SPECIMEN SERVICE-WIDE CALL FOR APPLICATIONS FOR POSITION/S

	OPM/MPO/_______
	MPO Circular No. _______/_______


	
	MANAGEMENT & PERSONNEL OFFICE

Office of the Prime Minister

Auberge de Castille

Valletta VLT 2000

Date: _______


To:
Permanent Secretaries


Directors-General


Directors


Heads of Public Sector Organisations

ENGAGEMENT ON ASSIGNMENT
IN THE POSITION OF _______ IN THE DEPARTMENT/DIVISION OF _______

1. The Public Service Commission invites applications from serving public officers in the Malta Public Service for the position/s of _______ in the _______.  Serving public officers in the Malta Public Service who are on secondment or on loan to Public Sector Organisations may also apply.

2.1. The selected candidate will enter into a _______-month/year assignment as a _______ in the _______. Unsatisfactory performance as _______ during the assignment period will lead to termination of the assignment.
2.2.
This position is regulated by Regulation ______
 of LN 51/2007, as amended by LN 239/2008, this being a position ______________________________
, which constitutes an objective reason in terms of the same Legal Notice.

2.3.
If a selected candidate is a Public Officer holding a substantive grade in the Malta Public Service, he/she will retain his/her substantive grade during the assignment period and will revert to his/her substantive grade on termination of assignment.  In the case of a selected candidate who is not a Public Officer holding a substantive grade in the Malta Public Service, his/her employment with the ___________ as well as with the Maltese Government will be discontinued in case of termination of assignment.

2.4.
If a selected candidate is a Public Officer holding a substantive grade in the Malta Public Service and is appointed to a grade with a Salary Scale higher than Scale _______, he/she will be expected to relinquish the duties of _______ and be transferred to duties pertinent to his/her new grade.  However, if the substantive salary of a selected candidate becomes higher than the _______
 through progression, he/she will be allowed to complete his/her term of engagement as provided by the assignment in force.

3.
The salary attached to the position of _______ is €_______ / the minimum/mean/maximum point of salary scale _______ (currently €_______ ) / that of salary scale _______ (which in the year _______ is €_______ per annum rising by annual increments of €_______ up to a maximum of €_______ )
 .  In the case of a selected candidate holding a substantive grade in the Malta Public Service, for the purpose of the 1937 Pensions Ordinance (if applicable), the difference between the salary to which the selected candidate is entitled by virtue of the substantive grade and the salary of the position will be paid as a non-pensionable allowance.

4.
The duties of _______ in the _______ include:

_______
_______
_______.

5.
By the closing date and time of this call for applications, applicants must be:

(a) _______
OR

(b) _______.

6.
Due consideration will be given to applicants who have _______
.

7.
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 position provided they can carry out, in essence, the duties related to the position 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.
8.1
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.

8.2
Original certificates and/or testimonials are to be invariably produced for verification at the interview. 

8.3
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.
9.1
Eligible applicants will be interviewed by a Selection Board to assess their suitability for the position.

9.2
The result of the interviews will be published by the Public Service Commission and exhibited on the notice board of the Office of the Public Service Commission and that of the Department of __________________
.  

9.3
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 PSC where it may be accessed at http://www.psc.gov.mt.  A press notice will also be issued to all local media organisations.

9.4
Petitions objecting to the result in terms of Section 1.1.10 of the Public Service Management Code are to be submitted to the Secretary, Public Service Commission, the Palace, Valletta, copying to the Head of the Department wherein the vacancy to be filled lies.  Petitions are to reach the Commission and the Head of Department within 10 working days from the date of publication in the Government Gazette of the notice of the issue of the result.

10.
Application forms may be downloaded from the following websites:-

www.doi.gov.mt/EN/employment_opp/recruitenglish.pdf 

www.mpo.gov.mt/downloads/recruitenglish.pdf
or obtained from the __________________
.

11.
Applications, together with a Service and Leave Record Form (GP47), will be received in the first instance by __________________
 at __________________6 by not later than noon (Central European Time) of Friday, __________________.

12.
Applications received from abroad through a fax or other similar message by noon (Central European Time) of Friday, ___________________
 may be considered provided that all requisite details are given. The formal application duly signed by the applicant must reach the __________________ by not later than one week after the closing date together with an explanation for the delay. The fax number of the receiving __________________ is __________________.

13.
(a)
Applications delivered by hand will be acknowledged in writing by __________________ and a receipt will be given in hand at the time of delivery.

(b) Applications by post should be sent by registered mail in sufficient time to ensure delivery by the above deadline. The applications will be acknowledged in writing by the __________________ within seven (7) days.

