

	
NOTIFICATION ON PARALLEL MOTION
AND ADMISSION IN THE CIVIL SERVICE
IN THE EXECUTIVE CATEGORY



	


Type of diploma, Scientific. Minimum level of diploma, High Education.
In the application of the Articles 22 and 25, of the Law no.152/2013, on the civil servant, amended, as well as of Chapter VII, of the sentence no. 243, date 18.3.2015, of the Council of Ministers, the School of Magistrates notifies procedures of parallel motion and admission in the civil service for the executive category, for the group of positions: 

1 (one) vacancy – Scientific Secretary for Publications - Category: III-b

The above positions are offered initially to the civil servants of the same category for the procedure of parallel motion. Only in case that out of these positions, at the end of the procedure of the parallel motion, results that there are yet vacancies, they are valid for the competition through the procedure of admission in the civil service for the executive category.

FOR BOTH PROCEDURES, (PARALLEL MOTION, ADMISSION IN THE CIVIL SERVICE) IS APPLIED AT THE SAME TIME. 

10/6/2023
Document submission deadline for: 

PARALLEL MOTION 


15/6/2023
Document submission deadline for:
ADMISSION IN THE CIVIL SERVICE
	General description of the work for the position above is:




a. Vë në funksion pajisjet e regjistrimit, pasi ka informuar përgjegjësin e Sektorit, eprorin e
hierarkisë dhe specialistin e IT-së;
b. Kryen regjistrimin e plotë e të saktë të mbledhjeve, takimeve, bisedimeve, etj; 
c. Firmos shënimet e përmbledhura që shoqërojnë regjistrimin audio, nëse aplikohet; 
ç. Transkripton  regjistrimet audio; 
d. Arkivon regjistrimet; 
dh. Lëshon kopje të vërtetuara të regjistrimit origjinal, në formë të pamodifikueshme (në CD), si 
dhe të kopjeve të vërtetuara të shënimeve origjinale
e. Hedh materialet e transkriptuara dhe të regjistruara në bazën e të dhënave të siguruara nga
Sektori i Teknologjisë së Inforamcionit menjëherë, pasi ka informuar përgjegjësin e Sektorit,
eprorin e hierarkisë dhe specialistin e IT-së;
f. Realizon  detyrat  e parashikuara në përputhje  me legjislacionin në fuqi për mbrojtjen e të
dhënave personale;
g. Angazhohet në përgatitjen e projekteve dhe studimeve në bashkëpunim me sektorët e tjerë;
gj. Merr masa për plotësimin e të gjitha nevojave logjistike në përmbushje të detyrave.
a. Performs complete and accurate recording of meetings, discussions, etc;
b. Performs the technical and linguistic processing of the content of the documentation produced by the process of the recording of training sessions, lectures and different meetings;
c. Signs the summary notes that accompany the audio recording, if applicable; 
d. Transcribes audio recordings; 
e. Archives recordings; 
f. Issues certified copies of the original recording, in unmodified form (on CD), as well as certified copies of the original notes.
g. Transmits the transcribed and recorded materials  on the database provided by the IT Sector immediately, after informing the head of the sector, the head of hierarchy and the IT specialist; 
h. Accomplishes foreseen duties under the legislation in force on the protection of personal data;
i. Engages in the preparation of a 3 – monthly newsletter with topics from materials collected and processed from recordings of training sessions or lectures under the instructions of publishing department in cooperation with the Editorial Board;
j. Takes measure to meet all logistical needs in the fulfillment of duties.    

