Personal
Action Plan

“

The distance
between your
dreams and
reality is called
ACTION.

“

unknown author

This booklet contains essential information that
you will need in order to identify and succeed in
your chosen career.
We encourage you to use it as you begin your
journey towards employment.
In the following pages, there are some tips to
help you get started.

JOBSPLUS
The primary functions of Jobsplus are to provide a public employment service including training
to persons with the aim of helping them improve their skills to find employment. In recent years,
Jobsplus developed a wider branding strategy aimed at positioning Jobsplus as an innovative and
dynamic organisation that excels in meeting the labour market needs of employers, jobseekers
and employees.

ONLINE SERVICES
Jobsplus has a dedicated website, which offers a number of self-help functions in relation to job
search.
You can create a profile online by visiting www.jobsplus.gov.mt. As a job seeker, you can create
a dynamic profile, search for careers, find companies that match your interests and apply for
selected job positions. Businesses seeking to recruit candidates will also have the option to view
your CV.
Employers coming from various industrial sectors list positions with Jobsplus with new and exciting
opportunities being added to the website on a daily basis. We suggest you search often, as there
are always updated postings for you to consider.
Registering on the Jobsplus website does not mean that you are registering on one of the
Jobsplus registers.

4

REGISTERING WITH JOBSPLUS
Apart from the online self-help functions, Jobsplus also offers a number additional services that
have been tailor made based on different jobseeker circumstances. These come in the form of
registrations with Jobsplus.
A jobseeker or job changer can choose to enrol on one or more of the available Registration parts.
The below is an overview of the different parts and the service you can expect to receive once you
choose to register on that part.

Who can
register on this
part?

Part 1

Part 2

Part 3A

Part 3B

Part 3C

Unemployed
actively
seeking
full-time
employment

Terminated
previous
employment,
refused or failed
to participate
in employment
or training
opportunities,
or schemes
without a good
reason

In gainful
employment
and seeking
alternative
opportunities

Seeking
seasonal or
temporary
employment

Seeking
part time
employment as
their primary
or additional
source of
income

This also
includes
students
seeking a
summer job

Eligibility1
Unemployed2
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Employed
Seeking
seasonal or
temporary
employment4
Seeking
part-time
employment5
Pensioners
How to register on this part
Visit a job
centre
Register online:
www.jobsplus.
gov.mt

records.
jobsplus@gov.
mt

part-time.
jobsplus@gov.
mt

1	This includes EU Nationals, refugees, TCN family members, TCNs in possession of long-term residence and those eligible for
freedom of movement.
2
Full-time students are not eligible to register on parts 1 and 2.
3
An unemployed person registering on parts 1 or 2 cannot register on this part.
4
These may be employed, unemployed and/or students.
5
These may be employed, unemployed and/or students.
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GUIDANCE SERVICES
Jobsplus strives to assist clients in finding the right job by providing tailor-made guidance services
in accordance to their individual needs. Upon communication with Jobsplus for initial guidance,
clients are allocated an Employment Advisor (EA) who becomes their primary contact.
Who can make use of this services?
Jobseekers eligible to Register with Jobsplus
Inactive persons
Job Changers (those in employment seeking an alternative or additional full-time job)
Migrants (specifically beneficiaries of Temporary Humanitarian or Subsidiary protection and
Asylum seekers including also Third Country Nationals already in employment)

GETTING STARTED JOBSEEKERS’ ADVISORY
SERVICES
Upon requesting guidance, a meeting is set in order to discuss the current employment situation,
suitable career paths and other prospective options.
Our Employment Advisors (EAs) are here to help you highlight your strengths and help you impress
potential employers.
This is done through:
Individualised Career Guidance
The