____________________

Director General

Management and Personnel Office

(Maltese Version)

OPM/MPO/_______
Cirkulari tal-MPO Nru. _______/_______
MANAGEMENT AND PERSONNEL OFFICE

Ufficcju tal-Prim Ministru

Berga ta’ Kastilja

Valletta
VLT 2000

Data:
_______
Lis-
Segretarji Permanenti

Lid-
Diretturi Generali

Lid-
Diretturi

Lill-
Kapijiet ta’ Organizzazzjonijiet fis-Settur Pubbliku

INGAĠĠ FUQ ASSIGNMENT FIL-POŻIZZJONI TA’

_______ FID-DIPARTIMENT/DIVIŻJONI TA’ _______

1.
Il-Kummissjoni dwar is-Servizz Pubbliku tilqa’ applikazzjonijiet minn uffiċjali pubbliċi fis-Servizz Pubbliku ta’ Malta għall-pożizzjoni/jiet ta’ _______ fid-_______. Uffiċjali pubbliċi fis-Servizz Pubbliku ta’ Malta li huma sekondati ma’ jew mislufin lill-Organizzazzjonijiet fis-Settur Pubbliku jistgħu japplikaw ukoll.

2.1.
Il-persuna magħżula tidħol f’assignment ta’ _______ xhur/snin bħala _______ fid-_______.  Persuna li ma tkunx tat sehem sodisfaċenti bħala _______ matul il-perjodu tal-kuntratt ikollha l-assignment tagħha terminat.

2.2.
Din il-pożizzjoni hija regolata minn Regolament _______
 ta’ AL 51/2007, kif emendat permezz ta’ AL 239/2008, peress li din hija pożizzjoni _________________________
, u għalhekk teżisti raġuni oġġettiva skond l-istess Avviż Legali.

2.3.
Jekk il-persuna magħżula tkun Uffiċjal Pubbliku li għandha grad sustantiv fis-Servizz Pubbliku ta’ Malta, hija żżomm il-grad sustantiv tagħha waqt il-perjodu tal-assignment u terġa’ lura għall-grad sustantiv tagħha meta jintemm il-assignment. Fil-każ ta’ persuna li ma tkunx Uffiċjal Pubbliku li għandha grad sustantiv fis-Servizz Pubbliku ta’ Malta, l-impjieg tagħha ma’ _______ kif ukoll mal-Gvern Malti jintemm fil-każ li jiġi tterminat il-assignment.

2.4.
Jekk il-persuna magħżula tkun Uffiċjal Pubbliku li għandha grad sustantiv fis-Servizz Pubbliku ta’ Malta, u waqt il-perijodu tal-assignment, tinħatar fi grad bi skala ta’ salarju ogħla minn Skala _______, hija tkun meħtieġa li tħalli d-doveri ta’ _______ u tkun trasferita għal doveri li jikkorrispondu mal-grad il-ġdid tagħha. Iżda, jekk is-salarju sustantiv tal-persuna magħżula jitla’ għal aktar minn _______
 permezz ta’ progression, il-persuna titħalla tkompli l-perjodu ta’ l-ingaġġ tagħha kif provdut bil-assignment fis-seħħ.
3,
Is-salarju għal din il-pożizzjoni huwa ta’ €______ / ekwivalenti għall- minimu/medja/massimu ta’ skala ta’ salarju _________ (bħalissa €_________) / dak ta’ skala ta’ salarju __________ (li fis-sena _______huwa ta’ € _____ fis-sena li jitla’ b’żidiet fis-sena ta’ € _______ sa massimu ta’ € _____ ()
 .  Għall-fini ta’ l-Ordinanza dwar il-Pensjonijiet tal-1937 (fejn applikabbli), id-differenza bejn is-salarju dovut għall-grad sustantiv tal-persuna u s-salarju dovut għall-pożizzjoni, titħallas bħala non-pensionable allowance, f’każ li tkun Uffiċjal Pubbliku bi grad sustantiv fis-Servizz Pubbliku ta’ Malta. 

4.
Id-dmirijiet ta’ persuna fil-pożizzjoni ta’ _______ jinkludu:

_______
_______
_______.

5.
Sal-ħin u d-data ta’ l-għeluq ta’ din is-sejħa għall-applikazzjonijiet, l-applikanti ghandhom ikollhom:

a)
_______;


JEW

b)
_______.

6.
Tingħata kunsiderazzjoni xierqa lill-applikanti li jkollhom _______
.

7.
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 għal kollox il-parametri ta' l-eliġibilita' għall-pożizzjoni. Dan basta ikunu jistgħu jwettqu d-dmirijiet relatati mal-pożizzjoni 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.
8.1
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. 

8.2
Id-dokumenti oriġinali għandhom, mingħajr eċċezzjoni, jintwerew waqt l-intervista.

8.3
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.
9.1
Bord ta' Għażla jintervista l-applikanti li jkunu eliġibbli biex jitqies min ikun addattat għall-pożizzjoni.

9.2
Ir-riżultat ta’ l-intervisti jiġi ppublikat mill-Kummissjoni dwar is-Servizz Pubbliku u jiġi esebit fuq in-notice-board ta’ l-Uffiċċju tal-Kummissjoni dwar is-Servizz Pubbliku u dik tad-Dipartiment ___________________
. 