a. Vë në funksion pajisjet e regjistrimit, pasi ka informuar përgjegjësin e Sektorit, eprorin e
hierarkisë dhe specialistin e IT-së;
b. Kryen regjistrimin e plotë e të saktë të mbledhjeve, takimeve, bisedimeve, etj; 
c. Firmos shënimet e përmbledhura që shoqërojnë regjistrimin audio, nëse aplikohet; 
ç. Transkripton  regjistrimet audio; 
d. Arkivon regjistrimet; 
dh. Lëshon kopje të vërtetuara të regjistrimit origjinal, në formë të pamodifikueshme (në CD), si 
dhe të kopjeve të vërtetuara të shënimeve origjinale
e. Hedh materialet e transkriptuara dhe të regjistruara në bazën e të dhënave të siguruara nga
Sektori i Teknologjisë së Inforamcionit menjëherë, pasi ka informuar përgjegjësin e Sektorit,
eprorin e hierarkisë dhe specialistin e IT-së;
f. Realizon  detyrat  e parashikuara në përputhje  me legjislacionin në fuqi për mbrojtjen e të
dhënave personale;
g. Angazhohet në përgatitjen e projekteve dhe studimeve në bashkëpunim me sektorët e tjerë;
gj. Merr masa për plotësimin e të gjitha nevojave logjistike në përmbushje të detyrave.
a. Vë në funksion pajisjet e regjistrimit, pasi ka informuar përgjegjësin e Sektorit, eprorin e
hierarkisë dhe specialistin e IT-së;
b. Kryen regjistrimin e plotë e të saktë të mbledhjeve, takimeve, bisedimeve, etj; 
c. Firmos shënimet e përmbledhura që shoqërojnë regjistrimin audio, nëse aplikohet; 
ç. Transkripton  regjistrimet audio; 
d. Arkivon regjistrimet; 
dh. Lëshon kopje të vërtetuara të regjistrimit origjinal, në formë të pamodifikueshme (në CD), si 
dhe të kopjeve të vërtetuara të shënimeve origjinale
e. Hedh materialet e transkriptuara dhe të regjistruara në bazën e të dhënave të siguruara nga
Sektori i Teknologjisë së Inforamcionit menjëherë, pasi ka informuar përgjegjësin e Sektorit,
eprorin e hierarkisë dhe specialistin e IT-së;
f. Realizon  detyrat  e parashikuara në përputhje  me legjislacionin në fuqi për mbrojtjen e të
dhënave personale;
g. Angazhohet në përgatitjen e projekteve dhe studimeve në bashkëpunim me sektorët e tjerë;
gj. Merr masa për plotësimin e të gjitha nevojave logjistike në përmbushje të detyrav


	1
	PARALLEL MOTION



Only civil servants of the same category have the right to apply for this procedure, in all the institutions that are part of the civil service. 

	1.1
	CONDITIONS FOR THE PARALLEL MOTION AND SPECIFIC CRITERIA




Candidates have to meet conditions for the parallel motion as follows: 

a) To be confirmed civil servants, of the same category, (executive category); 
b) Not to have disciplinary measures in force; 
c) To have at least the recent evaluation “well” or “very well.” 



Candidates have to meet the specific requirements as follows: 
a) To have university formation. Preferably law education; 
b) No less than 3 (three)  years of work experience;
c) To have knowledge of at least one foreign language: English, French, etc.;
d) To use the basic computer programs.


	1.2
	DOCUMENTATION, MANNER AND TERM OF DELIVERY





Candidates who apply must submit the following documents:  

1. Application;
2. Curriculum Vitae prepared according to the sample document that may be found in the link: 
http://www.dap.gov.al/legjislacioni/udhezime-manuale/60-jeteshkrimi-standard
3. Photocopy of diploma, (including Bachelor degree). For diplomas received out of the Republic of Albania to be filed the equalization by the Ministry of Education, Sport and Youth;
4. Photocopy of the work booklet, (in all pages which verify work experience); 
5. Photocopy of the identity card (ID); 
6. Health Certificate; 
7. Criminal Record Certificate, (Criminal Record Certificate downloaded from the government portal e-Albania is also accepted);  
8. The last evaluation from the direct superior;
9. Certificate from the institution that there is no disciplinary measure in force;
10. Any other documentation that confirms the training, qualifications, additional education, positive evaluations or other mentioned in your Curriculum Vitae; 
11. Recommendations from previous employers regarding the quality of performance of tasks and the description of the accomplished work.