development of Personalised Action
Plans (PAPs) for Employment
The following is a list of core services offered:
Career exploration and preparation
Career Tests
Tips on creating a CV
Writing covering letters
Job search
Guidelines on how to conduct yourself during an interview
Mock Interviews
Other Tailor made measures
Job matching
Courses
Schemes
We encourage you to communicate with your EA. S/he will be eager to help you in your job search
and will offer a number of resources that will empower you to create a long and successful career.
Contact the Jobseekers’ Advisory Services:
advisory.jobsplus@gov.mt
Freephone: 153
6
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PERSONAL ACTION PLAN
AGREEMENT
This agreement is aimed at empowering __________________________ ID card No.
______________________ to find a job or get back to work by effectively carrying out this
Personal Action Plan (PAP).
What is a Personal Action Plan?
This Personal Action Plan is a multi-level programme which offers you step-by-step practical
support aimed at empowering and preparing you better for YOUR job and future career.
What happens once you embark on a Personal Action Plan?
Together with your Employment Advisor you will assess your current situation to identify areas
of improvement and set short-term and long-term goals which are realistic and reachable. When
possible, you will also set tentative timeframes in which to achieve these milestones.
The First stage in setting your PAP
	Identifying where you are now, what goals you want to achieve, how you plan to get there
and when.
The Second stage in setting your PAP
	Providing feedback on the given goals and tasks, re-assessing the situation, setting new goals.
Goals and Milestones
Goals may be as simple as researching a particular career or the labour market, exploring options
and opportunities, getting the right training and upgrading your skills in order to keep that cutting
edge within the labour market, alternatively it may involve building on your CV by gaining relevant
work experience through voluntary work or an exposure scheme and so on and so forth. These
are just some examples of milestones which will play a crucial role and will cumulatively help you
reach your long-term goals (e.g. a job, a career, a promotion etc…).
What is covered by a Personal Action Plan Programme?
The Personal Action Plan is divided into the following sections which are all extremely important
in preparing for employment.
Choosing a career
Getting the right training experience
Looking for a job
Applying for a job
Preparing for a job interview
The job interview and following up the application
As the name states, each Personal Action Plan is individualised, therefore you may only
identify the need to tackle certain aspects of the programme. You may also need to
refer to certain areas more than once or tackle alternative areas altogether.
Your obligations as a jobseeker under the Personal Action Plan
The PAP slowly equips you with the tools YOU need to successfully land a
job. It is up to YOU to ensure that YOU make the most of these tools by
working hand in hand with your Employment Advisor.
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You need to:
be willing to work
make a real effort to find work
be eager to learn
be ready to share your worries, needs and wants in relation to your career
participate actively in any training or schemes
follow your action plan with diligence and strive to achieve your milestones
frequently keep in touch with your Employment Advisor
attend all your interviews
keep a log of your job search activities and their outcomes- a quota of at least 5 activities every
two weeks should be reached and the necessary documentation kept as proof
inform your Employment Advisor when you find employment
If you do not abide with the above obligation you may lose the right to register on Part 1 of the
unemployment register6.
What you can expect from your Employment Advisor
Amongst others, the role of your Employment Advisor is to:
develop the Personal Action Plan (PAP) with you within your first month of registration;
provide guidance on different careers and where to find the basic information on the local
labour market, training courses and/or training opportunities etc…;
ensure that each encounter results in referral to employment opportunities and/ or training
and/ or participation in a scheme;
help you identify areas where you need to upgrade your skills;
guide you on where you can start looking for a job;
give you tips related to job search, applications and interviews;
help you set and if need be re-set goals, milestones and time-frames;
support you & discussing your progress and the outcomes of your PAP.
Remember, through this Personal Action Plan we will give YOU the tools YOU need to search and
find employment. It is up to YOU to ensure YOU make good use of these tools.
Both parties hereby agree to abide by this Personal Action Plan.

__________________________
Name & signature of jobseeker

__________________________
Name & signature of EA		

____________________
Date

6	In addition to these obligations remember that you also have got to abide with the general Jobsplus registration obligations as
listed on the Jobsplus 32, that is the sheet you signed when you first started registering with the Jobsplus or the Jobsplus 35
which is the updated agreement given to you by your employment advisor when you change your profile specifications.

9

OTHER
JOBSPLUS
SERVICES

by Jobsplus. The grant offered through the
Training Pays Scheme is calculated at 75%
of the cost of training capped at €1000. In
addition, Jobsplus offers training schemes
that are intended to provide jobseekers with
initial pre-employment training that will
help individuals obtain the knowledge, skills
and competence required to find and retain
employment. These schemes are the Work
Exposure and Traineeship Scheme. Further
information on these ESF funded schemes is
available through the Jobsplus’ website.

