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MAURITIUS PUBLIC SERVICE

PUBLIC ADVERTISEMENT NO. 82 OF 2022

Vacancies for Post of Employment Counselling Officer
Ministry of Labour, Human Resource Development and Training
(Human Resource Development and Training Division)

Applications are invited from qualified candidates who wish to be considered for
appointment as Employment Counselling Officer in the Ministry of Labour,
Human Resource Development and Training (Human Resource Development
and Training Division).

AGE LIMIT

Candidates, unless already in the Service, should not have reached their
45th birthday by the closing date for the submission of applications.

QUALIFICATIONS

Candidates should possess —

A. a diploma in Human Resource Management or Public Administration or
Management or Counselling or Psychology or Economics or Statistics or
Marketing from a recognised institution or an equivalent qualification
acceptable to the Public Service Commission.

B. Candidates should -
(i) possess effective organising and analytical skills;
(i) possess effective interpersonal and communication skills; and

(iii) be computer literate.

NOTE 1

Selected candidates will be appointed in a temporary capacity in the first
instance and will be required to follow a theoretical and on-the-job training
course in all aspects of the work of an Employment Counselling Officer for a
period of at least six months, as approved and arranged by the Ministry. On
satisfactory completion of the course and on being favourably reported upon,
they will be considered for appointment as Employment Counselling Officer in
a substantive capacity.
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IV.

NOTE 2

Employment Counselling Officers who possess a diploma in Human Resource
Management or Public Administration or Management or Counselling or
Psychology or Economics or Statistics or Marketing from a recognised institution
or an equivalent qualification acceptable to the Public Service Commission will
be allowed to progress beyond the Qualification Bar (QB) provided in the salary
scale for the post.

Note
1.

2.

Candidates should produce written evidence of knowledge claimed.

The onus for the submission of written evidence of knowledge
claimed and equivalence of qualification (if applicable) from the
relevant authorities (Higher Education Commission or Mauritius
Qualifications Authority) rests on the candidates. Applications will
not be considered in case of non-submission of written evidence of
knowledge claimed and Equivalence Certificate, as appropriate, by
the closing date.

Candidates may be required to take part in a written examination.

The Commission reserves the right:

(i) to convene only the best qualified candidates for interview; and
(i)  not to make any appointment following this advertisement.

DUTIES AND SALARY

A.

When posted to the Operational Unit

(a) To provide vocational guidance and one-to-one counselling so as to
assist jobseekers to develop skills through appropriate training in
the achievement of their employment goals.

(b)  To interview jobseekers to diagnose and assess their specific needs
and to elaborate action plans to increase their employability.

(c) To carry out inspections relating to work permits and recruitment
licences and to effect industrial visit, as and when required.

(d  To conduct —

(i) “ateliers de travail” to enhance the employability skills of
jobseeker; and

(i1) an assessment of jobseekers’ data for proper profiling.
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(h)

_3-
To process vacancies and conduct job matching exercise to enable
suitable placement of jobseekers according to the provision of the
legislation.

To assist —

(i) jobseekers to register online on the website of the Ministry in
accordance with established procedures and techniques; and

(i)  jobseekers in the IT corner for job search and other related
activities.

To follow-up with jobseekers at regular intervals to assess progress
and record outcomes.

To verify and validate online registration of jobseekers.

When posted to the Communication and Marketing Unit

(2)

(b)

(©)

(d)

To participate in —

(i) outreach activities for sensitisation of jobseekers and
employers on employment matters, including organisation of
job fairs; and

(ii)  events, including press conferences, exhibitions, job fairs,
open days and communication campaigns.

To compile information on vacancies for dissemination in the
media.

To prepare information on the activities of the National Employment
Department for dissemination in the media.

To assist in the preparation and design of pamphlets, flyers,
brochures, posters and other publication materials.

When posted to the Research and Development Unit

(a)
(b)

To contact employers to seek their participations in surveys.
To assist in —

(1) the preparation and updating of the National Classification of
Occupations; and

(1) the establishment and maintenance of regular contacts with
employers, registered training institutions and other sources
in order to collect data for updating information on the
National Employment Dashboard.
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To assist the officer in charge in the processing of overseas
vacancies.

To perform job analysis exercises and related labour market surveys
and assist in the preparation of job descriptions in connection with
the National Directory of Occupations.

