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Welcome
It is time to get started!  You might think that you only need
luck to find work. Well, it’s not just luck. Most vacancies are
not advertised - they are filled by those people who take
their own initiative to seek employment.
This booklet guides you in your search for employment. It
helps you to: format your own CV; write a covering letter;
prepare yourself for an interview and so on.
Moreover, we shall be meeting once a month for the next
six consecutive months. During these meetings, we shall
discuss your Personal Action Plan. Thus, it is necessary for
you to read this booklet.  



What is a
Personal Action Plan
• This PAP details the steps necessary to help you in Job Search
• It provides information about your skills, qualifications and past work history
• It is an agreement you and I have agreed upon

AVAILABILTY FOR WORK
I understand I must:
• Be available for work
• Be willing to work
• Be capable of working

ACTIVELY SEEKING WORK
I understand I must:
• Actively seek work
• Show what I have done to find work
• Keep a record of what I do
to find work
• It is an agreement that you and I
have reached together
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CLIENT’S DETAILS

ADVISOR’S DETAILS

Name:

Name:

ID. No.

Telelephone:

Telelephone:

Signature:

Mobile:
Signature:



Getting Started

How do you start looking for a job?
The following information guides
you through your job search.

Write down all your skills and abilities:

You need to be able to tell employers what you can do – so you need to think about
what your skills and abilities are.  List all your work skills, personal qualities and any
other things you are good at. The tables that follow can help you.

WHAT SKILLS DO YOU HAVE?
Your skills could come from:
• attending school or training courses
• any type of job, including charity work
• projects at home or in the community
• running a home or looking after people
• making or fixing things and solving problems


WORK SKILLS - HAVE YOU EVER...
• built something
• cleaned something
• coached, counselled or taught someone
• communicated with others
• created or designed something
• found a fault or problem
• helped or served others
• learnt something new
• led or managed other people
• looked after money
• made a decision affecting others
• put something together or fixed it
• solved a problem
• worked in a team
• worked with equipment, machinery, tools
• worked with technology
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• written something


PERSONAL QUALITIES - ARE YOU…
• active

• fair

• reliable

• adventurous

• firm

• respectful

• ambitious

• intelligent

• responsible

• artistic

• kind

• risk-taker

• athletic

• lively

• self-reliant

• attentive

• loyal

• sensible

• bright

• mature

• sincere

• calm

• motivated

• sociable

• careful

• observant

• strong

• caring

• organised

• supportive

• confident

• outgoing

• tactful

• considerate

• patient

• team player

• determined

• persistent

• tidy

• disciplined

• pleasant

• thorough

• eager

• polite

• tolerant

• easy going

• positive

• trustworthy

• efficient

• punctual

• understanding

• encouraging

• quick learner

• unselfish

• energetic

• realistic



Make a plan and set some firm goals

Spend quite a substantial
amount of time during
your job search.
DON’T GIVE UP!

What sort
of job do
I want?
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Clerk

Will I enjoy it
and want to
stay?

Is it available
in the labour
market?

Yes

Yes

What skills
do I need for
the job?
Office Skills

Do I have the
skills?

Yes



Looking For Work
Some jobs are advertised
in different places but lots of
jobs are never advertised at all:
thus you need to ‘nose’ around.

Research shows that most often people find work through
friends and family or by word of mouth. In fact, only about
30% of jobs are advertised.  To find these jobs, you need to:

Shop for jobs

You probably walk past job adverts in shop windows every
day but do you ever take any notice? Small firms may use
their shop window to advert their vacancies so watch out for
these types of adverts when seeking employment.   
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Check daily newspapers
You can also view these adverts at the ETC Job Centres.  We could also send you the list
of job vacancies featured in newspapers via e-mail.

Watch out for adverts on radio and TV stations
The following tips might help you when phoning to apply for
vacancies advertised in the media…

Before Calling:

• Keep the advert in front of you and jot down the name of the person you need to
speak to or the department responsible for recruiting staff
• Jot down the name of the vacancy you are interested in, and the number of the
reference if any
• Prepare questions you need to ask
• Keep a blank paper and a pencil to jot down any details
• Be prepared to answer any personal questions

During your Telephone conversation:
•

Ask for the person or department in question

• Speak clearly, give your name and the vacancy you are interested in
• Be prepared to answer any questions you might be asked.  You can ask some
questions as well.  If you do not understand something, do not be afraid to ask
the person to repeat
• If you are offered an interview, take note of the date, time, place and the name
of the interviewer.  Confirm this data with the person you are speaking to.  If you
have doubts do not hesitate to ask for directions
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• If the vacancy has already been filled, enquire about any possible vacancies which
might arise in the future
• Always thank the person you are speaking to before hanging up
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Check the ETC website www.etc.gov.mt
The ETC Website is a very important and useful resource during your job search. It contains lists
of vacancies available both locally and in other European Countries. By clicking on job links, you
can access other websites such as that of the Department of Information (for public vacancies).  
You can also submit your CV on-line and receive vacancy notifications via e-mail or sms.

