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MINISTRY OF CLIMATE CHANGE INTERNAL RECRUITMENT GUIDLINE 

                                                                 1.     INTRODUCTION 

 

The Public Service Act requires that "the selection of persons for appointments and promotion to be based upon merit" [section 15(2) (b)] and 

that a person’s merit for appointment or promotion be determined by assessing their:  

(a) Skill and ability to perform the duties and responsibilities of the post. 

(b) Standard and efficiency of work performance; 

(c) Formal qualifications and training; and 

(d) Personal qualities including conduct. 

 

Chapter 3 of the Public Service Staff Manual outlines the recruitment process within the Public Service Commission.  

For Directors and Director General in order to determine the best applicant for the vacant position, the appropriate selection procedures need to 

be in place that will ensure the proper recruitment and selection process and decision are transparent, impartial and fair. The procedure should 

ensure that: 

• All potential applicants have reasonable access and opportunity apply for vacancies 

• Applicants are given the same information about the selection process 

• All applicants received and are assessed against the same selection criteria 

• Selection committee make sound and unbiased selection decision using information gathering methods appropriate to the nature of the job 

being filled and  

• The selection process is free from the political interference. 

The aim of recruitment is to establish a quality workforce capable of effective delivering government programs and services. 
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                                                                     2. INTERNAL GUIDELINE  

 

TYPES OF 
RECRUITMENT  

STAGES STEPS DETAIL EXPLIANATION  

Permanent post 1. Preparatio
n of 
Financial 
visa   

1.  Director or Director General through his or her 
department to instruct finance officer to prepare 
financial visa based on available budget. 

2. Director and Director General signs off the financial visa 
3. A scan copy needs to be kept with the Department and 

Ministry corporate services 
4.  Register in out mail and ensure is signed off when 

delivered to MFEM –treasury for assessment 
5. Get the approved Financial Visa from MFEM 
6.  Scan and file the copy 

Financial Visa must contain the 
approved Job description and 
structure.  

 2. Obtaining 
approval to 
advertise from 
the secretary of 
the Commission 

1.HRO to fill the request to advertise a vacancy form PSC 

FORM 3-1) and attach copies of the: 

a. Current approved job description; 

b. Current approved Department’s organisation chart that 
clearly shows where the position fits in the structure; 

c. Job advertisement; and approved financial visa from the 

Department of Finance 

d. Deliver to Director and Director General for signature 

e. Scan the form 

f. Register in outmail and ensure is signed off when 

delivered to OPSC for Secretary’s signature and 

approval  

g. Get the approval from OPSC 

 h. scan and file the copy 

 

• Request to advertise must be 
signed off by both Director and 
Director General before 
submission to OPSC. 
 

• Advertisement can only be done 
when Secretary of Public Service 
Commission approves the 
approval to advertise request.  
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 3. Advertising 
the job vacancy, 
providing job 
information and 
acknowledging 
receipt of 
applications 

1.Advertisement layout must 3 langauge- English,Bislama and 
French. 
 

2. Request for quotation and layout for consideration 

 

3.Advertisement duration will be based on approval to 

advertise letter approved by Secrtary geneal of Public Service 

Commission. 

 

4. Advertisement content should clearly outline  the criteria’s 

outlined in the approved Job discription of the Post must inform 

potential applicants that applications have to be made using 

the prescribed Public Service Job Application Form. (PSC 

FORM 3-2). 

 

5. Provide information package to all potential applicants who 

inquire about the job.  This kit should contain, as a minimum 

 

A. A copy of Public Service Job Application form (PSC FORM 

3-2). 

 

B. A copy of the approved Job Description (PSC FORM 2-1),  

 

C. A copy of the current approved organisation chart showing 

where the position fits in the structure and any other relevant 

information relating to the Department and/or the position.  

 

5. All applications received are to be recorded in a register and 

a simple acknowledgment forwarded to the applicant to 

indicate that the application has been received and that it will 

be referred to the selection committee for consideration 

 

Job vacancies should be advertised 
through any means of media that 
would increase the public’s awareness 
of the vacancies. 
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 Establishing a 
selection Panel 

  1.  Selection Panel should be three to five members. 
a) Ministry or Department convener- should be 

someone working on the Department or Ministry where 

vacant position is located. The convener plays the 

leading role during a panel session, including 

development of interview questions. 

