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The ILO InFocus Pro gramme on Cri sis Response and Recon struc-
tion (IFP/CRISIS) has pro duced these guide lines to assist prac ti tio ners set
up effective and efficient emergency employment services in post-crisis
contexts.

Employment services are a pivotal element of labour markets, in
build ing essen tial bridges between job seek ers and employ ment oppor tu ni-
ties. This role becomes essen tial in the after math of cri ses —armed con-
flicts, natural disasters, financial and economic downturns, difficult
politi cal and social tran si tions; when changes in labour sup ply and demand
are larger, occur at a faster pace, and needs are press ing, par tic u larly from
jobseek ers’ view point.

Post-crisis employ ment issues may arise as early as the emergency
phase, when labour is sought for tasks such as build ing tem po rary shel ters
and distributing relief assistance, while masses of people who have lost
theirlive li hoods seek income-generating activi ties. Emer gency relief, then
recon struc tion, require a num ber of core employ ment ser vices; includ ing
registration and matching of job seekers and vacancies, recruitment of
work ers for spe cial employ ment programmes, ensur ing non-discrimination
in access to jobs, conducting rapid assessments of the labour market,
employmentorien tation, includ ingreferral to trainingand counsel lingon
self-employmentopportunities.

Yet, experience hasshown thatin emer gen cies employ ment ser vices
may be over looked, and even in cases where some capac ity already exists,
they may not be adapted to the post-crisis con text. To address this need,
IFP/CRI SIS has been pilot ing the intro duc tion of ad hoc “light” employ-
ment cen tres which per form basic oper a tions, that can be grad u ally trans-
formed into fuller and more per ma nent struc tures.

This volume pro vides eas ily avail able and easy to use guid ance to
ILO staff, ILO constituents and partners, and other actors working in
post-crisis response. It is a stan dard pack age, designed to be used flex i bly
and prag mat i cally, to answer the specific needs of very diverse cri sis con-
texts and lev els of devel op ment, and steer rapid response action.

il
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This is one of a series of tools IFP/CRI SIS has been pro duc ing, with
other ILO technical units, to provide orientation to crisis scholars and
prac ti tio ners on core aspects and tech ni cal areas of cri sis response. Other
manuals focus on “Generic crisis response modules”, “Rapid Needs Assess-
ment”, “Therole of coop er a tives and other self-help organi za tions in crisis res o-
lution and socio-economic recovery”, “Local economic development in
post-crisis situations”, “Guidelines for employment and skills training in con-
flict-affected coun tries”, “Gen der guide lines for employ ment and skills train ing
in conflict-affected countries” and “Training and employment options for
ex-combatants”. An “ILO cri sis response trainer’s guide” is also avail able.

We are grateful to Michael Wheelahan, who prepared this guide
com bin ing his solid, direct expe ri ence in the area and that of [LO. A num-
ber of ILO offi cials con trib uted to this work, in par tic u lar Loretta de Luca,
who launched and coor di nated it skil fully. Valu able tech ni cal inputs and
feed back came from other IFP/CRI SIS team mem bers, espe cially Eugenia
Date-Bah, IFP/CRI SIS direc tor, Jayasankar Krishnamurty, Erik Lyby, Mike
Shone and Irma Specht; and several technical units, in particular from
Ellen Hansen, employ ment ser vice spe cial ist, and some of her col leagues
in the InFocus Programme on Skills, Knowledge and Employability,
includ ing Jean Paul Barbier, Mariangels Fortuny, Rob ert Ran som, Alex anr
der Samorodov. Valu able con tri bu tions were also made by Naoko Otobe
(Gender Promotion Department), Eivind Hoffmann (Bureau of Statis
tics), Alena Nesporova and Grace Strachan (Employment Strategy
Department).

The InFocus Programme on Crisis Response and Reconstruction
would appre ci ate receiv ing feed back from users of these guide lines.

15.4.2003 Eugenia Date-Bah
Director
InFocus Programme on Ciri sis Response
andReconstruc tion

ILO
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Employ ment Ser vices (ES) build essen tial bridges between job seek-
ersand employ ment oppor tu ni ties. These ser vices become even more cru-
cial in times of post-crisis recovery, when changes in labour supply and
demand are larger, occur at a faster pace, and the needs of job seek ers and
poten tial employ ers are more urgent.

Employment issues arise as early as the emergency phase, when
labour is needed to deliver relief ser vices, for instance, but they become
cru cial when recon struc tion starts. On the sup ply side, masses of cri sis vic-
tims seek the productive jobs that will give them and their families a
decentlive li hood, dig nity and hope. On the demand side, phys i cal recon-
struction, socio-economic reintegration services and the (re)starting of
economic activi ties all require labour and spe cific skills. Job oppor tuni ties
in the for mal sec tor may have shrunken, but self-employ ment options may
emerge and should be con sid ered. Each post-cri sis con text calls for anum-
ber of core tasks usu ally per formed by employ ment ser vices, such as reg is-
tra tion of job seek ers and job vacan cies, match ing of the two, recruit ment
of work ers for spe cial employ ment programmes and ensur ing non-dis crim-
ination in access to job opportunities. Related tasks include conducting
rapid assessments of the labour market, refer ring peo ple to training and
providing counselling on self-employment options.

To address these issues, the ILO InFocus Programme on Crisis
Response and Recon struc tion (IFP/CRI SIS) has been pilot ing the intro-
duc tion of emer gency ES cen tresin post-crisissit ua tions. They some times
con sist of a tent, where a few offi cials per form basic job-match ing oper a-
tions, and can be grad u ally trans formed into more solid and more per ma-
nent employment services.

These Guide lines for estab lishingemer gency pub licemployment services
have been prepared to assist practitioners set up effective and efficient
emergency employment services in crisis contexts. They have been
designed to pro vide quick ref er ence on issues relat ing to the intro duc tion
of these services.

[FP/CRI SIS responds to four types of cri ses: nat u ral disas ters, finan-
cial and eco nomic down turns, armed con flicts and dif fi cult social and pol-
iti cal tran si tions. It seeks to adapt to post-crisis con texts ILO over all goal
of pro mot ing oppor tu ni ties for women and men to obtain decent and pro-
duc tive work in con di tions of free dom, equity, secu rity and human dig nity.

Xi
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This ILO Decent Work agenda has a broad devel op ment objec tive, but it
has also proven to be a strong rope that can pull indi vid u als and com mu ni-
ties out of crises and set them on a peace ful, pro gress ive devel op ment path.

The ILO has been involved in crisis response within UN sys -
tem-wide efforts or on its own ini tia tive in some 40 coun tries, includ ing
Afghanistan, Indonesia, Namibia, South Africa, EISal vador, Former Yugo-
slavia, Sierra Leone, Pal es tine, Timor Leste and Sri Lanka. The rel e vance
of proper ES clearly stood out in most such interventions.

Employment service activities in post-crisis situations will depend
on the nature and extent of the cri sis in ques tion. ES role may include sup-
port ing spe cific ini tia tives devel oped to assist spe cial tar get groups or pro-
vid ing more gen eral employ ment-related assis tance to all job seek ers and
potential employers. Pri vate employ ment ser vice agen cies (PREAs) may
oper ate in some sec tors of the labour mar ket, but the national gov ern ment
has the overall responsibility for delivering public employment services
(PES), par tic u larly in times of cri sis. Regard less of the cri sis con text, the
PES can pro vide anum ber of spe cific func tions and ser vices, but these may
need to be adapted to meet particular situations. New services or
approaches may have to be estab lished where no pre vi ous services existed
or where present services are inappropriate.

In all cases, PES efforts will be maxi mised if they are under taken in
collaboration with all relevant organizations and within an overall cri-
sis-response strat egy. Indeed, while ES are at the core of ILO man date and
exper tise, their suc cess and that of the ILO cri sis response in gen eral is best
achieved as part of a col lab o ra tive effort with other UN agen cies, national
authorities, including crisis-response government agencies, employers’
and workers’ organizations, NGOs, private ES, local authorities and
donors. This issue of coor di na tion has become increas ingly impor tant and
complex. It is vital that proposed ILO interventions related to ES are
closely linked with other response programmes, and that ES are visible,
rec og nized and used by the other crisis-response actors.

This ES guide can be used in con junc tion with a vari ety of man u als
and guidance tools IFP/CRISIS has produced in a number of technical
areas rel e vant to cri sis response, and sim i lar guid ance tools, to strengthen
impact. Together, these instru ments are to pro mote an employ ment-interr
sive crisis response.

Chapter 1 of these guidelines sketches the pivotal role of ES in
post-crisis labour markets and the objectives of this volume. Chapter 2
provides examples of possible PES responses in variouspost-crisissitua
tions and a sug gested approach to con duct ing a needs assess ment as the
basis for developing these responses. Chapter 3 contains more detailed
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infor ma tion on the func tions of an emer gency PES as well as inter ven tion
strat e gies for respond ing toiden tified crisis needs. Italso includes a sec tion
onmeeting the needs of spe cial cat e gories of job seek ers such as inter nally
dis placed per sons, women, ex-com bat ants, per sons with disabilities, youth
and older workers.

