. Should you see the SECURITY WARNING. Please click the Enable 

Content button to enable the Macros. 

 

 
 

 

 

 

 

6. After Enabling the Macros, the following screen will display. Click on OK to continue. 

 

 
 

 

 

 

 

 



  
 

HOW TO COMPLETE THE DETAILS IN P11 

 

7. Carefully read the first tab SECTION 01-JOB INFO then click the START APPLICATION PROCESS 

button on the top right corner. 

 

 
 

There are 5 Sections/tabs in the P11 Excel sheet which are consequently displayed on clicking 

MOVE TO THE NEXT SECTION. YOU MUST FILL IN YOUR INFORMATION IN ALL THE 5 

SECTIONS/TABS. 

 

 
 

 

8. Section 02- PERSONAL PROFILE tab will be displayed. Fill in all the necessary information. At the 

bottom of each tab there are 2 buttons to move to the next Section or to the previous Section. 

 

 

 



  
 

 

 

 

 

 

 

 



  
 

 

 

9. After completing Section 02, Click on MOVE TO NEXT SECTION. This will display Section 03 – 

EDUCATION & LANGUAGES. Again, fill in all the details and click MOVE TO NEXT SECTION at the 

bottom of the page. 

 

 

 

 

 



  
 

10. After completing Section 03, Click on MOVE TO NEXT SECTION. Section 04-WORK HISTORY is 

displayed. As usual, enter all necessary details and click on MOVE TO NEXT SECTION at the bottom 

of the page. 

 

 

 



  
 

11. Next is Section 05- SCREENING QUESTIONS. Please provide complete answers to each question, 

highlighting all relevant experience or qualifications in your response, specifying the year (s) 

which the experience or qualification was obtained.  

 

 

 

 

12. On completion, save the P11 Excel document and email it with the REQUIRED 

ATTACHMENTS to  monusco-ns-talentacquisition@un.org  
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