TRAINING
Jobsplus offers courses aimed at helping
individuals
improve
their
educational
attainment and acquire skills needed in a
dynamic labour market. Most of the courses

Contact the Training Services Department on:
training.jobsplus@gov.mt
22201610

SCHEMES

are pegged to the Malta and European
Qualification Frameworks and are available at
different levels up to level 4.

Jobsplus also has a number of schemes which
provide incentives to jobseekers to re-enter
into the labour market.

An extensive list of these courses is available
through the Jobsplus website7.

Since schemes and training opportunities
change from time to time, you can:
Visit the Jobsplus website www.jobsplus.gov.mt
Freephone: 153

Jobsplus also offers financial assistance for
those individuals who would like to follow an
accredited course that is pegged between
MQF level 1 and 5 and which is not offered

7	Since schemes and training opportunities change from time to time, you can either visit the Jobsplus website, call on 153, or query
directly with your EA.
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INCLUSIVE EMPLOYMENT
SERVICES
The Inclusive Employment Services Division
is specifically designed to assist persons with
disability through its Sheltered Employment
Training Centre (SET) and its partnership
with the Lino Spiteri Foundation, as well as
vulnerable groups, which include former
substance abusers, former prison inmates,
and individuals struggling with other psychosocio-economic difficulties to integrate into
the labour market.

EURES
EU Nationals are eligible to move and work to
any of the EU Member states as well as Norway,
Iceland, Liechtenstein and Switzerland.

Services for Persons with Disability include
up keeping of the Register for Persons with
Disability, medical and occupational therapy
assessments, sheltered employment training,
pre-employment training, and job search
guidance and job coaching support by the
Lino Spiteri Foundation. Vulnerable Groups
receive tailor-made services, which include
job search advice, mentoring, motivational
interviewing, referrals to specialised services
through specific cooperation agreements,
and on-going collaboration with other NGOs,
besides bespoke Pre-Employment Training in
three modules and Ad Hoc Guidance.
Contact the Inclusive Employment Services:

If you would like to relocate abroad, the
EURES Malta team can help you look for a job
in another country, provide living and working
information about your destination country,
put you in contact with EURES advisers in
other countries as well as advise you on
administrative processes that would need to
take place before you leave Malta.
For incoming EU Nationals, before moving
to Malta it is recommended that individuals
contact the Jobsplus EURES team to find
out more about Living and Working in Malta
as well as obtaining information about any
preparatory work that should be carried
out to ensure a smooth transition. Once the
jobseeker moves to Malta, s/he is entitled to
register as unemployed with Jobsplus.

iesd.jobsplus@gov.mt
22201403
For
more
information
on
the
Spiteri
Foundation
you
may
https://linospiterifoundation.org/

Lino
visit

For more information on EURES you may visit
www.eures.europa.eu

Contact the Lino Spiteri Foundation:

Contact EURES:

info@lsf.org.mt

eures.jobsplus@gov.mt		

22201761/22201762

80076505 / 22201260/1267
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JOB SEARCH ADVICE
There are different places where you can search for a job. Here are some examples:

Jobsplus website
& guidance
services
Logging on to the
DOI website,
www.doi.gov.mt

Being on the
lookout in shops &
other places

Networking
& word of mouth

WHERE
TO LOOK
FOR A
JOB?

Newspapers

Contacting
companies found
through Business
Directories

Signing up with
Private Recruitment
Agencies

Internet & Social
Networking
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WRITE A GOOD RESUME
(CV)
What is a resume (CV)?
A resume is your first encounter with a potential employer, it is a snapshot of your educational
achievements, work experience, skills and competencies.
Why is it important?
First impressions are very important and the quality of your CV will determine whether you will
make it through to the next phase of the recruitment process or not.
Your CV should be attractive, informative, professional, and well organized. There are many styles
from which to choose.
If it is the first time you are drafting a CV, the Jobseekers’ Advisory Services recommends for you
to follow the Europass CV format. You can then personalise the content by adapting the format
and style.
Do’s
Use an easy-to-read font, size 10 - 12
(e.g., Arial, Times New Roman, Calibri,
or Helvetica).
Bring attention to headers through