Chap ter 4 looks at the issues involved in set ting up an emer gency
employ ment ser vice, includ ing the choice of loca tions, estab lish ment of
specific objectives, selection and training of staff, and the need to work
with other agencies and community organizations. It also contains a
detailed imple men ta tion check listand plan ning guide. Chap ter 5 pro vides
information and guidance to supervisors and staff in the ES Centre on
approaches to the overall management and operations of the centre.
Chap ter 6 con tains a brief over view of the issues involved in pro mot ing the
lon ger-term sustainability of PES operations.

Annexes pro vide more detailed infor ma tion on the set ting up and
running of employ ment ser vice cen tres; in par tic u lar, expla na tions of spe-
cific func tions and steps, along with basic forms and other doc uments typi-
cally used in ES.

Xiii
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1 - INTRODUCTION

1.1 Background

Employ ment Ser vices (ES) are a piv otal ele ment of labour mar kets
and their role is to build essen tial bridges between job seek ers and employ-
ment oppor tu ni ties. This widely acknowl edged role becomes all the more
cru cial in times of cri ses, whether they be armed con flicts, nat u ral disas-
ters, financial and economic downturns or difficult political and social
transitions. In these challenging times, changes in labour supply and
labour demand are larger, occur at a faster pace, in less pre dict able direc-
tions; and employment needs are pressing.

Employment issues arise as early as the humanitarian phase. Typi-
cally, masses of peo ple may have lost their jobs and sources of live li hood,
while oth ers may face for the first time the need to find income-gen er at ing
activities (demobilizedsol diers, wid ows, refu gees, etc.). Many pre viousjob
oppor tuni ties may have dis ap peared (par tic ularly in the for mal sec tor), so
self-employment options also need to be con sid ered. At the same time,
new tasks such as physical recon struc tion, the build ing of tem po rary shel-
ters, dis tri bu tion of relief assis tance and socio-eco nomic rein te gra tion ser-
vices all require labour. This context calls for a number of core tasks
usually performed by employ mentservices; in par tic ular, regis tra tion ofjob
seek ers, regis tra tion of job vacan cies, match ing of job seek ers and vacan-
cies (including recruitment of workers for special employment
programmes such as public works) and ensuring non-discrimination in
access to job oppor tuni ties (with respect towomen, youth, the elderly, peo-
ple with disabilities, ethnic and minority groups.) Related tasks include
conductingrapid assess ments of local and national labour mar kets, provid-
ing employment orientation, referring people to training and providing
counselling on self-employment options.

Yet, expe rience has shown thatin emer gen cies the poten tial con tri-
butions of employment services may be overlooked. To address these
employment issues, the ILO In Focus Programme on Crisis Response and
Reconstruction (IFP/CRISIS) has been pilot ing the intro duc tion of tem po-
rary ES cen tres, some times con sist ing of a tent, where a small group of staff
perform basic job-matching operations, which can be gradually trans-
formed into more solid and more permanent employment services.
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1.2 Objectives of these Guidelines

ES deliv ery arrange ments vary from coun try to coun try, and in some
places pri vate employ ment agen cies (PREAs) also oper ate in the employ-
ment field —often spe cial is ing in recruit ment ser vices for par tic u lar occu-
pations orindus tries. How ever, public employ ment ser vices (PES) usu ally
provide more gen eral ser vices tojob seek ers and employ ers and con sti tute
one of the func tions of a Labour or Employ ment Min s try. These guide lines
have been pre pared to assist prac ti tio ners to set up effec tive and effi cient
emer gency employ ment ser vices in cri sis con texts, and help ensure their
contribution to longer-term institutional capacity building of the PES.
Their main focus is on PES responses and delivery arrangements.

The guide lines will pro vide readily acces si ble and easy to use guid-
ance for ILO staff, ILO constituents and other crisis practitioners. They
have been designed to pro vide quick refer ence on over all issues relat ing to
the intro duc tion of emer gency employ ment ser vices. Annexes have also
been included which con tain much more detailed infor ma tion on the set-
ting up and running of an Employment Service Centre (ESC).' These
guide lines can meet the spe cific needs of very diverse cri sis con texts and
lev els of devel op ment, and steer rapid response action.

This vol ume can be used in con junc tion with other man u als and
similar guidance tools already developed by IFP/CRISIS in a number of
areas rel e vant to cri sis response. Some address sup ply- and demand-side
aspects of the labour market, such as training, local economic develop-
ment, employment-intensive infrastructure works, cooperatives, gender,
ex-combatants, etc.; oth ers present aspects of the cri sis response approach,
such as rapid needs assess ment (See the ref er encesin Annex 1). It will not
only com ple ment these resources but also strengthen their impact.

Emphasisis placed on pro vid ing guide lines to develop animme diate
response within the post-crisis context. Nevertheless, the document
includes annexes that offer guid ance for the day-to-day oper a tions of an
emer gency PES. They pro vide detailed descrip tions of pro ce dures, records,
reporting require ments and cod ing of trans ac tions and activi ties; as well as
samples of duty statements, operational plans and details on setting up
labour market databases.

! The term ESC is used throughout these guidelines to refer to an individual office of the PES.
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Rein te gra tion of Ex-Combatants
into Civil ian Life In Sri Lanka

Early in 2001, the Gov ern ment of the Social ist Dem o cratic
Repub lic of Sri Lanka (GOSL) sought ILO assis tance in devel op ing
a reintegration strategy for ex-combatants. A strategy paper was
developed, proposing a phased approach that would address the
currentproblemsofviolence and criminality of people with mili tary
back grounds and would pre pare for future Dis ar mament, Demo bil¢
zation and Rein te gra tion (DDR) chal lenges.

Following the Cease Fire agreement in early 2002, ILO
developed a detailed project proposal to start assisting
ex-combatantsrein te grate into civil ian life. This pre para tory phase
has two main priori ties: build ing up the insti tu tional capacity of the
GOSL, the Lib er a tion Tamil Tigers of Eelam (LTTE) and ser vice
providers on the ground to provide effective assistance to
ex-combatants; and lend ing direct assis tance to ex-combatants who
have already left the dif fer ent armed forces.

The project’s strategy focuses on building up capacity in
such a way that not only ex-combatants, but ulti mately all job seek-
ers would benefit from the improved services. The Ministry of
Employ ment and Labour plays a key role in one of the main ele-
ments of the project: the regis tra tion and pro vi sion of employ ment
services through its job centres. The project supports the insti tu-
tional strengthening of the Ministry’s job placement centres,
including staff training on vocational guidance and referral, job
place ment, business set up, and refer ral to and from train ing pro vid
ers at the dis trict level. Com put eri sation of these cen tres, improve-
ment of market assessments and provision of employment
infor ma tion are also fore seen. Staff will also be trained to iden tify
ex-combatants in need of psychosocial assis tance and refer them to
appropriateorganizationsforhelp.

The pro ject will be imple mented in the con text of broader
recon struc tion efforts. It will work closely with the National Coor-
dinating Com mit tee on Relief, Rehabilita tionand Reconcilia tion
(NCCR), and link with major eco nomic recon struc tion and reha-
bilitation projects to access associated employmentopportunities
that will arise.

The pro ject will be imple mented over a two-year time frame
and is expected to com mence in 2003.

A list of references used in the preparation of these guidelines is
con tained in Annex 1.
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2 — CRISIS CONTEXT AND NEEDS

ASSESSMENT

2.1 Understanding the Context

Crises can occur in coun tries for a vari ety of rea sons and in many
dif fer ent cir cum stances. How ever, the impact on the lives of the pop u la-
tion is invariably widespread and severe. Consequences can include
destruc tion of physi cal and social infra struc ture, loss of pro duc tion facil i-
ties and homes, displacement of people and loss of employment and
income.

The ILO response in these situations is best achieved as part of a
col lab o ra tive effort, involv ing other United Nations (UN) agen cies, spe-
cific government ministries, employers’ and workers’ organizations, and
possiblynon-governmentorganizations (NGOs) andlocal authorities. As
the issue of coor di na tion has become increas ingly impor tant and com plex,
itis vital that pro posed ILO inter ven tions in rela tion to employ ment ser-
vices are closely linked with other response strategies and that there is
quick imple men ta tion of projects once they have been approved.

A detailed descrip tion of coor dina tion mech a nisms both in terms of
policy coordination at headquarter level and operational and strategic
coordina tionin the field is con tained in the ILO Pub i ca tion “Coordination
in Crisis Response and Recon struc tion” 2

2.2 ILO Response to Crisis

[FP/CRISIS has produced a variety of doc uments on crisis response,
includ ing the man ual titled “ILO Generic Cri sis Response Mod ules”, which
is designed to pro mote coher ence and con sis tency in its response to cri ses
and tooutline poten tial strate giesappropriate toparticularcrisissit ua tions.
The reader should refer to this doc u ment for a more detailed under stand-
ing of the over all con text of the response.