Check the EURES website for jobs in European countries
www.euresmalta.com
As a Maltese citizen, you have the right to live    and work in any Member State of the European
Union. If you are interested to work in the EU, then this is an invaluable website for you, since
it displays information about vacancies in these countries. In this website, you can also access
information about living and working in the European Union. You can get further information by
visiting the EURES Office at ETC, Hal Far or by phoning on 22201203 between 9am and 12pm.

Make use of the ETC freephone - 800 765 00

By phoning on this number (from a landline), you can ask our vacancy officers about possible
vacancies on a daily basis.  Always keep a biro and a paper handy so as to jot down relevant
information.  

Visit the ETC Job Centres

Motivated people take the initiative to seek employment through job centres. Job Centres are
easily accessible and convenient because their services are free of charge. Vacancies are displayed
on different notice boards.
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Valletta Job Centre, Zachary Street, Valletta.  
Tel: 2124 9531/2/3/4  •   Fax: 2124 7283
E-mail: valletta.etc@gov.mt
From 1st October
till 15th June

From 16th June
till 30th September

Monday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Tuesday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Wednesday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Thursday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Friday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm
8.15am – 12.30pm
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Mosta Job Centre, St Anne Street, Mosta.  
Tel: 21421286/7  •   Fax: 21421288
E-mail: mosta.etc@gov.mt
From 1st October
till 15th June

From 16th June
till 30th September

Monday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Tuesday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Wednesday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Thursday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Friday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm
8.15am – 12.30pm
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Cottonera Job Centre, ‘Aççess’ Complex, St Edward Street, Vittoriosa  
Tel: 2123985151/2  •  Fax: 23985150
E-mail: cottonera.etc@gov.mt  
From 1st October
till 15th June

From 16th June
till 30th September

Monday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Tuesday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Wednesday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Thursday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Friday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm
8.15am – 12.30pm

Gozo Job Centre, St Francis Square, Rabat Gozo.   
Tel: 21556086  •   Fax: 21565172
E-mail: rabat.etc@gov.mt
From 1st October
till 15th June

From 16th June
till 30th September

Monday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Tuesday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Wednesday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm

Thursday

8.15am – 12.30pm
2.00pm – 4.40pm

8.15am – 12.30pm

Friday

8.15am – 12.30pm
2.00pm – 4.00pm

8.15am – 12.30pm
8.15am – 12.30pm
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JOB banks
JOB banks form part of a computer system which offers a  touch–screen facility that one can use
to find information on vacancies held on the job bank. JOB banks display vacancies available
both in Malta and even in the European Union Member States. At present, JOB banks can be
found at the ETC Head Office in Hal Far and Job Centers in Valletta, Cottonera, Mosta and
Xewkija, Gozo.
JOB banks are as easy to use as a cash point machine. One does not need any special training or
computer skills to be able to use them. The JOB banks will ask you information about the type of
job or opportunity you are looking for. Based on this information, the JOBbank will display a list
of jobs or opportunities that match your requirements. One can also acquire more details about
the job including further information about the method of application. The JOBbank can also
print these details for you.  
Other sources which can help you during your job search include:
• Family, friends and personal contacts
• Companies/firms you have worked for before
• Placing advertisements in newspapers or websites
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• Private employment agencies (Pages 15 - 17 contain a list of private employment agencies
obtained from the Department of Employment and Industrial Relations in January 2007.
These agencies were approched by the ETC in January 2007 and a consent form was duly
filled in by them)
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Calling employers from the Telephone
Directory, Business Directory or Yellow Pages…
“Let your fingers do the walking” – if you already have an idea of what sort of work you want
or the type of company you want to work for, then you can look through the right section in
either the yellow pages, telephone or business directories. It might be helpful to make a list of
prospective employers. Then, you could:
• Send a covering letter and a CV
• Go out and call on possible employers. You may be interviewed on the spot so be well
prepared…

