SPECIMEN CALL WHEREBY ADMISSION TO THE PUBLIC SERVICE IS DONE THROUGH A PUBLIC EXAMINATION

EXAMINATION FOR THE ENTRY INTO THE GRADE OF ___________
IN THE MALTA PUBLIC SERVICE

1. The Director and Board of Local Public Examinations notify that a competitive public examination will be held for the filling of posts of ________ in the Malta Public Service. The post carries a salary of €________ per annum, rising by annual increments of €________ up to a maximum of €________ per annum (Salary Scale ________).

2. A ________ will progress to Scale ________ (€________x € ________ - €________) on completion of ________ years service in the grade, subject to satisfactory performance.

3. The appointment, which is subject to a probationary period of one year
, is on a full-time basis and is subject to the rules and regulations governing from time to time the Malta Public Service and involves liability to transfer according to the exigencies of the Malta Public Service.

4. The duties of an officer in the grade of ________ include:

________
________
________.

5. (i)
By the closing time and date of this call for applications (12.30pm Friday, ________) candidates must:

EITHER

(a) be in possession of ________
OR

(b) be public officers in the Malta Public Service holding a substantive appointment in the Grade of ________.

(ii)
Candidates who do not hold a substantive appointment in the Malta Public Service must be:



(a)
citizens of Malta; or



(b)
citizens of another European Union member state; or



(c)
citizens of other countries to which the EU provisions on free movement of persons apply (In case of difficulty the Ministry of Foreign Affairs is to be consulted regarding the countries to which EU provisions apply); or


(d)
the spouse and children, even if they are third country nationals, of any person mentioned at (a), (b) and (c) above, provided they are eligible to work in Malta under current legislation.  This should be determined with the advice of the Director, Citizenship and Expatriate Affairs, Ministry of Foreign Affairs;

The appointment of candidates referred to at (b), (c) and (d) above would necessitate the issue of an employment licence in so far as this is required by the Immigration Act and subsidiary legislation.


(iii)
be of good moral character (a certificate of conduct issued by the Police or other competent authority within six months prior to the closing date of applications should be provided); and


(iv)
state whether they have ever been in Government Service, giving details.


(v)
candidates who hold a substantive appointment in the Malta Public Service must produce an up-to-date Service and Leave Record Form (GP47).

6.1
Qualifications and experience claimed must be supported by certificates and/or testimonials, copies of which should either be attached to the application or sent separately to the receiving Department by not later than ten (10) working days from the closing date.  Scanned copies sent electronically are acceptable.

6.2
Original certificates and/or testimonials are to be invariably produced for verification at the interview. 

6.3
It is the responsibility of the applicants, in possession of qualifications awarded by Maltese or foreign Universities/tertiary education or other institutions (excluding qualifications awarded by the University of Malta, Malta College of Arts, Science and Technology, Institute of Tourism Studies and Institute for Conservation and Management of Cultural Heritage) to produce a recognition statement on comparability of qualifications issued by the Malta Qualifications Recognition Information Centre (MQRIC) within the Ministry of Education, Culture, Youth and Sport or the designated authority, as applicable, which statement should be attached to the application and the original presented at the interview. Candidates not in possession of this statement may still apply, provided that they submit a copy of the statement, issued by the pertinent authority, to the receiving department as soon as available and, in any case, by not later than one month from the closing date of the call for applications. Applicants who fail to present the required statement within the one-month period for reasons beyond their control, may request an extension of this time limit, up to a further one month, to the Head of Department receiving the applications, indicating clearly the reasons for the delay. Extensions beyond this period are to be submitted for the consideration of the Public Service Commission.
7,
Candidates will be held personally responsible for the genuineness of the certificates presented and declarations made. Any irregularity in this regard will automatically disqualify a candidate and render him/her liable to Court or any appropriate disciplinary action.

8.
The examination shall be conducted by a panel of examiners under the direction of the Board of Local Public Examinations.

9.
The Board of Local Public Examinations shall have power to deal summarily with any candidate who, while the examination is in progress, is found guilty of misconduct or of any breach of the instructions issued for the guidance of candidates.

10.
The Board of Local Public Examinations reserves the right to annul the examination if any irregularity is detected in connection therewith.  Such annulment may be in respect of the whole examination even if the detected irregularity is in respect of only one subject or a particular stage of the examination.

