
 

 

At UNICEF UK, we promote equality, diversity and inclusion in our workplace. We live 

these out through our values and ways of working, and through creating an organisation 

and culture that represent and embrace the world around us. You can find out more about 

our diversity and inclusion strategy here. 

We make employment decisions by matching business needs with the skills and 

experience of candidates, irrespective of age, disability (including hidden disabilities), 

gender, gender identity or gender reassignment, marriage and civil partnership, pregnancy 

and maternity, race, religion or belief, or sexual orientation.   

We are committed to making sure that everyone who applies for a role with us experiences 

a fair, transparent, and inclusive process.  The information below sets out what we are 

doing now as well as some of our future plans.   

 

It matters to us that you have a positive experience of applying for a role with us so, we 

ask for your feedback.  At the end of a recruitment campaign, we will give you the 

opportunity to tell us about your experience.  We are always keen to hear any suggestions 

you have about how we can do better. 

Our diversity networks help us to plan how we will attract more diverse talent.  We do this 

so that we can make sure that the experience of diverse colleagues is reflected in how we 

recruit. 

We are always looking for ways to make an easier and better experience for candidates 

applying for our vacancies.  

 

I N C L U S I V E  J O B  D E S C R I P T I O N S  A N D  A D V E R T S  

We use online tools to check that the language in our job adverts is inclusive. 

 

We only ask for the minimum requirements needed for a role under our person 

specification so that we can appeal to the widest possible audience.  

 

https://www.unicef.org.uk/wp-content/uploads/2021/03/Our-Shared-Commitment-Extended-version.pdf
https://www.unicef.org.uk/wp-content/uploads/2020/07/UUK-DI-Strategy-2020-23.pdf


   

We value qualification by experience as much as qualifications gained through study. In 

fact, we avoid asking for qualifications unless it is not possible to carry out that role without 

a specific qualification.   

 

T R A I N I N G  

Before commencing recruitment, managers must attend specific diversity and inclusion 

training as well as recruitment and selection training.  Managers also have access to a 

range of resources (such as step by step guides for every stage of the recruitment process, 

templates and a question bank) to help make sure that we maintain a high standard that 

is consistent across the organisation. 

 

A D V E R T I S I N G  

We advertise our vacancies widely and we also use specialist websites and forums to 
target a diverse range of candidates. 
 
Our adverts explain what you can expect in the recruitment process for each role, including 
the dates for interview. 
 

H E L P  W I T H  Y O U R  A P P L I C A T I O N  

If you are applying for a role with us or thinking about applying, you may want to attend 
an information session. At the session colleagues talk about what it is like to work at 
UNICEF UK, what we look for, and you will have the opportunity to ask any questions you 
might have about applying for a role with us or working here. Any future information 
sessions will be announced and made available to applicants through our Careers page.  
 
If you need a different way to apply, please contact us: 
 
Phone: 0203 965 3609 
Email:  recruitment@unicef.org.uk  

 

S H O R T L I S T I N G  A N D  I N T E R V I E W I N G  

To reduce bias, your application will be anonymously reviewed by the shortlisting panel to 
ensure fairness.  Where we ask for your CV or résumé, it will only be available to the 
recruiting team after they have completed shortlisting. 
 
We prepare interview questions in advance, based on the requirements for the role and we 
will ask all candidates the same questions at interview. 
 
We give you as much information as we can, to help you prepare for your interview with 
us.  We tell you who you will meet and what to expect. including some of the questions 
we will ask you.  We are happy for you to contact us at recruitment@unicef.org.uk if you 
have any questions we haven’t covered. 
 
Our interviews take place online via Microsoft Teams. 

mailto:recruitment@unicef.org.uk
mailto:recruitment@unicef.org.uk


   

To allow as much time as possible for you to prepare, including reasonable adjustments, 
we will always give a week’s notice to attend a first round interview. 
 
We are proactive about making sure that everyone has the has the same access to every 

aspect of our recruitment and selection process so, we will ask at every stage, if you require 

any adjustments relating to a disability or a long-term health conditions, in order to make 

that possible. 

 
G U A R A N T E E D  I N T E R V I E W  F O R  D I S A B L E D  A P P L I C A N T S  

If you are a disabled person applying for a role with us, you can participate in our 

guaranteed interview scheme. This usually means if you meet the minimum criteria for a 

vacancy (typically an average score of 3 or higher), we will invite you for an interview for 

the role. There will be occasions where it will not be practicable or appropriate to interview 

all disabled applicants who meet the minimum criteria for example where we receive a 

high number of applications have been received for a vacancy or at a seasonal or high-

peak period. 

In these circumstances, we will select the disabled candidates who best meet the 

minimum criteria for the job rather than all that meet the minimum criteria, as we would 

for non-disabled applicants. 