IFP/CRI SIS responds to cri ses result ing from four types of sit u a tions:
natural disas ters, finan cial and eco nomic down turns, armed con flicts and

2 Calvi-Parisetti, P. and Kiniger-Passigli, D.: Coordination in crisis response and reconstruction

(Geneva, ILO, 2002).
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difficult social and political transitions. Often crises have multiple
causes, com bin ing two or more fac tors, which add to the com plex ity of
the context.

The fol low ing basic cri te ria guide the ILO deci sion on whether or
not tointer veneinacrisissitua tion:

n The degree of gravity of the crisis in terms of actual or likely
human impact on employment, poverty, social exclusion and
SOCi0-economic secu ritys;

n The level of UN con cern and de gree of involve ment planned by
the UN sys tem;

n Theinterestexpressed by the govern mentand ILO consstituents
in an ILO response;

n The de gree of devel op ment and capac ity of the coun try to deal
withrehabilitationandrecovery;

n ILO’s own assess ment of the need for, and appro pri ate ness of its
response.

n ILO’s availability of resources, including not only technical
capac ity but also finan cial and human resources.?

2.2.1 Key Issues

Post-crisissituationsare often accom panied by high unem ployment
and under em ploy ment, severe income drops, peo ple dislo cated from their
usual community or home environment, refugees, trauma victims and
other disadvantaged groups of people. At the same time, skill shortages
can also begin to occur as demand for par tic u lar skills soar when human i-
tarian and recon struc tion efforts commence.

In these sit u a tions, the pri mary con cern of the ILO is to pro mote
oppor tu ni ties for women and men to obtain decent and pro duc tive work in
conditions of freedom, equity, security and human dignity. The ILO
Decent Work agenda com prises essen tial enabling rights that allow peo ple
to develop, and enhance their capa bil i ties to be pro duc tive and climb out
of pov erty. Itinte grates eco nomic and social con cerns and is encap su lated
into the fol low ing four strategic objectives:

n Fundamen tal principlesand rightsatwork

n Cre ation of employ ment and income oppor tu ni ties for women
and men

3 The criteria for ILO intervention are presented in ILO: Generic Crisis Response Modules
(Geneva, 2001), p.11.
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n Socialprotection
n Socialdialogue

Produc tive jobs consti tute indeed a pow er ful cop ing strat egy. They
pro vide income for cri sis vic tims as well as dig nity, self-con fi dence, hope
and a stake in peace for these peo ple, while they help rebuild and sta bi lize
their communities.

Further, decent work-based post-crisis reconstruction, rehabilita-
tion and rein te gra tion pro cesses also pro vide awin dow of oppor tu nity for
bringing about social justice, addressing gender inequalities, decreasing
vulnerabilities, ensur ing last ing secu rity and peace; thereby set ting com-
mu ni ties on a more sustainable development path.

Job cre ation must be a clear, ever-pres ent tar get.

2.3 PESInterventions

Public employment services can play a crucial role in providing
assis tance in post-cri sis sit u a tions. Their responses can vary depend ing on
the nature and extent of the cri sis. Their role may include sup port ing spe-
cific ini tia tives devel oped to assist spe cial tar get groups or pro vid ing more
gen eral employ ment assis tance to all those affected by the crisis.

Anyinter ven tions pro posed by the PES should be con sid ered in the
con text of the ILO man date, and in shap ing that response should take into
account the fol low ing six major areas of concern:

n Humanrights (Fundamen tal ILO prin ciples, social jus tice, basic
rights and a tri par tite approach);

n The micro- and macro-economic situation (shrinking or
expand ing econ omy, price trends, pov erty lev els, trends in for-
eign trade, for eign cap i tal inflow and pay ments);

n Thelabourmarketsituation (unemploymentand underem ploy
ment and the demand and supply of different types of labour,
training capacity and needs, labour market policies and wage
lev elsreflecting the local and sur round ing real ity);

n The socio-cultural and political context (particularly security,
gender concerns, vulnerability, social exclusion and key target
groups);

n Social dialogue mech a nisms (espe cially the role of the ILO social
part ners and the scope for rec on cilia tion and peace);

n Social pro tec tion (the secu rity, scope and poten tial of mod ern
and tradi tional, national and com munity-based sys tems).



ILO Ciri sis Response

[t will be impor tant to ensure that any emer gency employ ment ser-
vices being pro posed will have full sup port and own er ship by a national
counterpart Ministry (usually the Labour Ministry, where it exists). If a
small office is being piloted, then tar get groups should be defined and spe-
cific objectives should be set that are achiev able with the staff avail able
and that do not cre ate unre al is tic expec ta tions. Arrange ments should be
confirmed with a memorandum of understanding between the parties,
cov ering the ini tial employ ment ser vices to be pro vided, the respon si bil i-
ties of each party, the timeframe and the agreed out comes. This for mal ity
will help remove con fu sion and delays, will pro vide a basis for moni tor ing
progress, and will help ensure the longer-term sustainability of the PES
after the initial project funding has ended.

Where there is no exist ing PES and the Labour Min is try does not
appear to have the capac ity to sup port a pilot ESC, other imple men ta tion
options should be considered includ ing part ner ships with other national
Minis tries, inter na tional agen cies or NGOs.

In any cri sis sit u a tion, the ini tial responses of the PES should relate
primarily to imme di ate and short-term inter ven tions, with the prior ity to
assist iden ti fied tar get groups. It is impor tant to stress that the PES should
not act in isolation in these situations, and that its efforts will be maxi-
mised if they are under taken in col lab o ra tion with other rel e vant national
and international organizations, particularly those from the UN system,
and within the over all con text of cri sis-response activ i ties. Over a period
of time, the activities of the emergency PES can progressively graduate
into more permanent structures, integrated into the country’s labour
administration structure.

2.3.1 CoreServiceActivities

The ILO has been involved in UN sys tem-wide efforts and in some
instances has acted on its own initiative to develop employment service
components in post-crisis responses. These include interventions in
Timor-Leste, Former Yugoslavia, Indonesia, Namibia, Palestine, Sierra
Leone, South Africa, and more recently Afghan i stan and Sri Lanka.*

Emer gency PES should be func tional, visible, and the known ref er-
ence point for job seek ers and employ ers.

4 More information on ILO crisis responses is available in ILO: Crisis-affected peoples and countries

(Geneva, 2001).
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Regard less of the cri sis con text, there are anum ber of core func tions
or ser vices that PES can under take, and although there may be some vari a-
tions from coun try to coun try they usu ally include the following:

n Regis teringand advis ingjob seek ers

Advo cacy with employ ers and fill ing vacan cies
CollectinganddisseminatingLabourMarketInforma tion (LMI)
Meeting the needs of spe cial cat e gories of job seek ers

3 3 3 3

Planning and man age ment of spe cial employ ment and train ing
measures

These ser vices or func tions may need to be adapted or spe cial ised to
meetpar ticularsitua tions. Indeed, new ser vices or approaches may have to
be estab lished where no pre vious ser vices existed or where pres ent ser vices
are inappropriate.

The fol low ing exam ples high light the range of activ i ties that can be
consideredinparticularcrisis-responsesituations.

2.3.2 NaturalDisasters

Natural disasters often arise when there is a sudden onset of
destruc tive nat u ral forces such as earth quakes, floods or tropi cal cyclones,
that impact on com mu ni ties and result in loss of life, major destruc tion to
infrastructure and means of production and widespread loss of employ -
ment. The first response will come from agen cies involved in emer gency
res cue and humani tarian aid. ILO role some times begins in this first phase,
but intensifies in the second phase, that involves relocation and
employment assistance.

NaturalDisasters
ILO/PES response options

* Rapid response in the deploy ment of PES staff
to tem po rary/mobile regis tra tion and place ment
centres

Relocationneeds
* Recruit ment assis tance for emer gency labour

and trans port needs



ILO Ciri sis Response

NaturalDisasters

ILO/PES response options

* Assis tance in the recruit ment of work ers for
reconstruc tion and emer gency relief projects

Reconstruction * Promotion oflabour-based strate gies/projects
* Recruit mentfor public works projects

* Promotionofon-the-job trainingoppor tuni ties

* Regis tra tion programmes for peo ple who have
lost their jobs/live li hoods

High loss of jobs ~ ° Pro vi sion of advice and infor ma tion to job
seek ersand emer gency agen cies

* Advice and assis tance with relo ca tion programmes
and alterna tive employ mentoptions

* Iden tification of skillsin demand and sup ply

* Identificationoftrainingproviders

Skill short ages * Pro motion of train ing courses to meet skill
shortages

* Iden tification of on-the-job skills train ing
opportunities

2.3.3 Financial and Economic Down turns

Many factors contribute to major economic downturns, but the
results will always include work ers fac ing job losses and a decline in wages
and earnings. Although some industries may be affected more severely
than oth ers, the impact is felt through out the econ omy.

In these types of cri ses, gov ern ment infra struc tures are often still in
place and ILOis better able to work with the rel e vant Min is tries. It usu ally
proposes PES responses and programmes that build on existing employ-
mentser vice oper a tions to assist unem ployed work ers, and par tici pates in
programmes involving structural reform, retraining and relocation of
work ers. Nev er the less, staff train ingand capac ity build ing for the PES may
be nec es sary for it to meet the new chal lenges.