11.
Application forms may be obtained from the Department of Examinations, Floriana or the Examinations Centre, Lyceum Complex, Victoria, Gozo, or directly from the Department of Information website on www.doi.gov.mt/EN/employment_opp/default.asp or the Examinations Department website on www.exams.gov.mt from the date of publication of this notice.

12.
Applications to sit for the examination accompanied by an examination fee of €________ will be received at the Department of Examinations, Floriana, and at the Examinations Centre, Lyceum Complex, Victoria, Gozo, by not later than 12:30 p.m. of Friday, ________.

13.
The examination shall consist of a written examination under Part I and an Extended interview under Part II, both of which are compulsory.

PART ONE

Two 3-hour papers, one in ________ and the other in ________ designed to test ________.

	Subject
	Time allowed
	Marks

	
	
	Max.
	Min.

	     
	  hour/s
	   
	   

	     
	  hour/s
	   
	   


A full syllabus may be obtained from the Director of Examinations.

PART TWO

Extended interview (max. – ________ marks; min. – ________ marks)

14 
The interview is designed to assess the candidates’ personal qualities such as intelligence, alertness, personality, communicative ability and the potential to achieve a high standard of performance and to occupy a position of responsibility. Only candidates who are successful in the two written papers of Part One will be asked to attend for an extended interview.

15.
The result will be published by the Director of Examination and exhibited on the notice board of the Examinations Department.  A notification of the issue of the result will be duly published in the Government Gazette and will also appear on the website of the Examinations Department where it may be accessed at http://www.exams.gov.mt.

16.
The final order of merit of successful candidates shall be determined by the total marks gained in the written examination and in the interview. In the case of Government employees obtaining the same number of marks, precedence will be regulated according to the established norms, but these same employees will enjoy precedence over non-government employees. If these measures do not form a determining factor, seniority in age will be taken into account in establishing the order of merit.

17.
Persons registered with the National Commission for Persons with a Disability (NCPD) may be given reasonable accommodation in terms of Section 7 of the Equal Opportunities (Persons with Disability) Act, 2000, even if they do not satisfy in full the eligibility requirements for this post provided they can carry out, in essence, the duties related to the post and subject to the concurrence of the Management and Personnel Office and approval of the Public Service Commission.


Representations in terms of this clause should be attached to the application forms and supported with relevant documents which must also include documentary evidence of registration with the NCPD.  Reasoned justifications should be given to substantiate the lack of full eligibility requirements and why reasoned considerations are merited. All correspondence is to be addressed to the receiving Department and copied to the NCPD.

18. 
Successful applicants will be appointed to the Grade of _________ subject to availability of vacancies.
19.
The selected applicants will be medically examined to ascertain that they are fit for the post.

20.
The examination will be valid up to one (1) year from the publication of the final result.

21.
Under no circumstance will applications which are not received within the specified time limit be considered.

(Maltese Version)

EŻAMI GĦAD-DĦUL TA’ ________
FIS-SERVIZZ PUBBLIKU TA’ MALTA

1. Id-Direttur u l-Bord ta’ l-Eżamijiet Pubbliċi Lokali jgħarrfu li ser isir eżami kompetittiv biex jimtlew postijiet ta’ ________ fis-Servizz Pubbliku ta’ Malta. Il-post għandu salarju ta’ €________ fis-sena, li jiżdied b’€________ fis-sena sa massimu ta’ €________ fis-sena (Skala Salarjali ________).

2. Persuna fil-grad ta’ ________ titla’ fi Skala ________ (€________x €________ - €________) wara ________ snin servizz fil-grad, jekk tkun qdiet dmirha b’mod sodisfaċenti.

3. Il-ħatra, li tkun bi prova għal sena
, hija full-time u taqa’ taħt ir-regoli u r-regolamenti li jkunu fis-seħħ minn żmien għal żmien fis-Servizz Pubbliku ta’ Malta u persuna nominata tista’ tiġi trasferita skond l-esiġenzi tas-Servizz Pubbliku ta’ Malta.