9.3
Avviż dwar il-ħruġ tar-riżultat jiġi ppubblikat fil-Gażżetta tal-Gvern u jitniżżel ukoll mill-website tal-Kummissjoni dwar is-Servizz Pubbliku fuq http://www.psc.gov.mt.  Joħroġ ukoll avviż fil-media lokali.

9.4
Oġġezzjonijiet għar-riżultat skont Sezzjoni 1.1.10 tal-Public Service Management Code għandhom jiġu sottomessi lis-Segretarju, Kummissjoni dwar is-Servizz Pubbliku, il-Palazz, Valletta, u kkuppjati lill-Kap tad-Dipartiment fejn teżisti l-vakanza.  L-oġġezzjonijiet għandhom jaslu għand il-Kummissjoni dwar is-Servizz Pubbliku kif ukoll għand il-Kap tad-Dipartiment fi żmien għaxart ijiem ta’ xogħol mid-data tal-pubblikazzjoni tal-avviż fil-Gażżetta tal-Gvern.

10.
Il-formoli ta' l-applikazzjoni jistgħu jitniżżlu minn dawn il-websites:-

www.doi.gov.mt/EN/employment_opp/recruitmalti.pdf 

www.mpo.gov.mt/downloads/recruitmalti.pdf

jew jinkisbu mid-__________________
.

.

11.
L-applikazzjonijiet, flimkien ma’ Service and Leave Record Form (GP 47), jintlaqgħu primarjament mid--___________________
 fid-___________________13 sa mhux aktar tard min-nofs in-nhar (Central European Time)  ta’ nhar il-Ġimgħa, ___________________.
12.
Applikazzjonijiet li jaslu minn barra minn Malta permezz ta' fax jew ta' xi messaġġ ieħor simili sa nofs inhar (Central European Time) tal-Ġimgħa _______________
 jistgħu jiġu kkunsidrati basta ikollhom id-dettalji kollha meħtieġa. L-applikazzjoni formali ffirmata mill-applikant trid tasal għand id-Divizjoni/Dipartiment mhux aktar tard minn ġimgħa wara d-data ta' l-għeluq ta' l-applikazzjonijiet u għandha tingħata spjegazzjoni għad-dewmien. In-numru tal-fax tad-Divizjoni/Dipartiment riċeventi hu +356 21 ___________________.

13.
(a)
Tingħata rċevuta minnufih għal kull applikazzjoni li titwassal sad-Divizjoni/Dipartiment.  


(b)
Applikazzjonijiet li jaslu bil-posta għandhom ikunu reġistrati u jintbagħtu kmieni bizzejjed biex jaslu fl-indirizz imsemmi qabel id-data ta' l-għeluq. Id-Divizjoni/Dipartiment tibgħat/jibgħat irċevuta bil-posta fi zmien sebat (7) ijiem għal dawn l-applikazzjonijiet.

________________________

Direttur Ġenerali

Management and Personnel Office

� 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”.


� Insert as applicable.


� State applicable objective reason.


� This sub-paragraph is to be inserted only in the case of positions for which there is an objective reason why the position should not become indefinite after the legal limit stipulated in LN 51/2007, as amended by LN 239/2008.


� State the salary attached to the position.


� 	Choose whichever of the three options is applicable.


� Insert any relevant knowledge/experience, if applicable.


� In the case of positions in Scale 5 or higher, this sentence is to be left out.


� In the case of posts in Scale 5 or higher, of publication in the Government Gazette of the notice of the issue should be deleted. 


� Insert the full address of the applicable Division/Department.


� Insert Head of Division/Department.


� Closing date and time to be repeated in this paragraph


� Fejn hu applikabbli, għandha tidħhol 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.’’


� Niżżel skond kif applikabbli.


� Niżżel ir-raġuni oġġettiva applikabbli.


� Dan is-sub-paragrafu għandu jitniżżel biss fil-każ ta’ pożizzjonijiet fejn hemm raġuni oġġettiva għalfejn il-pożizzjoni m’għandhiex issir indefinita wara li jinqabeż il-limitu stipulat fl-AL 51/2007, kif emendat bl-AL 239/2008.


� Niżżel is-Salarju tal-pożizzjoni.


� 	Għażel liema minn dawn it-tlieta hu applikabbli.


� Nizzel xi gharfien/esperjenza relevanti, jekk applikabbli.


� Din is-sentenza għandha titħalla barra fil-każ ta’ pożizzjonijiet fi Skala 5 jew ogħla.


� F’postijiet fi Skala 5 jew ogħla, tal-pubblikazzjoni ta’ l-avviż fil-Gazzetta tal-Gvern għandha tinqara tar-riżultat


� Niżżel l-indirizz sħiħ tad-Diviżjoni/Dipartiment.


� Niżżel il-Kap tad-Diviżjoni/Dipartiment.


� Id-data u l-ħin ta’ l-għeluq għandhom jiġu ripetuti f’dan il-paragrafu.