HERE ARE A FEW THINGS YOU’LL NEED TO DO:
• Think about what sort of job you want and what your skills and
experience are
• Be ready to answer questions and prepare your own questions
too
• Make sure you look clean and tidy, and wear suitable clothes
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• Thank them for their time and leave a copy of your CV
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YOUR PHONE CALL MIGHT SOUND
SOMETHING LIKE THIS …
• Hello my name is George Borg.  Could you please tell me who
hires your company’s staff and put me through to them?
• Hello Ms/Mr Abela, my name is George Borg.
• I’ve had several years experience as a clerk and I’d like to meet
with you and talk about possible job opportunities with your
company.
• Would you mind if I come in and talk with you anyway in case
you have an unexpected vacancy?
• Are you aware of any other firms who may need staff at the
moment?
• Do you have a contact name there?  Would you mind if I said
you suggested calling them?
• I’d like to check back with you in a week or two just to see if
anything has come up.
• In the meantime, I’ll pop my CV in the mail to you.
• Thank you very much for your time Ms/Mr Abela.
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Professional Boards
If you are interested in
professional jobs, you
have to check with the
Regulatory Bodies for
warrants and/or licenses.
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WHERE CAN YOU
GET THE INFORMATION?
• For an updated copy you can visit
http://etc.gov.mt/docs/
Regulated%20Professions.xls
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Job Leads Diary
This diary is a good way
of keeping records of those
companies, which you have contacted.
Now take a look at the above table.  It contains a table showing how a job leads diary is
constructed.  It is important to list all details of the companies you have contacted (by phoning,
going personally and sending CV or e-mails) and refer to for further action if necessary.

CONTACT

JOB

Visit 12/11

Factory
work

COMPANY & CONTACT &
ADDRESS
PHONE

Helmet
Factory
Bulebel

Mr Borg
21212121

NOTES

FOLLOW UP

ACTION
DATE

Filled in
application

Ring & make
appointment
with manager

15/11
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Writing Your CV
CV means Curriculum Vitae. It
shows a history of you, what you’ve
done and what you’ve achieved.

The CV is an important tool as it has important information about you.
When you send a CV, you are showing that you are professional and have initiative.

HOW DO YOU WRITE A CV?
There are various types of CVs including the EU CV format (Turn to
pages 23 – 24 for example). It is important to:  
• keep it short (1-4 pages)
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• put your best skills first
• use simple language and short sentences
• update your CV periodically
• be positive and enthusiastic
• make it look good and always type it
• check your spelling and grammar

23
EUROPEAN CURRICULUM VITAE

24
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EUROPEAN CURRICULUM VITAE
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Writing A Covering Letter
Your covering letter has an
important role when you are
applying for a job. It may even
help employers to decide if they
will read your CV.

HERE ARE SOME IMPORTANT TIPS TO MAKE YOUR
COVERING LETTER STAND OUT…
• Use white, non-coloured paper
• Keep it short and simple, not longer than a page
• In the first sentence, state what job you are applying for and quote the
reference number if available
• In the next two paragraphs state the most important things you want
the employer to know about you
• Address the letter to the right person
• Watch out for grammar and spelling mistakes
• You can either type or handwrite the letter, as requested by the
employer
• In both cases, keep the letter tidy
• Include your name, address and contact number

26
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There is no magic to letter layout
- the tip box below can guide you
through the process of writing a
good letter of application

Now turn to pages 27-31 for various samples of different letters of
application which can be used in different circumstances…

27
Can be used with ETC Submissions (please note that circled words should be changed according
to the instructions given and according to your personal details and specific vacancies)…

Change according
to job vacancy

George Borg
123465M

28
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Can be used when the vacancy is advertised in the Media (please note that circled
words should be changed according to the instructions given and according to your
personal details and specific vacancies)…

29
Can be used when one has experience in post (please note that words in italics
should be changed according to your personal details and specific vacancies)…

30
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Can be used when using the yellow pages (please note that words in italics
should be changed according to your personal details and specific vacancies)…

31
Can be used during personal visits (please note that words in italics should be
changed according to your personal details and specific vacancies)…
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Completing an
Application Form
Employers tend to use application
forms to choose people for a job.
Employers can tell quite a lot about
yourself from the way you fill in
your form… First impressions count!