4. Id-dmirijiet ta’ ________ jinkludu:

________
________
________.

5. (i)
Sal-ħin u d-data ta’ l-għeluq ta’ din is-sejħa għall-applikazzjonijiet (12.30pm tal-Ġimgħa, ________) il-kandidati għandhom:

JEW

(a)
 ikollhom ________
JEW

(b) 
ikunu uffiċjali pubbliċi fis-Servizz Pubbliku ta’ Malta li jkollhom ħatra fil-grad sustantiv ta’ ________
(ii)
Il-kandidati li m’għandhomx grad sustantiv fis-Servizz Pubbliku ta’ Malta għandhom:

(a)
ikunu ċittadini ta' Malta;

JEW




(b)
ikunu ċittadini ta' Stat ieħor Membru ta' l-Unjoni Ewropea;

JEW

(c)
ikunu ċittadini ta' pajjiżi oħra li għalihom japplikaw id-dispożizzjonijiet ta' l-UE dwar il-moviment ħieles tal-persuni (f'każ ta' diffikulta l-Ministeru ta' l-Affarijiet Barranin għandu jiġi kkonsultat dwar dawk il-pajjiżi li għalihom japplikaw il-dispożizzjonijiet ta' l-UE);

JEW


(d)
il-konjuġi u tfal, anki jekk huma ċittadini ta’ pajjiż terz, ta’ dawk il-persuni msemmija f’(a), (b) u (c) hawn fuq, sakemm huma eliġibbli li jaħdmu f’Malta skond leġiżlazzjoni eżistenti. Dan għandu jkun stabbilit fuq il-parir tad-Direttur, Dipartiment taċ-Ċittadinanza u Expatriates, Ministeru ta' l-Affarijiet Barranin;  

Il-ħatra ta’ kandidati msemmija f'(b), (c) u (d) hawn fuq hija suġġetta għall-ħruġ ta’ liċenzja tax-xogħol f’dawk il-każijiet fejn din hija meħtieġa skont l-Att dwar l-Immigrazzjoni u leġizżazzjoni sussidjarja. 

(iii)
ikunu ta’ karattru morali tajjeb (għandhom jippreżentaw ċertifikat ta’ kondotta mill-Pulizija maħruġ fi żmien sitt xhur mid-data ta’ l-għeluq ta’ meta jintlaqgħu l-applikazzjonijiet); u

(iv)
jindikaw jekk qatt kinux impjegati mal-Gvern u jagħtu d-dettalji.

(v)
Kandidati li għandhom grad sustantiv fis-Servizz Pubbliku ta’ Malta għandhom jippreżentaw l-aħħar Service and Leave Record Form (GP47).

6.1
Il-kwalifiki u l-esperjenza li l-persuna jkollha għandhom jintwerew b’ċertifikati u/jew dokumenti, illi kopja tagħhom għandha tkun jew mehmuża ma’ l-applikazzjoni jew jintbagħtu separatament lid-Dipartiment konċernat mhux aktar tard minn għaxart (10) ijiem ta’ xogħol mid-data ta’ l-għeluq.  Kopji mgħoddija bl-iscanner huma aċċettabbli. 