10
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Finan cial and Eco nomic Down turns

ILO/PES response options

* Regis tra tion of per sons affected by large-scale
retrenchment programmes

* Tem po rary offices on-site to offer
pre-retrenchment seminars (e.g. on retrench ment
allowances,alternativeemploymentpossibilities,
retrain ing options, job-search tech niques) and
registrationservices

Large-scale
retrenchments

Sup port for com munity strat e gies to mini mise
orpre ventretrench ments

Assis tance to unem ployed per sons (e.g.
pro vid ing skills for job search and prep ara tion

of CV5s)

* Advice and assis tance on retrain ing
programmes and relo ca tion

High
unem ploy mentand

underemployment ; o
* Promotionofself-employmentoppor tuni ties

Pro vision of infor ma tion on train ing courses
and trainingproviders

Industry * Advice on chang ing career options

reorganization and ¢ . MI on emergingdemand for par tic ular skills
reforms

Promotion of local employ ment ini tia tives

Recruit ment for pub li ¢ works programmes

Advice on the design of short-term
employ ment programmes with large labour
components (withmeaningful, rather than
Limited social “make-work”,components)

protection

Imple men ta tionofunem ploymentinsurance
and social pro tec tion programmes and
strategies

* Advice on the design of social safety-net
programmes
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Employ ment Assis tance in Sierra Leone

At the request of and in col lab o ra tion with the Min is try of
Labour, Social Security and Industrial Rela tions in Freetown, the
ILO launched in 2001 a rapid employ ment impact pro ject (REIP) to
sup port the peace con solida tion pro cess in Sierra Leone.

The pro ject focused on strength en ing the capaci ties of employ
ment infor ma tion ser vice cen tres (EISCs) to enable them to par tic +
pate effectively in the reintegration of war-affected groups. The
capac ity build ing exer cise aimed at reori ent ing EISC ser vices towards
self-employment and infor mal sec tor activi ties.

Although a net work of employ ment offices did exist, these
were poorly resourced and lacked the capac ity to take on addi tional
tasks associated with the reintegration of additional con-
flict-affected groups.

In the first phase, the [LO pro vided seed fund ing to con duct
a rapid labour market needs assessment and to establisha ‘pilot’
EISC to provide employment services. It was envisaged that this
office would later become a model for improving the Ministry’s
other employ ment offices, with ser vices to be rep li cated in other
areas where sim i lar prob lems existed. This was to be done as part of
a larger ‘Em ploy ment for Peace’ pro gramme for which the ILO was
seek ing donor fund ing.

The Cen tre aimed to assist job seek ers in find ing jobs and to
provide information and referral services relating to
self-employment and train ing oppor tu ni ties. The EISC also estab-
lished a labour mar ket infor ma tion data base with skills pro files of
job seek ers, details of skill short ages, and infor ma tion on train ing
institutions.

A key emphasis was assistance to war-affected youth. To
achieve rapid impact, a part ner ship was pro posed with the National
Commissionfor Disarmament, Demobilizationand Rein te gration,
aimed at help ing ex-combatants with employ ment by iden ti fy ing
informal sector outlets which could absorb apprentices, and
improv ing the qual ity of train ing in these out lets.

12
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2.3.4 ArmedConflicts

In many post-conflict situations, government infrastructure and
admin is tra tion may have been weak ened or destroyed, leaving very limited
national capac ity and resources avail able. Where tran si tional admin is tra-
tion arrange ments are in place, the politi cal cli mate may also be uncer tain.
Unemployment is probably very high and specific programmes may be
needed to re-establish social and eco nomic infra struc tures and to rein te-
grate refu gees, inter nally dis placed peo ple and ex-combatants. Depending
on the target group, different agencies and timeframes may be involved
and different responses called for. For example, as soon as a ceasefire or
peace agreement has been reached, refugees and displaced persons are
likely to start return ing very quickly, whereas ex-combatants may not be a
major tar get group until after a demobi li za tion strat egy is imple mented.

Armed conflicts

ILO/PES response options

* Jointregistrationexercisesidentifying
individ ual skillsand capaci ties

Resettlementof
IDPs * Local labour mar ket demand sur veys
* Reset tle ment programmes to assist inter nally
displaced persons

* Participa tionindemobiliza tion programmes

* Pre-discharge seminars coveringemployment
possibilities, retraining options, job-search
techniques and rein te gra tion into civil ian life

Demobilizationof  « [nfor ma tion and refer ral ser vices

ex-combatants * Links to local ser vices, sup port agen cies and

psychosocial assis tance

* Infor ma tion and refer ral to retrain ing and
small-businessdevelopmentopportunities

13
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Armed conflicts

ILO/PES response options

* Identificationofkey tar get groups

Various « Specifi d . .
disadvantaged pecific programmes and ser vices to assist
8¢ prioritydis ad van taged groups (e.g. wid ows and
groups need ing other female heads of house holds, peo ple with
urgentassis tance dis abil i ties, trauma vic tims, those with
psychosocial disorders)
* Recruit ment for major pro jects
* Promotion of labour-based strat e gies/projects
Reconstruction * Identification of emergingskill sup plies and
demands
* Devel op ment of on-the-job skills train ing
opportunities
* Provision of reli able LMI
Economicrecovery « p,motion oflocal employ ment devel opment

initiatives

* Build ing of sus tain able capac ity in the PES

Weakinstitutional ° [nte gra tion of pilot ESC ser vices into national

. organizations
capacity g

* Training courses and tech ni cal assis tance for
staffin par tici pating organizations
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2.3.5 Difficult Social and Political Transitions

Coun triesin transi tion may be fac ing eco nomic, social, political and
finan cial reforms. The timeframe for tran si tion and change may range over
a num ber of years. Specific needs may vary, but these countries share a
num ber of com mon prob lems.

Social and Political Transitions

ILO/PES response options

Retrench ment of
surplusworkers

Emerging skill
short ages in new
industries

Weakinsti tutional
capacity

Limited social
protection

Restruc turing of
the econ omy

* Registrationandreferralservices
* Retrenchmentandrede ploymentsup port

* Tran si tional ser vices, such as assis tance in the
restruc turingof state-owned enter prises

* Career counsel lingand guid ance
* Training programmes to meet skill short ages

* Capac ity build ing of national PES-related
organizations

* Training courses and tech ni cal sup port for staff
inpriorityareas

* Reviewofexistingsup port/ben e fitsys tems

* Imple men tationof unem ploymentinsurance
and social pro tec tion programmes and
strategies

* Advice on design of social safety-net programmes

* LMIcompilation,analysisanddissemination

* Active labour mar ket programmes, such as
publicworks

* Infor ma tion on and assis tance with
self-employmentopportunities
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2.4 NeedsAssess ment

Before deter min ing the type of response the PES can offer, an assess-
ment should be made of the extent and nature of its exist ing ser vices. This
may be done either independently or as part of a broader ILO Cirisis
Assess ment Mis sion that may be exam in ing the over allimpact of the cri sis
and for mu lat ing an over all response on employ ment and related issues. A
number of dif fer ent methods may be used to col lect infor ma tion,” and
further details on the overall assessment approach on crisis response are
con tained in the ILO “Cri sis response — Rapid Needs Assess ment man ual”.®

Where a PES already exists, the needs assess ment should include a
review of the ade quacy of its exist ing ser vices. The fol low ing ques tion naire
should assist in review ing key areas.

PES Struc ture and Ser vices

Key Ques tions

* Which Ministry is responsible
for the PES?

* What is the regulatory
framework applying to these
PES services (e.g. eligibility of
clients to use the services,
Status of restrictions on worker
PES movement, such as
requirement of permits to
travel from one district or
province to another)?

* What links does the Ministry
have with other Ministries (e.g.
for vocational education and
training) and private sector
organizations!’

provider

5 The World Association of Public Employment Services (WAPES) has developed a survey instrument
for conducting needs assessments to identify technical assistance requirements of an established PES.
Further information is available on the WAPES secretariat web address (www.wapes.org).

6 The manual contains detailed sections relating to labour market and employment issues,
including information requirements when assessing the needs of special vulnerable groups,
vocational education and training, SME and business development services.

16
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PES Struc ture and Ser vices

Key Ques tions

* How many PES offices are now
operating!

* What is their coverage? (by
province, district and local
areas)

Geographic ° What are the usual types of
employers and workers served

coverage, by the PES?

sites, clients . Are full _ bl

and staffing re full services available at
each location?

* How many staff are working at
each location?

* Do offices have telephones,
fax, computers and adequate
furniture and equipment?

* What are the stated objectives
of the PES?

* Do any offices provide

Range of specialised services? (e.g. for
SEIVICES foreign employment, casual
available labour, seasonal work)

from the * Does the PES carry out any
PES post other functions apart from
CT1S1S employment services? (e.g.

labour inspection, dispute
resolution, unemployment
benefit payment)

17
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PES Struc ture and Ser vices

Key Ques tions

Employment-related issues

* Which areas or communities
suffered the greatest impact?