selective use of underlining and
capitalization.
Present

information
in
reverse
chronological order (put your most
recent job first).
Use the past tense for all previous

jobs; use the present tense for your
current position.
Write full sentences when describing
job duties and start with an action
verb (e.g. Trained all new recruits
within the department I worked for;
Designed a new database to collect
information).
List “References” on a separate sheet
using the same heading as your resume,
and title it “References.” Provide
references upon request. Make sure the
people you mention are aware of this
and they truly know you.
Use email addresses which are simple
and not vulgar. Addresses such as
johnnyil-king@mail.com or hotlips@
mail.com are not adequate to use
during job hunting.

Don’ts
Avoid using “I” or “My” – this is not
necessary.
Don’t include personal information

(i.e., age, marital status, number of
children, etc.).
Make sure you do not overuse words
such as responsibilities, proficient, or
experienced.
Steer away from the use of

abbreviations, symbols, or slang (i.e.,
&, TTYL.).
Your CV should not be more than one
to two pages in length. An employer
does not have the time to read your
life history!

Proofread, proofread, and proofread (also
get someone else to read through it)!!

13

WIN A PROSPECTIVE
EMPLOYER’S INTEREST
THROUGH A COVERING
LETTER
A CV on its own is not enough… you need a covering letter to introduce your CV.
It’s your opportunity to introduce yourself, share your accomplishments, and differentiate yourself
from the other candidates.
Employers place great value on covering letters, so take the time to write a targeted letter that is
specific to the company and the position you are applying for.
It needs to stand out from the rest in order to grab the employer’s attention.
Address the covering letter to a named person in the company.
Refer to the job you are applying for (if available include the reference number from the advert).
Avoid the passive voice and use ‘action’ verbs. For example: I created, I organised...
B
 e positive and enthusiastic using strong qualifiers. For example: I am confident that, ... I am
highly motivated to...
Keep it short, not longer than one side of an A4 paper.
U
 nless specifically asked for a handwritten letter, make sure that it is typed using a business
letter format and an easy-to-read font, size 10 - 12 (e.g., Arial, Times New Roman, Calibri, or
Helvetica).
Proofread your letter carefully.
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NAIL A JOB INTERVIEW
As we already said, making a good first impression is key – whether it is over the phone, online or
in person. Keep these tips in mind as you move through to the interview process.

Job interview tips
 irst impressions count and leave a lasting impression. Your appearance (dress, grooming,
F
body language, behavior) includes aspects employers will look out for, so make an effort
to present yourself well.
Your body language will tell the interviewer how anxious or confident you are. Do not
let your body language betray you. Keep good eye contact with the interviewer/s, show
good posture, stand straight, and do not keep your arms crossed.
Do not be passive during a job interview – the interview should be a two-way conversation,
so listen carefully, answer questions, avoid giving yes or no answers, smile (even though
you are nervous).
Try looking at the job from the employer’s perspective - do not go for an interview with
the ‘What’s in it for me’ attitude. You have to consider the employer’s needs.
Link your skills and abilities to the job you are applying for. You have to convince the
employer that you are a suitable candidate for the post in question.
Being knowledgeable about the company you want to work for will tell the employer that
you are really interested in the job as well as the company. Prior to the job interview, find
as much information as possible (e.g. services, products, organizational culture). Most
companies have their own website so you can use this as a main source.
Plan to arrive at least 10 minutes before your interview. Punctuality is really important. If
something unforeseen happens, call and inform the interviewer that you are running late.
Your attitude towards people you meet at the workplace is important, even if they are not
part of the interviewing board. Be nice and courteous to everyone.
Asking intelligent questions during the interview will make you look more interested in
the job as well as give the impression that you put effort into preparing for the interview.
You might want to clarify something about the job, ask about the company or query
about on-the-job training. Avoid premature questions such as those related to vacation
leave. Ask these once you are selected.