 
 

I N V O L V I N G  D I V E R S E  P E O P L E  I N  T H E  R E C R U I T M E N T  P R O C E S S  

As much as possible, our interview panels are gender and ethnically diverse and the 
interview panel will usually include someone from another team. Depending on the role, it 
may also include a young person/people. 
 
You will sometimes get to meet other people in the team who are not on the main interview 
panel such as peers and direct reports so that you can find out even more about what it 
will be like to work with us. 
 

W O R K  S A M P L E  Q U E S T I O N S  A N D  T A S K S  

When you apply for a role, we will ask you specific questions that relate to the skills needed 
for the role.  Instead of CVs, we score your answers to these questions to decide who invite 
to interview.  Where we ask for your CV, it will only be available to the recruiting manager 
after they have completed shortlisting. 
 
If there is a task or an exercise to do as part of the interview, it will be based on real life 
examples because we think they are fairer and a much better indicator of how well you 
will do in the role than generic aptitude tests.  We think it will also give you a better idea 
of what the role will be like. 
 

O U R  V A L U E S   

We put Our Shared Commitment, at the centre of how we recruit.  We will ask you 
questions about this in your application and during your interview. If you are shortlisted.  
This way, we know that our new colleagues share our values and will promote an inclusive 
culture when they join us. 

https://www.unicef.org.uk/wp-content/uploads/2021/03/Our-Shared-Commitment-Extended-version.pdf


   

 

M O N I T O R I N G ,  R E V I E W I N G  A N D  C O N T I N U A L L Y  I M P R O V I N G  

We have experienced colleagues in our People team (some organisations call this Human 

resources or HR) who sit on a selection of interview panels every year, to help our 

managers make sure that we are maintaining the high standards we expect. 

We collect meaningful diversity information and we review this data for every stage of the 

recruitment process so that we can find out whether or not any aspects of our recruitment 

process may be making it harder for particular groups to get a job with us.  When you 

apply for a role with us, we will ask you to fill in a diversity information form.  You don’t 

have to give us this information when you apply for a role but, it really helps us to make 

sure that we are being fair to everyone. 

Ultimately, we want our workforce at all levels of the organisation to reflect the world 

around us.  To achieve this, we use the data we collect to decide the best course of action, 

and the actions we take will vary depending on the level of the role and what our data tells 

about our workforce at that level.  For example, where we advertise and what we say in 

our adverts. 

We regularly review our data to see how well the steps we take are working. From time to 

time, we will ask for feedback from past candidates, new colleagues and selection panels 

about their experience of our recruitment process. 

To reinforce our commitment to high standards of accountability, we also have plans to 

publish our diversity data.   

 

S A L A R Y  A N D  J O B  O F F E R S  

We are committed to pay equality and we know that some groups are less likely to 

negotiate salary than others and so we will always advertise the salary for a role. 

When you apply for a role with us, we will not ask for your current or previous salary so 

that we can avoid inheriting other organisations’ salary bias.  If you are successful, we will 

offer what we believe the role is worth, in line with what we advertised. 

 

P R E - B O A R D I N G  A N D  O N B O A R D I N G  

We have a fair background checking process in place.  We won’t carry out pre-employment 

checks (references and a criminal records disclosure) until you have been offered a position 

with us.  Having a criminal record will not necessarily bar you from working with us. It 

depends on the nature of the role you are applying for, and the circumstances of your 

offences. We publish our disclosure check policy so that everyone (internal and external) 

understands how we treat criminal records.   

If you are offered a role with us, we will be proactive about checking what access 

requirements you need, to be able to deliver your best in your new role with us.   

We will also ask about how we can support your mental wellbeing. 

https://www.unicef.org.uk/wp-content/uploads/2018/06/Disclosure-checks-website-version.pdf


   

 

T A L E N T  P I P E L I N E  

We offer apprenticeships and work placements to help a wider range of candidates to 

access opportunities at UNICEF UK.  We do this by partnering with external organisations 

such as the EY Foundation and Change 100, and universities such as the University of East 

London and City, University of London. 

We work with external partners and we use social media such as LinkedIn to help us reach 

diverse candidates who might not typically apply for a role with us. 

T H I R D  P A R T Y  S U P P L I E R S  A N D  A G E N C I E S  

Any agencies or third parties involved in recruitment at UNICEF UK must comply with our 

recruitment and selection policy. 

When we choose an agency or search firm to work, they must be able to show that they 

are genuinely committed to diversity and inclusion. For example, training for their 

consultants on diversity and inclusion and inclusive recruitment practices and taking steps 

to improve the diversity of their own organisations.  They must also have experience of 

prioritising diversity in previous recruitment campaigns. 