* What is the impact of the crisis
on workers, job seekers and
employers?

* How many peo ple have been
affected? (e.g. num ber of
refugees, personsdisplaced,
num bers who have lost their

Key groups homes and employ ment,

affected num bers to be demobi lized, by
sex, age and eth nic
background)

* Are there specific
disad van taged groupsrequiring
spe cialised assistance? (e.g.
child sol diers, ex-combatants,
wid ows and female heads of
house holds, peo ple with
disabilities)

Clientregistration, counsellingandinformationservices

* Are there job seeker
registration arrangements, and
if so how do they work?

* What, if any, client assessment
and counselling services are
currently provided?

18
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PES Struc ture and Ser vices

Key Ques tions

* What types of assessment are
conducted and what are the
links, if any, to training courses
and skill requirements in short
supply in the labour market?

* What are the assessments used
for? (e.g. are they compulsory
before undertaking training
courses?)

* What are the current levels of
business for each of these
services! (e.g. number of
clients assessed, number of
clients counselled —provide

Job ?eeker number of men and women

services assisted—)

* Are records kept of what
happens to clients after they
have been counselled or
assessed?

* Is there any follow-up contact?
Provide details.

* Does the PES administer
unemployment benefit funds
and payments?

* What are the registration
procedures and eligibility

requirements for
unemployment benefits?

19
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PES Struc ture and Ser vices

Key Ques tions

Employer services and community links

* What types of employers are
typically using the PES?

* How many vacancies do the PES
usually receive each month?

Vacan .
-ancy * How many vacancies are
notifications ¢ rrently received?

* Does the PES specialise in filling
certain types of vacancies? (e.g.

skilled/unskilled, seasonal or casual

work vacancies)

* What contact does the PES
have with employers, industry
organizations and training
institutions?

* Does the PES have a regular
employer visit programme?

Employer
visits

* Does the PES provide services
to employers in the private and
informal sectors?

* What consultative
arrangements exist for
participation of government,
employer organizations and

Tripartite worker representatives?

arrange- * Is there an Advisory Board or
ments other mechanism for advising
and coordinating the activities

of the PES?

* Does the Board have a tripartite
composition?

20
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PES Struc ture and Ser vices

Key Ques tions

Quality of Service

* What statistics are available
showing levels of business for
each office?

* How many job seekers are
registered each month?

* How many vacancies are

Quality of announced each month?

SEIVICES * How many job seekers are

provided placed in employment each
month?

* Is there adequate access for
clients to services?

* Is there any computerisation of
client records, vacancies, etc.? If
yes, please provide details.

Labour Market Information

* What LMI is currently provided
by the PES? To clients? To
labour market analysts and

. policy makers?
requen .
eque cg, * What is the extent and coverage
extent an . of the information?
coverage O
data g * How often is it collected and
. updated?
collection

* How is the information
presented and disseminated?

* What LMI is obtained from
other sources?

21
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PES Struc ture and Ser vices

Key Ques tions

* [s information available on
occupational and industry
trends? (e.g. occupations where
there are skill shortages,
locations where there is a
demand for labour)

Occupation e [s information provided at the

skill national, province and local

shortages levels?

and * [s information available on areas

industry of economic growth?

trends ¢ [s information available on
training institutions and training
courses!

* Are there any changes or
improvements to the available
information that should be
introduced?

* Does the NSO provide labour
market statistics or reports?
How frequently? For which
groups and areas?

* Do other agencies conduct
Other surveys and produce reports?
(e.g. Agriculture, Health,
Education Ministries,
international organizations,

NGOs)

* Are there recent national
census results available? Are
they relevant to the post-crisis
situation?!

sources of
information

22



Guide lines for Establishing Emer gency Pub lic Employ ment Ser vices

PES Struc ture and Ser vices

Key Ques tions

Private Employment Agencies

* How many private employment
agencies are operating in the
country?

* What is the legislative
framework under which they

operate!
Status and P

geographic
coverage

* In what areas of the country are
the private employment
agencies operating!

* In which categories of
workers/sectors are they
specialized?

* What are the staffing levels and
capacities of these agencies?

* What services do they provide
and how many vacancies do
they service?

* Are private employment
agencies specializing in
particular target groups of
clients?

* What is the level of their
co-operation with the PES?

Range and
quality of

services

* What are their sources of
funding and what fees do they
charge for services?

* What other activities do they
undertake?

23
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PES Struc ture and Ser vices

- Key Ques tions

* Is the current location and
coverage of PES services
adequate to meet the new
demands?

* What services should be
changed or could work better?
Provide details.

* Will clients have adequate
access to services!

* How useful is the current LMI
in providing help to the target
groups to be assisted?

* Is there employment and
training information needed
that is not available at the
moment? Provide details.
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PES Struc ture and Ser vices

Key Ques tions

* Do staff generally have the
knowledge and skills needed to
respond to the additional tasks?

* If not, in what areas do they
need further training?

* Do managers and supervisors
have adequate leadership,
Staff management and supervisory
training and  skills?

equipment ¢ [f not, in what areas do they
need further training?
* Are the premises satisfactory or

will alternative sites be
necessary!

¢ Is the current level of
equipment, computers and
office requisites adequate?

e Are links established with

employers/employer
associations, and with worker
associations!?

Other Are PES servi )

. [ ]

issues re services client

oriented?
(i.e. non-bureaucratic)

* Does the PES have adequate
financial and human resources?

25
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Key Findings and Recommendations

This section can be used to consolidate findings from the needs
assess ment and as a guide for pre par ing options for response.

Options for response

Where a PES Where no PES exists or
already exists existing capac ity is poor
* Review and use * Find out if the over all
(ifappropriate) any  crisisplanningauthority
preparatoryor hasdevelopedstrategies
pre-crisis PES for recruit ment, job
plan ning already cre ation and other
undertaken employment-related

¢ Develop (in responses

consultation with  * Identify the relevant

the Labour national agency or
Ministry) Ministry which should
specialised have responsibility for
responses and rapid ~ employment services, and
. interventions for seek its commitment and
Planning for specific activities ownership of the proposed
PES PES service

interventions

Assess the feasibility of a
PES

If necessary, look for
opportunities to establish
the PES in partnership or
collaboration with other
international agencies or
NGOs already operating
(e.g. UNHCR or IOM)

Develop specialised
responses and rapid
interventions for specific
activities

26
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Implementation
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Options for response

Where a PES

already exists

Use exist ing PES
capabilitiesto
imple ment the
proposedactivities

Adapt or strengthen
existing services
where necessary to
meet the needs

Use a ‘pilot’ office
approach to achieve
quick response and
rapid impact

Consider using
short-term
responses necessary
to meet specific
needs

Establish strong
links and
collaborative
arrangements with
other international
and national bodies
involved in crisis
response

Where no PES exists or
existing capac ity is poor

* Negotiate with the
rele vant Minis try, NGOs
and inter na tional
agen cies to imple ment and
sup port specific
emergencyemployment
ser vice responses

* Secure collaboration from
all post-crisis key players
to use the proposed
services

Select staff from the
relevant Ministry or
recruit new staff to

establish and operate the
pilot PES

Use a ‘pilot’ office
approach to achieve quick
response and rapid impact

Consider using short-term
responses necessary to
meet specific needs

Establish strong links and
collaborative
arrangements with other
international and national
bodies involved in crisis
response

27



ILO Ciri sis Response

Options for response

Issues Where a PES Where no PES exists or
already exists exist ing capac ity is poor

* Where resources * Establisha ‘pilot’ PESin

are limited or partner ship with another
expertiselacking, agency already operating
use pilot PES in the field. Choose a key
ser vices in key loca tion and set specific

loca tions to achieve  objectives

rapid impact and , Eqt)ih partnership
gainexperience

arrangements that may
* Provide intensive also assist in monitoring
training and and longer-term

support for staff in sustainability
e - Provideintensivetraining

operations and support for staff in

* Use mobile/ employment service

. ) temporary service operations
Specific options arrangements to
reach remote * Develop joint servicing
; ith other
oo ar rangements wit
o agencies or employers

* Develop joint where there are
servicing requirement for
arrangements with  |arge-scale job seeker
other agencies or registrations (e.g.
employers where relocation,
there are demobilization,
requirement for retrenchments, displaced
large-scale job persons)
seeker registrations
(e.g. relocation,
demobilization,
retrenchments,

displaced persons)
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Options for response

Isues Where a PES Where no PES exists or
already exists exist ing capac ity is poor
* Use Labour * Uselocal con sul tants and
Minis try staffor part ner resources to
localconsultantsto  con duct rapid labour
provide quick marketassessments
labour mar ket
assess ments on skill
Labour mar ket shortages, growth
information sec tors, and skill
pro files of job
seekers

* Cooperate with
local authorities
and national
statistical services

* Encourage the Labour Ministry to plan for the
longer-term directions of the PES

* Support initiatives and strategies for:
* Policy and programme development

* Developing a National Employment Policy

Longer-term

plan ningand * Reviewing the existing PES organization,
development structures and staffing

strategies * Increasing capacity to expand services

¢ Building political support for ongoing
development of the PES

* Integrating PES into the labour
administration department

* Ensuring sustainable funding.
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3 — FUNCTIONS OF AN

EMERGENCY PES

In any crisis situation where large numbers of people have been
affected, the PES needs to respond quickly and work closely with other
major relief or response orga ni za tions. The PES should be rep re sented in
the plan ning phase of any over all cri sis response pro gramme, and it should
pro vide details of specific ini tia tives it can deliver and programmes it can
pro vide to assist pri or ity tar get groups affected by the crisis.