The application and submission of all documents cited above will be done in the School of Magistrates.

	1.3
	RESULTS FOR THE PHASE OF PRELIMINARY VERIFICATION




On 12/6/2023, will be advertised on the official website of the School of Magistrates, on the portal of the National Employment and Skills Agency, and on public information stands of the School of Magistrates, the list of candidates who meet the specific conditions and requirements for the procedure of parallel motion, as well as the date, the place and the correct time of the interview. 

On the same date, candidates who do not meet the conditions of parallel motion and specific requirements will be notified individually by the human resource management unit of the institution where is located the position you wish to apply for, on causes of disqualification, (by means of e-mail address.) 


	1.4
	FIELDS OF KNOWLEDGE, SKILLS AND QUALITIES ON WHICH WILL BE DONE THE INTERVIEW






Candidates will be tested on:
 
a. Knowledge on legislation:
i. Knowledge on the law no. 152/2013, on the civil servant, (amended) and sublegal acts;
ii. Law 115/2016, on the organs of the management of the justice system; 
iii. Law 98/2016, on the organization of the judicial power in the Republic of Albania;
iv. Law no.9131, date 08.09.2003, on the rules ethics in public administration; 
v. Knowledge on the Internal Regulation of the School of Magistrates.

	1.5
	METHOD OF THE EVALUATION OF CANDIDATES





Candidates will be evaluated in relation to the submitted documents:
Candidates will be evaluated on the experience, training or qualifications related to the field, as well as on positive certification or on evaluations of individual results at work in cases when the process of certification is not done. The total of points for this evaluation is 40 points.

In the structured oral interview, candidates will be evaluated on:
a. Knowledge, capacities, competence in relation to the description of work position;
b. Their former experience;
c. Motivation, plans and expectancies for the career.
The total of points for this evaluation is 60 points.

More on the evaluation in points, on methodology, on point distribution, and on the method of the calculation of the final result is found in Directive no. 2, date 27.3.2015, of the Department of Public Administration www.dap.gov.al.  

	1.6
	DATE OF THE ISSUE OF COMPETITION RESULTS AND MANNER OF COMMUNICATION





At the end of the evaluation of candidates, the information on the winner will be published on the internet official website of the School of Magistrates, on the portal of the National Employment and Skills Agency and on public information stands of the School of Magistrates.

	2
	ADMISSION IN THE CIVIL SERVICE




Only if from positions ranked at the beginning of this notification, at the end of the procedure of parallel motion, results that there are yet vacant positions, these positions are valid for competition by means of the procedure of admission in the civil service for the executive category. You will have this information on the official website of the School of Magistrates, on the website of the National Employment and Skills Agency, and at the public information stand of the School of Magistrates, starting from 30/6/2023. 

	2.1
	CONDITIONS THAT SHOULD MEET THE CANDIDATE IN THE PROCEDURE OF ADMISSION IN THE CIVIL SERVICE AND SPECIFIC CRITERIA





For this procedure have the right of application all candidates who are out of the system of civil service, who meet the general requirements under the Article 21, of Law no. 152/2013, on the civil servant, amended.   

The conditions that should meet the candidate in the admission in the civil service procedure are as follows: 
a. To be an Albanian citizen;  
b. To have complete capacity to act;  
c. To know the Albanian language, in the written and spoken form;  
d. To be in health conditions which allow him to accomplish the corresponding duty;  
e. To not have been sentenced through an in effect sentence for the commitment of a crime or for the commitment of a criminal controversy voluntarily; 
On him to not have been taken the disciplinary measure of the leaving from the civil service, which is not deleted according to the Law 152/2013, on the civil servant, amended. 

Candidates have to meet the specific requirements as follows: 
a) To have university formation. Preferably law education; 
b) No less than 3 (three)  years of work experience;
c) To have knowledge of at least one foreign language: English, French, etc.;
d) To use the basic computer programs.