6.2
Id-dokumenti oriġinali għandhom, mingħajr eċċezzjoni, jintwerew waqt l-intervista.

6.3
Hija r-responsabilta` ta’ l-applikanti li jkollhom kwalifiki maħruġa minn Universitajiet/istituzzjonijiet edukattivi terzjarji jew istituzzjonijiet oħra, Maltin jew barranin (esklużi kwalfiki mogħtija mill-Universita ta’ Malta, il-Kulleġġ Malti tal-Arti, Xjenza u Teknoloġija, Istitut għall-Istudji Turistiċi u l-Insitute for Conservation and Management of Cultural Heritage), li juru dikjarazzjoni ta’ rikonoxximent dwar il-komparabilita` ta’ kwalifiki maħruġa miċ-Centru Malti għal Rikonoxximent ta’ Kwalifiki u ta’ Informazzjoni fil-Ministeru ta’ l-Edukazzjoni, Kultura, Żgħażagħ u Sport jew l-awtorita` kompetenti, skond il-każ, liema dikjarazzjoni għandha tiġi mehmuża ma’ l-applikazzjoni, bl-oriġinali tintwera waqt l-intervista.  Dawk il-kandidati li għad m’għandhomx din id-dikjarazzjoni jkunu jistgħu japplikaw, iżda jridu jibagħtu kopja tad-dikjarazzjoni, maħruġa mill-awtorita` pertinenti, lid-dipartiment riċeventi kif tkun għad-dispożizzjoni tagħhom u, f’ebda ċirkustanza, mhux aktar tard minn xahar mid-data ta’ l-għeluq tas-sejħa għall-applikazzjonijiet. Applikanti li ma jilhqux jippreżentaw din id-dikjarazzjoni fi żmien xahar għal raġunijiet mhux fil-kontroll tagħhom, jistgħu jitolbu għal estensjoni b’xahar ieħor lill-Kap tad-Dipartiment fejn qed jintlaqgħu l-applikazzjonijiet, u jindikaw b’mod ċar ir-raġunijiet għad-dewmien.  Talbiet għal estensjonijiet itwal minn dan il-perjodu għandhom jiġu sottomessi għall-kunsiderazzjoni tal-Kummissjoni dwar is-Servizz Pubbliku.
7.
Il-kandidati jinżammu personalment responsabbli għall-ġenwinità taċ-ċertifikati li jiġu preżentati u d-dikjarazzjonijiet li jsiru. Kull irregolarità f’dan irrigward tiskwalifika awtomatikament lill-kandidat u dan ikun jista’ jitressaq il-Qorti jew tittieħed xi azzjoni dixxiplinarja kontrih.

8.
L-eżami jitmexxa minn panel ta’ eżaminaturi taħt id-direzzjoni tal-Bord ta’ l-Eżamijiet Pubbliċi Lokali.

9.
Il-Bord ta’ l-Eżamijiet Pubbliċi Lokali jkollu s-setgħa li jitratta b’mod sommarju ma’ kull kandidat li waqt li jkun qed isir l-eżami, jinstab ħati ta’ mġieba ħażina jew ta’ xi ksur ta’ l-istruzzjonijiet maħruġa biex jimxu fuqhom il-kandidati.

10.
Il-Bord ta’ l-Eżamijiet Pubbliċi Lokali jzomm id-dritt li jħassar l-eżami jekk tinstab xi irregolarita’ dwar dan l-ezami.  Tħassir bħal dan jista jkun dwar l-eżami kollu, ukoll jekk l-irregolarita li tinstab tkun dwar suġġett wieħed biss jew stadju partikolari ta’ l-eżami.

11.
Il-formoli ta’ l-applikazzjoni jistgħu jinkisbu mid-Dipartiment ta’ l-Eżamijiet, Floriana jew, miċ-Ċentru ta’ l-Eżamijiet, Lyceum Complex, ir-Rabat, Għawdex, jew direttament minn fuq il-website tad-Dipartiment ta’ l-Informazzjoni fuq www.doi.gov.mt/EN/employment_opp.default.asp jew mill-website tad-Dipartiment ta’ l-Eżamijiet fuq www.exams.gov.mt mid-data tal-pubblikazzjoni ta’ dan l-avviż.

12.
L-applikazzjonijiet biex persuna toqgħod għall-eżami flimkien mal-ħlas ta’ l-eżami ta’ €_______ jintlaqgħu mid-Dipartiment ta’ l-Eżamijiet, il-Furjana, kif ukoll fiċ-Ċentru ta’ l-Eżamijiet, Lyceum Complex, Rabat, Għawdex, sa mhux aktar tard minn 12.30pm tal-Ġimgħa _______________.
13.
L-eżami jkun jikkonsisti f’eżami bil-miktub fl-Ewwel Parti u Intervista fit-Tieni Parti, it-tnejn huma obbligatorji.

L-EWWEL PARTI

Żewġ karti ta’ tliet siegħat il-waħda, waħda ________ u l-oħra bil-________, maħsuba biex jeżaminaw il-kandidati ________.

	Suġġett
	Ħin
	Marki

	
	
	Mass.
	Min.

	     
	     
	   
	   

	     
	     
	   
	   


Sillabu komplut jista’ jinkiseb mingħand id-Direttur ta’ l-Eżamijiet.