The needs assessment will provide up-to-date infor ma tion on the
current capacity and resources of the PES, and will help determine its
short-term level of response and the range of ser vices that it can deliver to
meet particular situations and to advance the principles of equity and
trans par ency in the recruit ment of staff. It should also pro vide a basis for
the plan ning of lon ger-term priorities and activi ties.

The PES should aim to become a visible, reli able ref er ence point for
both job seek ers and poten tial employ ers.
The core func tions of an emer gency PES are:

n Regis teringand advis ingjob seek ers;

n Advocacy with employers (local, national and international
agen cies) and obtain ing vacan cies;

Matching jobs and job seek ers;
Collectinganddisseminating LMI;
Meet ing the needs of spe cial cat e go ries of job seek ers;

3 3 3 3

Planning and managing special employment and training
measures.
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3.1 Intervention Strategies

The PES should develop a clear strategy covering its proposed
short-term inter ven tion, based on a range of inter nal and exter nal con sid-

erations.

Objectives should be realistic and achievable in rela tion to the

num ber of staff which will be avail able to imple ment the strat egy.

Key ele ments of the strat egy should cover:

n

Negotiation of a mandate from the key national and interna
tional play ers;

Liaison with other agencies and local community networks to
assistiniden tifyingjobseek erswith par ticularskillsin demand;

Links with major projects to assist with their recruitment
requirements;

A strong focus on con tact with employ ers to assist them in fill ing
their vacancies and to gather information on labour market
trends;

Flex ible tar geted responses to assist specific groups with spe cial
needs;

Spe cial jobseekerregis tra tion cam paigns toiden tify unem ployed
work ers with par tic u lar skills. This may be needed to develop a
database of skills in antic i pa tion of emerg ing demands for labour
inparticularoccupations;

Devel op ment of basic LMI to iden tify occu pa tions in demand,
skill short ages, areas of growth and train ing needs;

Sketching of job seekers’ individual profile, to identify their
skills, work expe rience, profes sional aspi ra tions, skill needs, and
spot pos si ble socio-psychological prob lems for refer ral;

Links with training institutions to provide opportunities for
trainingjobseek ers;
Provision ofadvice and infor ma tion tojobseek ersand employ ers

on employment alternatives, small-business development and
sustainablelivelihoodoptions.

3.1.1 Responding to Identified Crisis Needs

Akeyfea ture of the emer gency PES must be its flexibil ity and abil ity
to respond rap idly to emerg ing needs. To achieve this the PES will need to
developflexibleservicingarrange mentsin particularsitua tions tosup port
its inter ven tion strat egy. These could include:
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n Deployment of PES staff to temporary/mobile registration cen-
tres to pro vide a rapid response when large num bers of peo ple
need assis tance;

Regis tra tion programmes to help peo ple who have lost their jobs;

n A programme of visits to designated venues to provide advice
and information to job seekers in particular locations, at
pre-arranged times;

n Joint selection arrangements on employer premises to provide
assistance in recruiting workers for reconstruction and emer-
gencyrelief projects;

n Temporary ‘on-site’ offices with employers to offer
pre-retrenchmentseminarsandregis trationservices;

Spe cial recruitmentarrange ments for public works programmes;

n Participation in demobilization programmes by conducting
pre-discharge seminars and infor ma tion and refer ral ser vices for
ex-combatants;

n Jointregis tra tion activi ties at assem bly points or camps for inter
nally dis placed per sons;

n Visiting ser vices to selected loca tions to pro vide infor ma tion ses
sions to dis ad van taged groups, such as women heads of house-
holds, persons with disabilities, trauma victims and those
sufferingpsychosocialdisorders;

n Transitional assis tance ser vices provided to existingwork ersand
employers (e.g. assistance in the restructuring of state-owned
enterprises).

An emer gency PES can sup port these strat e gies by pro vid ing core
ser vices that fall into the main cat e gories referred to ear lier. Itis impor tant
to emphasise that the PES should be selec tive in deter min ing the ser vices
and the tar get groups it will assist as part of its emer gency response. Its ser-
vices should be pri ori tised to ensure that it deliv ers the most appro pri ate
and rapid response with the resources it has avail able.
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An Employ ment Plan for Timor-Leste

In 1999, the ILO devel oped acom pre henssive plan for recon struc tion,
employ ment and skills train ing to assist the new nation of Timor-Leste.

The proposed plan included emergency employment in
labour-intensive reconstruction schemes, the rehabilitation of public
util i ties, the pro motion of small and micro-enterprises, the reha bil i ta-
tion and devel op ment of voca tional edu ca tion and train ing, and the
establishmentofemploymentregis trationservices. Comple men taryini-
tiatives relating to labour administration, labour law and industrial
relations were also out lined in the plan. Within this frame work, the ILO has
pro vided tech ni cal assis tance to the Office of Labour and Social Affairs in
Dili, the cap i tal, to help it es tab lish the first Employ ment Ser vice Cen tre,
which opened in Sep tem ber 2000 with a staff of 10 employ ment offi cers.

To respond quickly to employer vacan cies on large pro jects, this
Employ ment Ser vices Cen tre devel oped a pre-selection and inter view
strat egy which involved work ing closely with the Zona and Suco Chief
net worksin Dili. The strat egy was devel oped in consul ta tion with all the
rel e vant par ties and was used suc cess fully to recruit work ers and to pro-
mote fair and transparent recruitment practices by ensuring that all
inter ested appli cants received details of job descrip tions and selec tion
cri teria for the jobs in ques tion.

In its first month of operations, the employment ser vice filled
over 120 vacan cies, includ ing 70 posi tions for a new hotel open ing in
Dili, and a fur ther 50 vacan cies for a con struc tion com pany com pleting
work on the Emer gency Schools Readi ness Pro ject.

Two employ ment ser vice offi cers also received train ing on how to
identify and promote small-business development opportunities, and
worked closely with NGOs to orga nize and par tic i pate in sem i nars and
group meetings to explain alter na tive income gen er at ing oppor tu ni ties
topoten tial clients.

The employ ment Cen tre devel oped a range of pam phlets and other
ma terials to help job seek ers get more infor ma tion about job and train ing
opportunities as well as self-employment options. Information covered
job-search techniques, starting your own business, micro-credit schemes,
voca tional training courses avail able. The Cen tre also devel oped infor ma tion
kits for dis tribu tion to Dis trict Admin s tra tors.

Although the employment office achieved some initial suc -
cesses, it was clear that ongo ing tech ni cal sup port was essen tial if the
service was to achieve its full potential. Plans to open employment
offices in the other 12 dis tricts of East Timor were post poned indef i-
nitely due to bud get restric tions and cut backs.
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3.2 Registeringand Advising Job Seekers

The PES can pro vide areg s tra tion and place ment ser vice to unem-
ployed per sons who are look ing for work. It can also pro vide job seek ers
with a range of infor ma tion to help them with their job-search activ i ties
and advise them of alter na tive employ ment options. Even when there is
high unem ploy ment, skill short ages cansstill existin par tic ular occu pa tions
or geo graph ical areas, and the reg s tra tion pro cess will also allow the PES
to build up a skills pro file of avail able job seek ers.

The PES should aim to pro vide an effi cient and friendly ser vice to
all job seek ers who come seek ing employ ment and to all employ ers who
seek work ers.

Employ ment offi cers will do this by:

n Regis tering job seek ers and advis ing them on how and where to
search for jobs;

n Matching them to vacan cies and refer ring them to jobs avail able
with major works pro jects and other employ ers;

n Pro viding advice on train ing (or retrain ing) courses and other

options, includ ing self-employment and small busi ness devel op-
mentoppor tunities.

Before any help or advice can be provided, the PES will need to
obtain detailed infor ma tion from job seek ers about:

n Their pre vious employ ment his tory;

n Theireducationalattainmentandqualifications;
n Their skills and expe ri ence;
n

Any phys i cal, men tal, fam ily and social con straints on the type
and loca tion of jobs;

n The type of work they would pre fer.

The most effective way to collect this information is by using a
stand ard ised job seeker reg is tra tion form to record this infor ma tion. A ‘ge-
neric’ form, which can be used for this pur pose, is shown in Annex 2. This
annex also con tains detailed guide lines on how to com plete this form.

Dur ing the reg s tra tion pro cess the employ ment offi cers may also
make their own assessment of the job seeker’s need for specialised assis-
tance because of psychosocial prob lems, physi cal dis abil i ties or other dif fi-
cultiesordisad van tages.