To compile list of vacancies for dissemination in the media.

To provide appropriate and relevant labour market information to
jobseekers, employers and other stakeholders.

When posted to the Training Programme Unit

(2)
(b)

(©)

(d)

(H

(8)

To register jobseekers on the database for training programmes.

To update database of jobseekers and employers participating in
different training programmes.

To conduct —

(i) surveys with jobseekers to determine status of employability;
and

(i) monitoring exercises to ensure effective implementation of
training programmes and prepare reports accordingly.

To provide —

(i) counselling to jobseekers prior to enrolment on training
courses offered under different training programmes; and

(ii) information to jobseekers and employers on different training
programmes.

To follow-up with employers regarding status of placement of
trainees.

To process —
(i) vacancies and submit list to employers upon requests;

(i) applications received from employers for placement and
training of jobseekers; and

(ii) applications received from employers for refund of monthly
stipends.

To liaise with training institutions, employers and other
stakeholders for delivery of training courses to jobseekers.
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(h)  To prepare statistical reports on different training programmes.

(i) To assist in the preparation of events pertaining to different training
programmes.
2. To assist the Senior Employment Counselling Officer in the performance

of his duties.

3. To use ICT in the performance of his duties.

4. To perform such other duties directly related to the main duties listed
above or related to the delivery of the output and results expected from
the Employment Counselling Officer in the roles ascribed to him.

Note

Employment Counselling Officers will be required to work in Regional
Employment Offices across the island and the main office.

The permanent and pensionable post carries salary in scale Rs 19,225 x 300 —
19,525 x 325 - 21,475 x 375 - 22,225 x 400 - 23,425 x 525 - 26,050 x 675 —
27,400 x 825 - 35,650 x 900 - 37,450 x 950 - 38,400 QB 39,350 x 950 — 42,200
x 1,300 — 44,800 a month.

Appointment in a temporary capacity in the grade carries a flat salary of
Rs 19,225 a month.

MODE OF APPLICATION

1.  Qualified candidates are advised to submit their application electronically
at the following address:

https://psc.govmu.org

2. Candidates may also apply electronically at the Enquiry Counter of the
Public Service Commission, 7, Louis Pasteur Street, Forest Side from
09 00 hours to 15 30 hours on weekdays and not later than
15 00 hours on the closing date.

3. Candidates are requested to follow the procedures that can be accessed
through the “How to Apply” option on the above address.

4.  Candidates already in the service should also submit a printed copy of their
electronic Application Form, duly signed, through their respective
Supervising Officer/Responsible Officer.

5. Acknowledgement of applications will be made, as far as possible, by
e-mail. Candidates are, therefore, advised to submit their e-mail address.
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For queries regarding Username and Password, the Government Online
Centre (GOC) may be contacted on the e-mail address support@ncb.mu or
on phone number 454 9955.

For technical support and other queries, the helpdesk of the Public
Service Commission may be contacted on the e-mail address
pdsc@govmu.org or phone number 670 9705 or fax number 670 3417.

Candidates are also advised to read carefully the “NOTES AND
INSTRUCTIONS FOR ONLINE APPLICATION (in response to Public
Advertisement)” before filling in the Application Form. Care should be
taken to fill in the online Application Form correctly. Incomplete,
inadequate or inaccurate filling of the Application Form may entail
elimination of the candidate.

The Commission reiterates its request to candidates to submit their
application electronically. However, qualified candidates not applying
online may submit their application on PSC Form 7 which may be obtained
either from the Enquiry Counter of the Ministry of Public Service,
Administrative and Institutional Reforms, Ground Floor, Emmanuel
Anquetil Building, Port Louis or from the Enquiry Counter of the Public
Service Commission, 7, Louis Pasteur Street, Forest Side or from the Chief
Commissioner’s Office, Port Mathurin, Rodrigues or from the offices of the
Mauritius High Commissions/Embassies overseas.

CLOSING DATE

Applications should reach the Secretary, Public Service Commission, 7, Louis
Pasteur Street, Forest Side, not later than 15 00 hours (local time) on
Thursday 17 November 2022. Applications received after the specified closing

date and time will not be considered.

Public Service Commission,
7, Louis Pasteur Street,

Date: 28 October 2022 FOREST SIDE.
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