Typical interview questions
Here are some common interview questions, go through them and think of tentative replies. You
can also simulate an interview by answering the questions out aloud in front of a mirror. This will
help you gain confidence:
 ell me about yourself.
T
What interests you about this job role?
What do you know about our company? (Ensure you go through the company website).
Why do you want to work here?
Do you have any relevant work experience? (If you don’t, you can always refer to other relevant
non-work related experiences).
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Why should we employ you? What new

ideas can you bring to our firm?
What motivates you?
Which do you prefer most: working in a

team or working independently?
What do you believe are your key strengths?
What are your weaknesses/areas that

require improvement?
Do you work well under pressure?
What challenges do you look for in your

work?
Is there anything you would like to ask?

Here are some of the mistakes, which should
be avoided:
 on’t go unprepared. You cannot expect to
D
be successful without enough planning and
preparation.
Try to avoid passing negative statements

about your former employer. Even if you
were treated unjustly. A job interview is not
a suitable setting to discuss past negative
experiences. Try to mention the positive
things.
The biggest mistake you can do is to assume
that you are going to be chosen, even if you
are a very valid candidate.
Being self-confident is one thing, being

arrogant is another. You want to portray
yourself as successful but do this in a
modest way.

Common mistakes to avoid
There are a number of mistakes one can do
during a job interview. These will impact your
first impression and may put you at risk of not
getting the job.

Jobsplus also offers you the opportunity to
undergo a mock interview. A mock interview
will allow you to gain experience and help
you prepare for your job interview.
Contact the Jobseekers’ Advisory Services:
advisory.jobsplus@gov.mt
Freephone: 153
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THE JOB OFFER SETTLING IN AT THE
PLACE OF WORK
A job offer is a formal proposal of employment
from a company to the candidate selected for
the position.

Your compensation package is a crucial

factor when considering a job offer. Be sure
to get all information detailing exactly what
is and isn’t covered.

Companies will generally make job offers via
verbal confirmation or in writing. If the offer is
made verbally, it will most likely be followed by
a written job offer which confirms the details
of employment. This normally includes some
or all of the following: employer and employee
details, job title and address of employment,
duties (with specification about any duties
abroad), date of commencement, probation
period and wages (including periodicity),
allowances if any, over time rates, hours of
works, vacation leave, sick leave and so on.

Once you accept the job offer
 sk for a written job contract which specifies
A
the conditions of employment.
Ensure that you have been registered as an
employee of the company with Jobsplus
(an Engagement form has been filed).
If you were registering, inform your

Jobsplus Employment Advisor so that your
registration is terminated immediately.
Remember

The candidate may then choose to accept or
decline the job offer. Below are some steps to
help you steer through this process.

An employer needs to send in an engagement
form for all employees on the 1st day of
employment. New employees have a probation
period which is a ‘trial’ period whereby both
the employee and the employer see whether
this working relationship will work. During the
probation period, both parties can terminate
the working relationship without giving a
reason.

What to do when you get a job offer?
 hank the employer for the opportunity and
T
add that you are excited to review the offer.
Request the offer in writing and ask the

employer for a deadline.
Give yourself time to research the benefits
and salary, and to consider other potential
job offers.
Be sure to express a sense of enthusiasm
about the role to show professionalism and
positivity.

The Department of Industrial and Employment
Relations deals with various aspects related to
Conditions of employment. You can read more
about these through this link: https://dier.
gov.mt/en/Employment-Conditions/Pages/
Employment%20Conditions.aspx
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DO’S AND DON’TS FOR
NEW EMPLOYEES
Do’s:
 rrive early.
A
Network with people outside of your office/ work station.
Be willing to engage a coworker who asks for your help.
Jump at the chance to complete a new task.
Be flexible.
Be open-minded. In your work and in your communications.
Always wear a smile. Having a positive attitude about being at work will affect your job
performance…significantly.
Keep an eye on your personal budget. Just because you have an income now, doesn’t
mean you should spend it all in one day.