HERE ARE SOME IMPORTANT TIPS TO HELP YOU
COMPLETE THE FORM SUCCESSFULLY…
• Read instructions carefully and go through everything first; for example,
if the form says use black ink, don’t use a blue pen.
• Make a rough copy
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• Keep your answers tidy
• Answer difficult questions in person;  If there are questions you prefer to
answer during the interview, you can say so in the form
•

Be professional; Enclose the form with a letter and your CV in a large
envelope.  Keep copies for your own records

• Before handing in the application, make sure that you have filled it in
correctly
Take a look at the Sample Application Form that follows…

33
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What are Employers
Looking For?

Employers like motivated
people – so show your
initiative. Qualifications
are important but
employers also look for
additional qualities.
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IN ORDER OF PRIORITY,
EMPLOYERS ARE LOOKING FOR PEOPLE WHO…
1

are motivated and keen  

2

can work in a team  

3

can learn new skills  

4

are well presented

5

are confident

6

will put in time and effort

7

have a good work history

8

have relevant experience
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Preparing for a
Job Interview
When you go to an
interview, you need to sell
yourself. The interview is
your chance to show the
company that you are the
best person for the job.
STAND OUT FROM THE CROWD. PROVE THAT YOU ARE
THE RIGHT KIND OF PERSON BY…
• finding out information about the job and the company
• thinking about questions to ask
• preparing a folder with relevant information (Covering letter, CV,
original and copy of certificates and references)
• making a good impression:  
4 wear clean suitable clothes and shoes
4 smile, shake hands firmly and establish eye contact
4 address people as Mr, Mrs or Ms unless they say otherwise
4 wait to be asked to sit down
4 be relaxed but sit upright
4 don’t smoke, eat, drink or chew gum
4 do not  fiddle with your hair, clothes or pens,
4 don’t be critical of other companies or people
• remembering to relax – be friendly and polite
• at the end thank the employer for the interview and ask when they shall
take the final decision

Personal Action Plan

38
WHEN THE EMPLOYER SAYS…

YOU NEED TO…

Tell me about yourself

Concentrate on your skills
rather than on your life history

Tell me about your last job

Mention your skills and achievements –
if asked, explain why you left

What are your skills?
Are you capable of using some equipment?  
Do you have any related experience?

Sell yourself - explain how you have achieved
your skills

Mention your education and training

Say what you have learnt
and how you practiced it

Are you involved in extra activities?

This is not a personal question, but rather
it is about skills you can use at work

Are you interested in further education?

Show that you believe in life long learning,
but do not suggest training straight away

What training will you need to do the job?

Stress the skills you have – be positive

What is your greatest achievement?

A personal touch works well
(e.g. my children)

What are your weaknesses?

This is not a personal question, but rather
work related.  Turn it into a positive answer
such as ‘I tend to work too hard’

What motivates you to do a good job?

Money is not a good answer

Do you prefer to work alone or in a group?

State that you enjoy working in a team,
but you can work independently
to get your job done

What are your ambitions/plans for the future?

Make sure they suit the job you’re going for

What was your latest wage?

Tell the truth if asked

What wage do you expect?

Say that you like a wage that’s appropriate
for the position and the work you’ll be doing

What do you know about us?

Show you have taken time
to find out about the company

Why did you apply for this job?

Talk about why the job appeals to you and
why the company would be good to work for
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What Happens Next?
There are simple things you
can do after an interview to
help increase your chance of
getting a job.

THE FOLLOWING TIPS CAN HELP YOU
TO BE MORE PROFESSIONAL…
• Write a letter thanking the employer for their time.
• If you are not chosen for the post, do not be disheartened.  Phone or
write to the employer and ask for feedback
Your letters may sound something like the ones found on pages 40 - 41

40
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“After your interview, write and thank the employer…”

41
“If you don’t get the job ask for feedback…”
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When you get the job
Getting a job is great news
and it is a busy time too!
WHEN YOU FIND A JOB…
• inform ETC that you have found a job – it is
stipulated by law  
• stop registering for work immediately, (if
you are registering under part 1 or part 2)  
• furnish your employer with your personal
details so that the Engagement Form can be
duly filled in and forwarded to ETC on the
first day of employment
• Register on Part 3 if you would like to
enhance your job opportunities.

Now that you have found a
job, it is important to make
a good impression! The
following tips can help you...

