
	VACANCY FORM I

	

	IMPORTANT
· This Vacancy Form is to be submitted to the Permanent Secretary subject that the request is conformant with the Collective Agreement and/or Grading and Salary Structure approved by the Industrial Relations Unit and the applicable HR Plan and Headcount Allocation as approved by the Coordinating Committee.

· Please attach a copy of the Job Description with this Vacancy Form.

· Kindly fill in all points (1-17) and ensure that all information submitted is accurate and precise. (Tick where applicable)


	1. Date
	2. 
	2. Entity
	
	2a.  Entity Reference

	
	
	
	
	


	3. Position
	
	4. No. of Positions to be filled

	
	
	


	5. Scope 

	[image: image1.wmf]Replacement


	Insert no. positions

	[image: image2.wmf]New Vacancy


	Insert no. positions


	6. Reason 
	
	
	

	If scope is Replacement:
	If scope is New Vacancy:

	[image: image3.wmf]Retirement


	Insert name, surname, ID, position and date of retirement of employee
	[image: image4.wmf]New Function


	Insert no. positions

	[image: image5.wmf]Termination


	Insert name, surname, ID, position and date of termination of employee
	[image: image6.wmf]Increase in 

Demand/Output


	Insert no. positions

	[image: image7.wmf]Resignation


	Insert name, surname, ID, position and date of resignation of employee
	[image: image8.wmf]Other (Insert 

comments in Section 


	Insert no. positions

	[image: image9.wmf]As a Consequence of 

a Promotion


	Insert name, surname, ID, position and date of promoted employee
	
	

	[image: image10.wmf]Other (Insert 

comments in Section 


	Insert no. positions
	
	


	7. Contract

	 [image: image11.wmf]Indefinite



	

	 [image: image12.wmf]Definite



	If Definite, indicate if contract includes the objective reason clause in line with S.L.452.81:
	[image: image13.wmf]Yes


	[image: image14.wmf]No


	If Definite, state period:


	8. Employment Type
	
	9. Hours per Week

	[image: image15.wmf]Full Time


	[image: image16.wmf]Part Time/Reduced


	[image: image17.wmf]Back-to-Back


	
	


	10. Salary Information

	
	Comments
	Amount in Euro (€)

	S1 Basic Salary:
	
	

	Increments (if any):
	
	

	Maximum Salary:
	
	

	10a. Benefits/Allowances (if any)

	
	Comments
	Amount in Euro (€)

	Performance:
	
	

	Vehicle Related:
	
	

	Telephone/Mobile:
	
	

	Internet Related:
	
	

	Health Related:
	
	

	Others:
	
	

	B1 Total Benefits
	
	

	

	Current Year Recurrent Expenditure (add S1 and B1)
	


	11. Qualifications & Experience Required:

	

	Indicate the Qualification Level as set by the National Qualifications Framework. For assistance enter the following link: https://ncfhe.gov.mt/en/Pages/MQF.aspx
	MQF Level (1 to 8)
	


	12. Competencies:

	

	Insert competencies’ codes within this field. To access the Occupational Competencies 2016 Manual, kindly enter the following link: https://jobsplus.gov.mt/resources/fileprovider.aspx?fileId=1761


	13. Conditions bound by a Collective Agreement and/or Industrial Relations Unit Approval:

	Indicate Collective Agreement or Industrial Relations Unit Approval's expiry date
	


	14. Distinct Legal Personality:

	Indicate the chapter and article number that gives the entity the authority to recruit and enter into contracts
	


	15. Appendices enclosed:

	[image: image18.wmf]Job Description


	Others:


	16. Others/Comments. Here you may provide any comments relevant to the request such as the reason and nature of the request: 


	


	17. Approvals: 


	
	HR Manager*
	Financial Authorisation Officer **
	Head of Entity

	Signature:
	
	
	

	Name:
	
	
	

	Position:
	
	
	

	Entity:
	
	
	

	E-mail Address:
	
	
	

	Telephone No:
	
	
	

	Date:
	
	
	


	I declare that:

	

	* I have submitted this request after having ascertained that, in line Process 03, it is justified in all its aspects: an internal call within the entity proved/would prove futile, redeployment of existing staff from RSSL/ERL and from other sectors of the Ministry is not possible and a service wide call for an expression of interest is not possible/proved futile and that funds have been budgeted for and available through this year’s approved headcount allocation/HR Plan and that the position is approved by the Industrial Relations Unit, I approve external recruitment through the Jobsplus services in terms of the ETS Act.

	** I confirm that funds are available for this recruitment. 

	

	___________________________

Permanent Secretary


	_________________

Date
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