Don’ts:
 on’t be nervous, but also don’t overstep your boundaries.
D
Avoid having personal conversations at your desk and don’t take personal issues into the
work place.
Don’t be afraid to ask questions, even if you think they may seem silly.
Don’t gossip about fellow coworkers…or your boss.
Don’t “Reply All” to an email chain.
Do not insert emoticons or multiple exclamation points (if any) into work emails.
Do not wear weekend attire to the office.
Don’t talk back to your boss, even if there isn’t much of an age difference between you.
Don’t forget that at work socials, you’re still at work. Be careful not to overdo it if alcohol
is being served.
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GOVERNMENT BENEFITS
OF PARTICULAR
INTEREST
UNEMPLOYMENT BENEFITS
For the payment of Unemployment Benefit/Special Unemployment Benefit, an insured person is
to:
Register as unemployed under Part 1 of the register with Jobsplus;
Have paid a minimum of 50 Social Security contributions;
Have paid or credited a minimum of 20 Social Security contributions in the last two years prior
to application.
Special Unemployment Benefit is awarded to those persons qualifying following the assessment
of a means test. The maximum number of days paid is 156 days, and credits are awarded for the
whole period that a person is registering for work under Part I with Jobsplus.

SOCIAL ASSISTANCE/ UNEMPLOYMENT ASSISTANCE
Social Assistance Unemployment Assistance is awarded to unemployed persosns or persons
who are unable to work due to medical condition, who satisfy the conditions of a means test as
laid down in the Social Security Act (Cap 318). The means test takes into consideration income
derived from maintenance, maintenance received on behalf of children is calculated at 15.7%, rents,
interests and dividents and any other income. Persons applying for Unemployment Assistance are
to be registering for work under part 1 of the register held by Jobsplus.

TAPERING OF BENEFITS
Social Assistance beneficiaries who find employment can opt for the Tapering of Benefit scheme
if they earn at least the National Minimum Wage or more and if they have been in receipt of Social
Assistance or Unemployment Assistance or Special Unemployment Benefit for at least 1 year in the
last 3 years. The awarded Tapering of Benefits rate is a percentage of the last Social Benefit rate
awarded excluded bonuses:
65% of the benefit rate for the first year;
45% of the benefit rate for the second year;
25% of the benefit rate for the third year;
25% of the benefit rate paid to the employer for a period of three years.
Other terms & conditions may apply.

IN WORK BENEFITS
This benefit is paid to working parents with children under 23 years of age who are still residing
with them.
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Couples both in employment:
Income from employment (after deducting the Social Security contributions paid) is between
€10,000 and €35,000;
One of the spouses earns at least €3,000;
Maximum payable rate of €1,400 per child per year.
Couples where one member is in employment:
Income from employment (after deducting the Social Security contributions paid) is between
€6,600 and €26,000;
Maximum payable rate of €630 per child per year.
Single parents in employment:
Income from employment (after deducting the Social Security contributions paid) is between
€6,600 and €23,000
Maximum payable rate of €1,400 per child per year (and an additional €80 per year);
Where income is between €6,600 and €9911.99, an additional rate of €80 per year is paid to the
first eligible child.
For more information on Unemployment Benefits, Social assistance Unemployment Assistance,
tapering of Benefits and In Work Benefits, please contact the Department of Social Security.
social.security@gov.mt 		
153

KLABB 3-16
Klabb 3-16 is an after-school care service for children between the ages of 3 and 16 years, attending
State, Church or Independent schools. The service runs from Monday to Friday during the scholastic
year after school finishes, till 18.00. The service also operates during school holidays, according to
demand. Children who attend Klabb 3-16 benefit from a planned programme of activities where
children do their homework and take part in educational fun activities. A team of professional staff,
who ensure provision of a quality programme, gives the service. During school days, the service
is available for all children between the ages of 3 and 16 attending State, Church or Independent
schools. During school holidays, the service is available for children of working parents who can
provide proof of employment.
For more information:
servizz@gov.mt 		

153

FREE CHILDCARE SCHEME
Who is eligible for the Free Childcare Scheme? What are the age groups for this scheme? Children
whose parents are either both employed or in education can benefit from the free childcare scheme.
The age group for this scheme is children from 3 months up to 3 years of age. Free Childcare is
terminated once the child is eligible to enrol into Kindergarten 1.
‘Parents in work’ refers to both parents/guardians who are employed, or a single mother/father/
guardian who is employed and paying social security contributions.
‘Parents in education’ refers to parents/guardians who are pursuing their education, leading to a
recognised qualification.
For further information:
freechildcare@gov.mt 		