WHEN YOU START WORKING…
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• find out about  the hours you will work, where to go, who to ask for on
the first day, what you need to take and how are the wages paid and
when
• be honest and punctual, get all your work finished, be prepared to do
more than you are asked to do and help others if you can  
be polite and friendly. Introduce yourself, shake hands and try to
remember names
• ask if you don’t understand and take notes if you need to
learn the rules – find out the health and safety rules, and unwritten rules
about how things are done in your workplace and make sure you follow
them
• try to solve your own problems first, instead of seeking help immediately
and then check to see if you are right
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The importance of
Life Long Learning
Lifelong learning includes
learning throughout life - from
birth to grave and in different
learning environments.
Learning throughout one’s life, is the key to one’s
own development, self-worth and satisfaction
Changes in society, from basic industries to more sophisticated products and
services, have resulted in decreased jobs for unskilled manual workers and
increased jobs for non-manual workers.  Thus it is essential for each person to
keep on learning so as to remain employable, by gaining new skills.
There are many lifelong learning opportunities in Malta – you have to be active and look for
them! Lifelong learning opportunities are offered by public institutions like the Employment and
Training Corporation, the Malta College of Arts, Science and Technology, the Institute of Tourism
Studies, the Education Division and the University of Malta.
Jobseekers can apply for a wide range of vocational courses offered by ETC through their
Employment Advisor or by applying directly through the ETC website www.etc.gov.mt
or filling an application form at one of the ETC Job Centres. Information about courses offered by
other state providers can be obtained from their websites as indicated here:
MCAST: www.mcast.edu.mt
ITS: www.its.edu.mt
Education Division: www.education.gov.mt
University of Malta: www.um.edu.mt
In addition to the above, there are a number of private training providers that offer courses in
various fields leading to a tertiary level qualification.
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First Interview
What I agree to do to identify and apply for jobs.
Write to at least to ___ employers a week
Phone at least ___ employers a week
Visit at least ___ employers a week
Contact Job Centre at least ___ times a week
Ask family, friends and people I have worked with before
Look in the newspapers
Use the Jobseeker Direct freephone 800 765 00
Visit the vacancy section on the ETC website www.etc.gov.mt
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(Please make reference to the Job Leads Diary on page 21. Please update following each interview)
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Second Interview
What I agree to do to identify and apply for jobs.
Write to at least to ___ employers a week
Phone at least ___ employers a week
Visit at least ___ employers a week
Contact Job Centre at least ___ times a week
Ask family, friends and people I have worked with before
Look in the newspapers
Use the Jobseeker Direct freephone 800 765 00
Visit the vacancy section on the ETC website www.etc.gov.mt
(Please make reference to the Job Leads Diary on page 21. Please update following each interview)
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Third Interview
What I agree to do to identify and apply for jobs.
Write to at least to ___ employers a week
Phone at least ___ employers a week
Visit at least ___ employers a week
Contact Job Centre at least ___ times a week
Ask family, friends and people I have worked with before
Look in the newspapers
Use the Jobseeker Direct freephone 800 765 00
Visit the vacancy section on the ETC website www.etc.gov.mt
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(Please make reference to the Job Leads Diary on page 21. Please update following each interview)
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Fourth Interview
What I agree to do to identify and apply for jobs.
Write to at least to ___ employers a week
Phone at least ___ employers a week
Visit at least ___ employers a week
Contact Job Centre at least ___ times a week
Ask family, friends and people I have worked with before
Look in the newspapers
Use the Jobseeker Direct freephone 800 765 00
Visit the vacancy section on the ETC website www.etc.gov.mt
(Please make reference to the Job Leads Diary on page 21. Please update following each interview)
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Fifth Interview
What I agree to do to identify and apply for jobs.
Write to at least to ___ employers a week
Phone at least ___ employers a week
Visit at least ___ employers a week
Contact Job Centre at least ___ times a week
Ask family, friends and people I have worked with before
Look in the newspapers
Use the Jobseeker Direct freephone 800 765 00
Visit the vacancy section on the ETC website www.etc.gov.mt
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(Please make reference to the Job Leads Diary on page 21. Please update following each interview)
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Sixth Interview
What I agree to do to identify and apply for jobs.
Write to at least to ___ employers a week
Phone at least ___ employers a week
Visit at least ___ employers a week
Contact Job Centre at least ___ times a week
Ask family, friends and people I have worked with before
Look in the newspapers
Use the Jobseeker Direct freephone 800 765 00
Visit the vacancy section on the ETC website www.etc.gov.mt
(Please make reference to the Job Leads Diary on page 21. Please update following each interview)
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