 
 

b) PSC Rep - is responsible to provide guide to the panel 

members in regards to the recruitment rules stated in 

the PSSM. 

 
 

c)  Independent Rep- may bring in new or innovative 
techniques in terms of recruitment that may assist the 
panel in its session. An Independent rep can be 
nominated from another Government Department.  
 

2. Also the panel members must ensure that the followings 
are in order before the assessment commences.  

 
a) Clear records of when the applications were received 

b) Late applications must be clearly stated 

c) PSC approval letter to advertise the position (s) 

d) Organisational structure 

e) Approved Financial Visa 

f) Job Description 

g) (PSC FORM 3-2). A must – if not attached the panel can 

request the applicant to submit even, thou closing date 

lapse) or culled out the applicant. 

• Composition of a Selection 
Panel, a Director-General must 
consult with the Director of the 
Department where the vacant 
position is located and take into 
account his or her views. 
 

• Each Selection Panel should 
have a reasonable gender 
balance.  
 

• If a member of a selection panel 
discovers at the commencement 
of the process, that he/she is 
related to or has a personal 
relationship with any of the 
applicant’s, the member must 
declare the potential conflict of 
interest and immediately excuse 
themselves from the panel.  The 
matter should then be referred to 
the Director-General who, in 
consultation with the relevant 
Director, to make arrangements 
for a replacement panel member 
to be appointed. 
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 Shortlisting The panel member Assessing the written application against 
the selection criteria 

a) Assessing the applicant resume 
 

b) Examine work samples provided by the applicant 
 

c) Cull out process if the application does not meet the 
set criteria of the advertisement.  
 

d) Panel members to assess by completing (PSC 

Individual Assessment Forms -3-3) clearly stating 

name of applicant and other required fields. 

e) Another form – (PSC individual Assessment Form3-
3) to be used for the average score (add all panel 
members’ score for individual applicants and divide by 
number of panel members) 
 

f) The form must sign off by each panel member.  
 

g) The panel should give priority or high rating to the 

questions raised on; 

• Qualification e.g., if the position requires a degree, 

then applicants with a degree should be given high 

rating, Diplomas with medium rating and certificates 

with low rating 

• Special field of education in the relevant field of Job 

should be given high priority 

• Number of years of experience in relevant field should 

also be given high priority 

 

• HRO to liaise with panel 
members to set time and date for 
Panel to meet for shortlisting. 
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Priority Ratings are as follows: - High Ratings – 8-10; Medium 

Rating – 5-7; Low Rating – 0-4 

 

 Interview  a) Panel should agree on a date to convene to further 

assess the short-listed applicant through interview. The 

date should not be more than five (5) days after the 

assessment of written applications. Panel must use 

(PSC individual Assessment Form3-3) for interview.  

 

b) Interview questions to be formulated by the Ministry 

Convenor and circulated to all panel members for 

comment. 

c) It is also advisable that the panel members involve in 

developing questions to provide possible answers to the 

questions. 

 

d) Ministry HRO to call every successful candidate confirm 

date and time for the interview. 

 

e) On the day of the interview, department responsible 

should provide water and lunch for the panellist. 

 

f) The panel members can further discuss the responses 

(how best the applicant’s response to questions ask) 

from applicants before each panel member can decide 

on his/her score. 

 
 

2. Interview session 

This should be environmentally friendly for instance:  

• When selection is finalised by 
the Panel member. The Director 
and Director General must 
consider /endorse selection 
report 

• If not endorsed, other 
appropriate action has to be 
taken by the Ministry in relation 
to the vacancy., Re-advertise. 
 

• If endorsed by Director and 
Director General certifies that 
merit procedures have been 
followed and submits all relevant 
documents to PSC for approval. 
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a) Introduce the panel members to the applicant. 