IT-TIENI PARTI

Intervista estiża (mass. – ________ marka; min. – ________ marka)

14.
L-intervista hi maħsuba biex teżamina l-kwalitajiet personali tal-kandidati, bħal ma huma intelliġenza, sveltezza, personalità, kapaċità li jikkomunikaw u l-potenzjal li jiksbu livell għoli fil-grad ta’ dmirijiethom u biex jokkupaw pożizzjoni ta’ responsabbilità. Ikunu jistgħu jagħmlu biss l-intervista estiża dawk il-kandidati li jgħaddu miż-żewġ karti bil-miktub ta’ l-Ewwel Parti.

15.
Ir-riżultat jiġi ppublikat mid-Direttur ta’ l-Eżamijiet u jkun esibit fuq in-notice board tad-Departiment ta’ l-Eżamijiet.  Avviz dwar il-ħruġ tar-riżultat jiġi ippublikat fil-Gażżetta tal-Gvern u jitnizzel ukoll mill-Website tad-Dipartiment ta’ l-Eżamijiet fuq http://www.exams.gov.mt .

16.
L-ordni finali tal-mertu tal-kandidati li jgħaddu jkun determinat mill-marki totali miksuba fl-eżami bil-miktub u fl-intervista. Fil-każ ta’ impjegati tal-Gvern li jiksbu l-istess numru ta’ marki, tingħata preċedenza fuq normi stabbiliti, iżda dawn l-impjegati jkollhom preċedenza fuq impjegati li ma jkunux mal-Gvern. Jekk dawn il-miżuri ma jkunux fattur determinanti, l-anzjanità fl-età tiġi kkunsidrata biex jiġi stabbilit l-ordni tal-mertu.

17.
Persuni rreġistrati mal-Kummissjoni Nazzjonali għall-Persuni b'Diżabilita' (KNPD) jistgħu jgawdu minn 'bdil raġonevoli' skond Sezzjoni 7 ta' l-Att dwar Opportunitajiet Indaqs (Persuni b'Diżabilita'), 2000, anke jekk ma jkunux jissodisfaw ghal kollox il-parametri ta' l-eliġibilita' għall-post. Dan basta ikunu jistgħu jwettqu d-dmirijiet relatati mal-post fl-essenza tagħhom, u sakemm ikun hemm qbil min-naħa tal-Management and Personnel Office u approvazzjoni tal-Kummissjoni dwar is-Servizz Pubbliku.


Is-sottomissjonijiet skond din il-klawsola għandhom jintbagħtu mal-formola ta' l-applikazzjoni u għandhom ikunu msaħħa b'dokumenti relevanti li jinkludu evidenza dokumentata tar-reġistrazzjoni ta' l-applikant/a mal-KNPD. Għandhom jingħataw ġustifikazzjionijiet raġunati mill-applikant/a għaliex ma jissodisfax/tissodisfax il-parametri kollha ta' l-eliġibilita' u għaliex huma mistħoqqa kunsiderazzjonijet speċjali. Il-korrispondenza kollha għandha tiġi indirizzata lid-Dipartiment riċeventi u tkun ikkuppjata lill-KNPD.

18.
Il-kandidati magħżula jinħatru ________________ skont il-vakanzi li jinħolqu.
19.
Il-kandidati magħżula jkunu meħtieġa jagħmlu eżami mediku biex jiġi aċċertat li jkunu jistgħu jaqdu sewwa dmirijiethom.

20.
L-eżami jkun validu sa sena mill-pubblikazzjoni tar-riżultat finali.

21.
Taħt ebda ċirkostanza ma jiġu kkunsidrati applikazzjonijiet li ma jaslux fiż-żmien speċifikat.

� Calls, where applicable, are to carry reference to gender-inclusiveness immediately after the title of the call, as follows: “In accordance with clause 3.1 of the current Collective Agreement, nomenclatures denoting the male gender include also the female gender”.


� Unless a different period is specified


� Fejn hu applikabbli, għandha tidħol din is-sentenza immedjatament wara t-titlu tas-sejħa: ‘’Skont klawsola 3.1 tal-Ftehim Kollettiv kurrenti, nomenklaturi li jindikaw il-maskil jinkludu wkoll il-femminil.’’


� Perjodu ieħor jista jkun definit.





