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Consultant Management System 

Quick Guide 
 

The Consultant Roster Quick Guide  
1. Overview 
The new inspira upgrade delivers a new modern interface for users. The functionalities for creating a profile remain 
mostly the same, but the look and feel has changed. This Quick Guide provides step-by-step instructions for external 
applicants interested in consultant opportunities, in creating a profile, registering for the generic Consultant Roster for 
roster selection and applying to specific job openings 

Once registered in the roster, candidates can be reviewed by respective Programme Managers for existing consultancy 
opportunities and contacted as needed 

Registered candidates can update their information or withdraw from the roster anytime. Applications once submitted 
to a specific consultancy opening cannot be changed 

2. Getting Started 
a. Login to inspira 
b. From the Landing page, click on the Join/Update Consultant Roster Tile OR navigate to: Main Menu > 

Join/Update Consultant Roster  

 

1. Register in Consultant Roster 
a. Select General Expertise and Category from both drop-down lists. Add as many as necessary. You can have 

more than one entry for expertise and category, as necessary and qualified 
b. Add attachments to support your application such as licenses, training certificates, etc. 

c. Click  button to proceed 
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d. You are taken to the Welcome page (Step 1) of the inspira JO Application Form. There is a total of 9 Steps in the 

Application Process. On the Let’s Start page (Step 2), you can select how to apply for the Consultant Roster, 
there are 3 options: 
 Replicate from an existing or previous application 
 Build a new application 
 Load from file 

 

e. If you select the Replicate from an existing application option, then you click the  icon to search for an 

existing job you would like to replicate and click  to continue 

 

f. Work through all Steps in the Application process and at the Review/ Submit step, click on the  
button to submit your application 

 

2. Update the Consultant Roster 
a. Login to inspira 
b. From the Landing page, navigate to: Main Menu > Join/Update Consultant Roster or Click on the Join/Update 

Consultant Roster Tile 

c. Click on  button and follow the process 
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3. Withdraw from the Consultant Roster 
a. Login to inspira 
b. From the Landing page, navigate to: Main Menu > Join/Update Consultant Roster or click on the Join/Update 

Consultant Roster Tile 

c. Click on the  button 

 

 Note: If you have withdrawn from the Consultant Roster you will be able to register again in the Consultant 
Roster if needed 

4. Apply for a specific consultancy Job Opening 
a. Login to inspira 
b. From the Landing page, click on the Search button on the Job Search Tile 
c. You can enter the specific Posting Title if you know it OR  
d. For the Job Opening Type, select Consultancies from the drop-down list 
e. Click Search to view all Consultant Job Openings 

 

The list of posted Jobs will appear under Search Results 

f. select the check box next to the job you are interested in and click on the  button 
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Note: If your profile is not 100% complete you will be required to complete your profile first 

g. Go through the 9 Application Process Steps, from Welcome to Review/ Submit 

h. Review all the details you have entered in the last step and click on the  button to submit your 
application 

 

i. Select the I agree to these terms radio button and click on the  button 

 

j. To view the status of your application, from the Landing page, click on the My Applications Tile 
k. Your applications will appear in the My Applications table 
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Note:    An email notification will be sent to the applicant after applying for a job opening, confirming their 
application has been received. 