 

b) Inform the applicant on the sequence of questions to 

be ask. 

c) Try to make the interview as friendly and comfortable 

as possible for the interviewee. 

d) May ask questions that are design to put the applicant 

at ease, for the applicant to relax and can talk freely.  

e) Inform the applicant the language in which they feel 

comfortable in responding to questions. 

f) Inform the applicant, that questions can be repeated 

upon request. 

g) Also provide water to drink including pen and paper. 

h) At the end of the interview the panel should allow time 

for applicant to ask question 

i) The convener must then inform the applicant about the 

PSC recruitment process and how long it will take for 

the applicant to be informed of the outcome of the 

assessment. 

 
3. End of the Interview session 

The panel member supposed to; 

a) Complete individual scoring sheets,  

b) All members must sign off the average score sheet, 

c) Comparative assessment (PSC FORM 3-4) form must 

be completed and signed off by all members 

d) Selection outcome report (PSC FORM 3-5) completed 

and signed off by Director and DG. 

e) HRO to facilitate the recruitment file for Director and 

Director General endorsement 
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f) Scan and file the copy 

g) Submission to OPSC for Commissions endorsement  

 

 

Temporary 
salaried 
employees 

 1. Director or Director General through his or her department 
to instruct Finance officer to prepare financial visa based on 
available budget. 
2.Director and Director General signs off the financial visa 
3. A scan copy needs to be kept with the Department and 
Ministry corporate services 
 
4.Register in out mail and ensure is signed off when delivered 
to MFEM –treasury for assessment 
 
5.Get the approved Financial Visa from MFEM 
 
6. Scan and file the copy 
 
7.Director and Director General sign off the request to employ 
a temporary salaried employee, a daily rated worker or a 
contract employee form (PSC FORM 3-7)  
attach the 

• Financial Visa,  
 

• Job Application (PSC FORM 3-2) completed by the 
proposed employee  

 

•  The approved Job Description (PSC FORM 2-1) for the 
position to be occupied and 

 

•  Submit to OPSC for Commission endorsement. 
 

Temporary salaried employees can be 
engaged up to a maximum period of 6 
months generally where there is an 
approved established position and a 
person is required to cover the absence 
of permanent officers during periods of 
leave or to fill a temporary vacancy 
pending recruitment action. 
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Permanent 
appointment of 
a staff member 
to a higher post 
without 
Advertising the 
vacancy 

 1. Director or Director general through his or her department 
appoint the officer on acting for 6-month period. 

2. Supervisor submit the six-month assessment form. (Use 
PSC form 10-1 template) 

3. For direct appiontment Director or Director General needs 
to submit a support direct appiontment letter. Attaching with 
the 

• Approved financial Visa from MFEM’ 

• Copy of acting letter 

• Assessment form 

• Permanent Appointment Report (PSC FORM 3-6) 

4. Director and Director-General must be able to demonstrate 
to the Commission that merit and equity criteria have been 
satisfied. 
 

Where a permanent officer has been 
acting in a higher post for a continuous 
period of at least 6 months, the 
Commission may appoint that officer to 
the post on a permanent basis if it is 
satisfied that the merit and equity 
criteria have been satisfied 

Contract   1. Director to instruct Finance officer to Prepare Financial visa 
based on available budget. 
 
2.Director and Director General signs off the Financial Visa 
 
3. A scan copy needs to be kept with the Department and 
Ministry corporate services 
 
4.Register in out mail and ensure is signed off when delivered 
to MFEM –treasury for assessment 
 
5.Get the approved Financial Visa from MFEM 
6.Scan and file the copy 

Contract employees may be engaged 
for up to a period of six (6) months 
where, due to the nature of the work to 
be performed (such as short-term 
specialist services with specific Terms 
of Reference).  Expatriate technical 
advisors’ contract with specific terms 
and conditions of work maybe engaged 
for more than six months depending on 
the need of engagement, but shall be 
subject to the approval of the 
Commission. 

 



 

Page 11 of 23 
 

7. Director and Director General sign off the request to employ 
a temporary salaried employee, a daily rated worker or a 
contract employee form (PSC FORM 3-7). Attach a  

• Agreement of service contract duly completed and 
signed by the proposed contractor 

• Financial Visa, 

• Job Application (PSC FORM 3-2) completed by the 
proposed employee 

• The approved Job Description (PSC FORM 2-1) for the 
position to be occupied and  

• Submit to OPSC for commissions endorsement 
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