25982222 / 25981167 / 25981168
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BREAKFAST CLUB
The Breakfast Club Service is open for primary students whose parents are in employment. The
Service offered in every primary state School gives the opportunity to students to have a healthy
breakfast before school commences, as well to interact with other students through play and other
activities. The Breakfast Club in every primary school operates on a daily basis during school days.
For further information:
breakfastclub.mede@gov.mt

25981872
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OTHER IMPORTANT
INFORMATION
The following are Government Departments, which you may need during your job search and
once employed.
Department of
Industrial and
Employment Relations
(DIER)

121, Melita Street,
Valletta - Malta VLT
1121

(+356) 21224245/6

info.dier@gov.mt

Contact DIER if you :
Request information relating to the conditions of employment
Have queries with regards to your employment contract
C
 ontact in order to be assisted if involved in an employment relationship whose
employment relationship has been terminated
Department of Social
Security (DSS)

38, Ordinance
Street, Valletta –
Malta VLT 1021

Freephone 153

social.security@gov.mt

Contact DSS if you :
Request information relating to your social security contributions
Have queries with regards to social assistance
Need to apply for retirement
Occupational Health
& Safety Authority
(OHSA

17, Edgar Ferro
Street, Pieta’ – Malta
PTA 1533

(+356) 21247677

ohsa@gov.mt

Contact OHSA if you :
Have queries with regards to health and safety at the place of employment
Get injured at the place of work
Are not being provided with health and safety tools at your work place
National Commission
for the Promotion of
Equality (NCPE)

Gattard House,
National Road,
Blata l-Bajda – Malta
HMR 9010

(+356) 22957850

equality@gov.mt

Contact NCPE if you :
a
 re facing any form of discrimination at the workplace based on sex/gender and family
responsibilities, sexual orientation, age, religion or belief, racial or ethnic origin, and gender
identity, gender expression or sex characteristics in employment; banks and financial
institutions, as well as education
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Malta Qualifications
Recognition
Information Centre
(MQRIC)

J Abela Scolaro
Hamrun HMR 1304

ncfhe@gov.mt

Contact MQRIC if you :
r equire recognition and comparability of both academic and vocational qualifications of
your local and/or international qualifications
require support in the recognition of Maltese qualifications abroad
Directorate for Life
Long Learning (DLLL)

Directorate for
Research, Lifelong
Learning &
Employability
Ministry for
Education and
Employment
Great Siege Road
Floriana - Malta, VLT
2000

153

lifelonglearning@gov.mt

Contact DLLL if you :
would like to further your education and attend one of the courses they organise
Youth Guarantee (YG)
Youth Guarantee
Office, Room 327
- Level 2, Ministry
for Education
and Employment,
Great Siege Road,
Floriana, VLT 2000

(+356) 2598 11612 - 4, 2598 2846

youthguarantee@gov.mt

Contact YG if you :
a
 re a young person aged 16 – 25 who is currently not in education, employment or training
and looking for an opportunity for personal and professional training and development as
well as your chance to find success in the world of work
Lino Spiteri
Foundation (LSF)

LSF Centre St Louis
Street Msida – Malta
MSD 1464

(+356) 2220 1761

info@lsf.org.mt

Contact LSF if you :
have a disability and would like to find employment
LEAP
212, Cannon Road,
Santa Venera Malta SVR 9034

(+356) 2258 8900

Contact LEAP if you :
need family support so as to reduce poverty within your family
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leap@gov.mt

Visual Personal
Action Plan

Getting the
Right Training

Choosing
a Career
The Job
Interview
& Follow up

Looking
for a Job

Applying
for a Job
Preparing for
an Interview

Other

Route towards your chosen career
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NOTES
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Head Office,
Triq Birzebbuga, Hal Far,
BBG 3000
t: 153
e: advisory.jobplus@gov.mt
www: jobsplus.gov.mt