	2.2
	DOCUMENTATION, MANNER AND TERM OF DELIVERY





Candidates who apply must submit the following documents:  

1. Application;
2. Curriculum Vitae prepared according to the sample document that may be found in the link: 
http://www.dap.gov.al/legjislacioni/udhezime-manuale/60-jeteshkrimi-standard
3. Photocopy of diploma, (including Bachelor degree). For diplomas received out of the Republic of Albania to be filed the equalization by the Ministry of Education, Sport and Youth;
4. Photocopy of the work booklet, (in all pages which verify work experience); 
5. Photocopy of the identity card (ID); 
6. Health Certificate; 
7. Criminal Record Certificate, (Criminal Record Certificate downloaded from the government portal e-Albania is also accepted);  
8. The last evaluation from the direct superior;
9. Certificate from the institution that there is no disciplinary measure in force;
10. Any other documentation that confirms the training, qualifications, additional education, positive evaluations or other mentioned in your Curriculum Vitae; 
11. Recommendations from previous employers regarding the quality of performance of tasks and the description of the accomplished work.


The application and submission of documents for the admission procedure in the executive category must be done within the date 15/6/2023.   

	2.3
	RESULTS FOR THE PHASE OF PRELIMINARY VERIFICATION


  


On 30/6/2023, the School of Magistrates will advertise on its website, in internal spaces of the institution, as well as on the portal of the National Employment and Skills Agency, the list of candidates who meet the specific conditions and requirements for the procedure of parallel motion, as well as the date, the place and the correct time of the written test and of the interview.

On the same date, candidates who do not meet the conditions of the admission in the executive category and specific requirements will be notified individually electronically by the School of Magistrates, on causes of disqualification, (by means of e-mail address.)


	2.4
	FIELDS OF KNOWLEDGE, SKILLS AND QUALITIES ON WHICH WILL BE DONE THE TEST AND THE INTERVIEW






Candidates will be tested on:
a.  Knowledge on legislation:
i. Knowledge on the law no. 152/2013, on the civil servant, (amended) and sublegal acts;
ii. Law 115/2016, on the organs of the management of the justice system; 
iii. Law 98/2016, on the organization of the judicial power in the Republic of Albania;
iv. Law no.9131, date 08.09.2003, on the rules ethics in public administration; 
v. Knowledge on the Internal Regulation of the School of Magistrates.


In the structured oral interview, candidates will be evaluated on:
a. Knowledge, capacities, competence in relation to the description of work position;
b. Their former experience;
c. Motivation, plans and expectancies for the career.
	2.5
	METHOD OF THE EVALUATION OF CANDIDATES





Candidates will be evaluated in relation to the:
· Written evaluation, up to 60 points; 
· Structured oral interview which consists on motivation, plans and their expectancies for the career, up to 25 points; 
· Curriculum vitae, which consists on the evaluation of education, of experience and of trainings, related to the field, up to 15 points. 

More on the evaluation in points, on methodology, on point distribution, and on the method of the calculation of the final result is found in Directive no. 2, date 27.3.2015, of the Department of Public Administration www.dap.gov.al.

	2.6
	DATE OF THE ISSUE OF COMPETITION RESULTS AND METHOD OF COMMUNICATION




At the end of the evaluation of candidates, the School of Magistrates will declare the winner on the internet official website, in internal spaces of the institution, as well as on the portal of the National Employment and Skills Agency and on public information stands of the School of Magistrates. All participating candidates in this procedure will be notified individually electronically on the results, (by means of e-mail address.)


All candidates who apply for the procedure of the admission in the civil service for the executive category, will receive information on the official website of the School of Magistrates, as well as on the portal of the National Employment and Skills Agency, on further phases of the procedure of the admission in the civil service for the executive category:


· On the date of the issuing of the results of preliminary verification; 
· On the date, place and time of the competition.
[bookmark: _GoBack]To receive this information, candidates have to visit frequently the internet official website of the School of Magistrates, the portal of the National Employment and Skills Agency and public information stands of the School of Magistrates starting from 30/6/2023.
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