By obtain ing accu rate and com plete infor ma tion dur ing the inter-
view, the PES will be able to match the job seeker with vacan cies. At the
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same time, PES staff should be care ful not to prom ise or guar an tee to the
job seeker that they will find him or her a job, and job seek ers should also
be encour aged to look for work them selves.

3.2.1 Sketching Job Seekers’ Profiles

Each job seeker record will be given one or more occupational
codes, to make it easier to match the job seeker’s skills to the available
vacancies either at an interview or at a later time. Using these coded
records, the PES will be able to build up a pro file of job seek ers based on
their expe rience, skills and occu pational pref er ences. This infor ma tion is
particularly useful when employers are looking for particular types of
skilled labour. More information on the use of job seeker codes is con-
tained in Sec tion 3.4 on occu pation and indus try codes.

3.2.2 Advice, Information and Refer ral Ser vices for Job Seekers

If there is no suit able job avail able for the job seeker at the time of
the interview, he or she should be encouraged to use other methods of
searching for jobs, such as asking friends, contacting employers directly
and check ing news pa per and radio announce ments.

The PES should also pro vide infor ma tion on:

n Anyrel e vant train ing courses that may be start ing up;

n Orga ni za tions and programmes that can assist peo ple in other
ways, such as with self-employment, small-business develop-
ment and access to credit;

n Organiza tions that provide psychosocial sup port ser vices.
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3.3 Contacting Employers and Regis tering Vacancies

In most coun tries, noti fi ca tion of vacan cies to the PES is not com-
pul sory, and when enter prises have vacant jobs they do not always notify
these vacancies to the PES. They may advertise their vacancies on the
radio, through press advertisements, by placing vacancy notices at the
work place, or by ask ing exist ing work ers to tell their friends and rel a tives
that vacancies exist. To the extent possible, the PES should register all
vacancies that have been publicly advertised, not only those reported
directly to its offices.

It is essen tial for the PES to pub i cize its work by mar ket ing its ser-
vices to employ ers, to encour age them to notify their job vacan cies and to
persuade them to consider those persons who have regis tered as unem-
ployed when they have any vacan cies. In post-crisis sit u a tions, the PES has
aspe cial oppor tu nity to pro mote recruit ment and selec tion prac tices that
are trans par ent, equi ta ble and based on merit.

In post-crisis situations, employers often do not like to advertise
vacancies publicly because of fear that large num bers of job seek ers will
turn up at their gates. At the same time, they may need to recruit large
num bers of staff for major pro jects but have dif fi culty find ing peo ple with

the right skills.

In all of these cir cum stances, the PES must be very active in offer ing
ser vices to employ ers that will be attrac tive to them and that will pro mote
fair and transparent recruitment arrangements. These may include
pre-selection ser vices as well as assis tance in the design of objec tive selec-
tion cri teriaand prompt and effi cient notifica tion of results to jobseek ers.

3.3.1 Advising Employers about the PES

The PES must spend time identifying the industry and employers
within its local dis trict, and staff should reg u larly visit these employ ers to
pro mote the ser vices avail able and to encour age employ ers to notify their
vacan cies to the PES.

Reg ular con tact should be main tained with:

3

Cirisiscoordina tionbodiesandinterna tional agencies;
Majordevel opmentprojects;

Allrel e vantemploy ers in the dis trict;

Governmentdepart mentsand agen cies;

Local adminis tra tion offices and com munity organiza tions.
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3.3.2 Major Projects and International Agencies

Where major projects are being undertaken for construction and
rehabilitation works or other major public works, employment officers
should arrange to visit these contractors as soon as possible to identify
their job require ments and to offer assis tance in recruit ing work ers. PES
staff will need to nego ti ate with employ ers on the best method to han dle
recruit ment arrange ments for these projects.

Ifemploy ers are having diffi culty in recruiting work ers with par tic u-
lar skills, details of the train ing required should also be obtained so that
oppor tu ni ties to pro vide local train ing to meet these skill short ages can be
devel oped. Oppor tu nities should also be dis cussed to pro vide train ing on

the job.
PES can pro vide assis tance by:

n Providing ideas of suitable (i.e. employment-intensive)
work/activities;

n Coordinatingall recruit mentactivities asso ciated with the exer
cise or a specific com po nent;

n Conducting pre-selection and short-listing exercises with
employers;

n Providing links to train ing for job seek ers.

When alarge-scale emer gency employ ment pro gramme is planned,
the PES man ager should par tic i pate in its design. And when the rel e vant
recruit ment exer cise is iden ti fied, he or she should con tact the PES head
office for assistance in developing a strategy and also to discuss any
resourceimplications.

3.3.3 Lobbying for Employment-Intensive Technologies

One aspect of the ILO crisis response is to promote employment
opportunities through the use of labour-based construction technology
and labour-intensive methods on recon struc tion pro jects.

Prac ti tio ners should argue for these strat e gies to be used on suit able
recon struc tion and repair works being under taken, and should lobby with
coor di nat ing agen cies, donors and con trac tors to adopt these approaches
whereverfeasible. Ideally, preferen tial clauses should be incor poratedinto
ten der doc u ments encour ag ing con trac tors to maxi mise the use of these
strate gies and to employ work ers avail able locally. ILO spe cial ists are avail
able to assist in this exer cise.
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The use of labour-based methods not only helps cre ate more local
jobs, but may also result in greater use of locally avail able ma terials, tools
and equipment. These approaches also increase investment in the local
com munity and reduce the reli ance on for eign con trac tors and imported
goods and equip ment.

Once estab lished, these labour-based methods can con tinue to be
used as areg ular com po nent of recur rent pub li c invest ment programmes
for the infra struc ture and con struc tion sec tors. ’

3.3.4 Private Sector Employers

A pro gramme of vis its should be arranged to con tact all 'large’ local
employ ers on a reg u lar basis, as well as places and asso ci a tions where it is
possible tomeet’small’ employ ers or theirrepre sen ta tives. Priority should
be given to vis it ing employ ers with larger num bers of work ers and any new
employ ers who are just estab lish ing their enter prises. In the lon ger term,
the PES should aim to con tact all new employ ers within three months of
being aware of their exis tence, and all exist ing employ ers should be con-
tacted at least once every year.

The following guidelines will be helpful for employment officers
when they are mak ing vis its to employ ers:

n Find out the name and position of the person responsible for
recruit ment and make an appoint ment to meet him or her;

Take some infor ma tion ma terials explain ing PES ser vices;

Be punc tual, speak clearly and use sim ple lan guage;

Indi cate which ser vices the PES can offer to assist the employer;
Lis ten to ques tions and answer them clearly and hon estly;
Avoid mak ing prom ises that the PES can not keep;

3 3 3 3 3 3

Leave infor ma tion with the employer, par tic u larly on how and
where to con tact the PES.

3.3.5 Ciwvil Ser vice and Pub li c Sec tor Employers

Recruit ment arrange ments for the Civil Ser vice will vary in dif fer-
ent countries. In some cases recruitment is organized through a central
agency, in oth ers the PES may be used. In some post-crisis contexts the

7 The ILO has developed an Employment-Intensive Investment Programme (EIIP) and an
Advisory Support Information Services and Training Programme (ASIST). More information
on these programmes is available on: www.ilo.org/employment/eiip and www.ilo.org/asist
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pub li ¢ sec tor may not be in a posi tion to recruit much staff, but the PES
should keep in regular contact with Civil Service Ministries and obtain
details of all cur rent vacan cies and recruit ment cam paigns so that it can
pro vide infor ma tion to job seek ers on oppor tu ni ties in the Civil Ser vice. It
should also keep abreast of and if pos si ble par tic i pate in dis cus sions about
Civil Ser vice reforms, which often take place in post-crisis con texts.

3.3.6 Vacancies

When employers have vacancies, a detailed record of the job
require ments should be com pleted so that employ ment offi cers will have
informa tion aboutall of employ ers’ require mentsrelating toqualifica tions,
skills and expe ri ence. A vacancy form, used for this pur pose, and guide-
lines for com plet ing it are avail able in Annex 3. When employ ers give their
vacan cies to the PES, it can search for suit able appli cants by match ing the
details of job seekers’ personal records against the job requirements of
employers. An outline of the steps involved in matching vacancies and
refer ring suit able appli cants to employ ers is also con tained in Annex 3.

3.4 Occupation and Industry Codes

3.4.1 InternationalStandardClassificationof Occupations
(ISCO)

When a job seeker reg is tra tion form is com pleted on an indi vid ual
job seeker, a deci sion should be made on the type of work he or she is seek-
ing, and the appropriate occupations and occupation codes should be
entered on the regis tra tion form.

Ifno suit able national clas si fi ca tion sys tem for jobs is avail able, the
ISCO occupation classification system provides a means of sorting jobs
into 390 dif fer ent groups of occu pa tions on the basis of tasks and duties
that are to be per formed in jobs. These groups can be sub di vided into more
precisely defined groups as well as merged into more aggregated ones
accord ing to the needs; e.g. groups or ‘oc cu pa tions’ may need to be spec i-
fied more pre cisely for place ment in cer tain jobs, whereas it may be con ve-
nient to limit the number of categories presented when reporting on
activities.

