



From

:  ………………………………………………………

Reference
:  ………………………………………………………

Date

:  ………………………………………………………

Subject
:  PROMOTION TO A HIGHER GRADE IN THE PUBLIC SERVICE
1.
Has availability of funding been confirmed? (Please circle as applicable)
                        Yes / No


(Please attach the written confirmation of funding from Ministry of Finance.)

2.
Did the Secretary for PSC endorse the: 

i. job description? (Please circle as applicable)



          Yes / No

ii. interview panel? (Please circle as applicable) 



          Yes / No

Give the Reference no. and date of the approval of the Secretary for PSC……….……………….
3. 
Has Ministerial approval been granted?
(Please circle as applicable)
                        Yes / No

(Please attach a copy of Ministerial approval)

4.
Post, Salary Level, Salary Scale, Recommended starting point:
5.
How & When the vacancy was created: 
(Please select with a tick (( ) & specify where applicable)
· Resultant vacancy vacated by Mr/Ms …………………………….. (PSC Decision No. ….…….. of …………………………..)
· New post 
· Tokenised post

6.
Duties & requirements of the post:
(Please enclose a copy of the Job Description)

7.
Method of Selection 


	Advertisement period
	___ Week(s)/Month(s)

	Number of Applicants
	___        

	Number of Shortlisted Applicants
	___

	Interview Panel (Name, Post, Ministry )
	1.
2.
3.

	Interview Date, Time and Venue
	


8.
Panel’s Assessment
(Please enclose panel’s assessment forms)
	
	PanelIST  1:


	PanelIST 2:
	PanelIST 3:
	TOTAL

	Candidate 1:


	
	
	
	

	Candidate 2:


	
	
	
	


9. 
Background Information and Performance during the interview:

(i) Recommended candidate ………………………………

Does recommended candidate meet all minimum requirements?  (Please circle as applicable)        Yes / No
(ii) Runner up……………………………..
Does runner up candidate meet all minimum requirements? (Please circle as applicable)                 Yes / No
Is this candidate recommended as the reserve candidate if the recommended candidate withdraws?

(Please circle as applicable)                                                                                                                            Yes / No
10.
Is the officer currently acting in the post?  (Please circle as applicable)  

           Yes / No   

If “Yes”, commencement date of Acting Appointment will be the New Incremental date: 


…..………………..
11.  
Any other comments?
Recommendation(s):

That Mr/Mrs/Miss/Ms ……………….…………………..(post)………………..…………………………

Department/Ministry of ……………………………….. be transferred and promoted to the post of (post)……………………….. in the Department/Ministry of ………………………….. and she/he be paid at the relevant point of the appropriate salary scale with effect from …………………………….

OR
1. That Mr/Mrs/Miss…………………………………..(post)………………..……………………… Department/Ministry of ……………………………….. be promoted to the post of (post)………………………… in the same Department/Ministry and she/he be paid at the relevant point of the appropriate salary scale with effect from …………………………….

AND if applicable

       2.  That his/her new incremental date be ……………………………… 

Prepared by:

………………………………………………………….

Signature:

………………………………………………………….

For:


………………………………………………………….

(Designation of Head of Department/Ministry)

Please ensure that the following documents are attached:

· Written confirmation of funding from Ministry of Finance

· A copy of Ministerial approval

· Job Description
 
· Advertisement

· Assessment Forms

· Letters of Application
· Certified copies of certificates/transcripts and reference letters
Public Service Commission Office Use ONLY

Responsible Officer:……………………………………………….

Recommendation:  

    ⁯   All in order, submit for PSC Decision.     

    ⁯   Not in order, defer to Ministry.

PSC Comments:

� Unless this case is promotion of a returning scholar, this job description should be the one which was endorsed by the Secretary for PSC and advertised.
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