A check should be made with the NSO regarding the proposed
occupational coding system to be used. By reaching agreement on this
ques tion, the reports and activ i ties of the PES will be eas ier to com pare
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with statistics prepared by the NSO and other organizations. Initially a
sim pli fied ver sion of the cod ing sys tem may be used, but pro vi sion should
be made in the design of the database for the full coding system to be
imple mented at a later time.

Anoccupational classifica tionis use fulinmatchingjob seek ersand
job vacan cies because the ini tial stage of match ing can com pare the occu-
pational code on the vacancy with the job seeker regis tra tion forms that
have the same or sim i lar occu pation codes. Where the codes are the same,
apre lim i nary match has been made. The employ ment ser vice offi cer can
then pro ceed to exam ine the details of can di dates who appear to meet the
require ments. This more detailed research may show there are no suit able
can di dates, or it may iden tify some who are suit able for refer ral.

Where a computerised system of records has been introduced,
much of this match ing pro cess can be done auto mati cally and com pleted
veryrapidly.

3.4.2 IndustryCodes

When employment officers are contacting or visiting employers,
they will obtain basic employer details, includ ing the main busi ness activ i-
ties under taken by the com pany. It is impor tant to obtain a good descrip-
tion of these busi ness activ i ties, as this will be used to code the indus try in
which the employer is operating. Industry codes will be inserted on the
employer record and noted on vacancy forms for that employer.

The ‘In dus try’ of a place of work is deter mined by the type of prod-
ucts, i.e. goods and ser vices that are pro duced there, or the func tion that
this place of work (estab lish ment or func tional unit) has. Each employer
(enter prise) can be coded using an adapted and sim pli fied ver sion of the
International Standard Indus try Classificationsys tem (ISIC, rev.3.1); after
check ing with the NSO about the appro pri ate cod ing sys tem to be used.
Further information and details on recording and reporting systems are
avail able in Annex 4.
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3.5 Labour Market Information

Emer gency Employ ment Ser vices can com pile use ful LMI as part of
their oper a tions. Where the Labour Min is try or NSO is already doing this
work, the PES role may be lim ited to specific tasks for a par tic u lar pur pose
(e.g.iden tify ing poten tial demand for small-business devel op ment oppor
tu ni ties in the local dis trict). In other sit u a tions, the PES may have as a
broader objec tive to es tablish a LMI database that will pro vide infor ma tion
on local industry trends and growth sec tors, skill pro files of job seek ers,
skill short ages and small-business devel op ment oppor tuni ties.

The PES role may include:

n Generating labour market relevant statistics from its own
employmentservice transactions;?

n Initiating and coor di nat ing rapid assess ments of the labour mar
ket to deter mine skill short ages and mar ket demands;

n Estab lishing a labour mar ket data base to pro vide skill pro files of
job seek ers and infor ma tion on demand and growth sec tors.

[t is impor tant to remem ber that the pri mary respon si bil ity for sur-
veys and labour mar ket data col lec tion is usu ally with the NSO, and the
PES should liaise and collaborate with that office in any data collection
activities.

Fur therinfor ma tion and details on record ing and report ing sys tems
are con tained in Annex 5.

3.5.1 Establishing a Labour Mar ketInformationDatabase

n Where the PES pro poses to es tab lish alabour mar ket data base, it
is impor tant to ensure that one of the staff at the ESC is also a
labour mar ket spe cial ist. A local con trac tor may also be needed
to design and com mis sion the soft ware for the data base.

More detailed infor ma tion on the guide lines and the require ments
in set ting up a LMI data base is con tained in Annex 6.

8 See, for example, ILO/EASMAT: Labour statistics based on administrative records: Guidelines on
compilation and presentation (Bangkok, 1997)
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3.6 Meeting the Needs of SpecialCategories of
Job Seekers

One of the objectives of the emergency PES will be to provide
employment assistance to special groups. This assistance may include
counselling, refer ral to train ing and links to other rel e vant ser vices. The
fol low ing are exam ples of the range of ser vices which could be pro vided to
such groups:

3.6.1 Internally Displaced Persons
The PES can:

n

Work closely with other agen cies and develop rapid job seeker
regis tra tion arrange mentsfor IDPs;

Develop skill profiles of these unemployed to ensure a quick
response and allo ca tion of peo ple to vacan cies when there are
demands for par tic u lar skills;

Use avail able relo ca tion assis tance pack ages to re-establish fam
ilies and work ers able to return to their local com mu ni ties;

Develop net works with rel e vant local orga ni za tions to encour-
age col lab o ra tive responses for meet ing the needs of return ees;

Use Local Economic Devel op ment (LED) strat e gies to iden tify
pos sible areas of growth and oppor tu ni ties for employ ment.

3.6.2 Women
The PES can:

n

Pro mote gen der equal ity and encour age the removal of gen der
ste reo typ ing in rela tion to employ ment, occu pa tions and train
ing oppor tu ni ties for women;

Prepare and encourage other relevant institutions to prepare
gender-disaggregated and other gen der-relevantlabour mar ket
data to high light gen der imbal ances and related issues;?

Provide women better access to information on welfare and
employment services, their legal rights and opportunities for
employmentand training;

See for example Mata-Greenwood, A. : Incorporating gender issues in labour statistics, Working

paper (Geneva, ILO, 1997)
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n Formulate specific inter ven tions to assist dis ad van taged women
suchasfemale heads of house holds, psy chologi cally trauma tised,
young women and those from minor ity groups;

n Identify governmen tal and non-governmental agen cies pro vid:
ing courses and assistance spe cif i cally for women in rela tion to
reintegrationandresettlement;

n Conduct awareness-raising sessions for PES staff regarding
specific challenges faced by women, including equal employ-
ment oppor tu ni ties, human rights, vio lence against women;

n Ensure that PES staff are trained to iden tify those female cli ents
in need of psychosocial assis tance and refer them to the appro-
priateservices;

n Develop and main tainaregis ter of local ser vice pro vid ers which
offer programmes for women in the areas of small-business
devel opment, voca tional skills trainingand edu ca tion;

n Ensure that there is a bal ance of female and male staff work ing in

the PES.

3.6.3 Job Seekers with Disabilities

Per sons with dis abil i ties, women and men, are an impor tant tar get
group, mak ing up between 5 and 15 per cent of any popu lation. PES ser-
vices should be made accessible tojob seek ers with dis abil i ties, in coop er a-
tion with spe cial ized ser vices usu ally avail able from pub li c reha bil i ta tion
agen cies and NGOs. [tis also impor tant to take a posi tive approach, stress
ingin par tic ular how peo ple with dis abil i ties can be pro duc tive.'

The PES can:

n Establish close work ing arrange ments with reha bil i ta tion agenr
cies, NGOsand organizationsrepresentingpersonswith disabil ¢
ties (DPOs);

n Promote equal oppor tu nity and non-discrimination prac tices;

Ensure that PES staff are trained to pro vide ser vices also to job
seek ers with dis abil i ties, with spe cial atten tion to gen der dif fer-
ences,and are able towork closely with rehabil i ta tion spe cialists;

n Facilitate PES staff close work with rehabilitation agencies,
NGOsand/or DPOstaff when assisting per sons with dis abil i ties;

10

See ILO: Code of practice on managing disability in the workplace (Geneva, 2003), also at
http://www.ilo.org/public/english/employment/skills/disability/policy _c.htm
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n Pro vide voca tional assess ment, voca tional guid ance and coun-
selling services to disabled job seekers and refer them, when
requested, to voca tional skills train ing programmes, both public
and pri vate;

n Encourage PES staff to promote equal opportunity and
non-discrimination for job seekers with disabilities, by asking
employ ers to con sider giv ing them on-the-job train ing or work
trials. This will give employ ers the oppor tu nity to assess abil i ties
and capaci ties, and pro vide to job seek ers with dis abil i ties valu-
able work expe rience;

n Make use of any wage sub si dies, train ing allow ances, tax con ces
sions or other incen tives which may be avail able to pro mote the
employmentof persons with dis abil i ties;

n Promote adequate working conditions that are safe, accessible
and healthy for peo ple with dis abil i ties;

n Assist with the devel op ment of sup ported employ ment arrange-
ments with employ ers, in coop er a tion with reha bil i ta tion agerr
cies and NGOs;

n Promote self-employmentoppor tuni tiesand train ing for per sons
with dis abil i ties, as well as the estab lish ment of co-operatives of
work erswithdisabili ties;

n Sup port transi tional arrange ments forindi vid u als mov ing from
sheltered workshops or special work centres into full
employment.

3.6.4 Youth and School Leavers

Young peo ple often rep re sent a high pro por tion of the total unem-
ployed and the PES may develop spe cial programmes to assist this group.

The PES can:

n Provide young men and women with registration and referral
services and access to special vocational guidance and
counselling;

n Conductwork shops and group infor ma tion ses sions for youth on
job choices, skills train ing oppor tu ni ties, job-search tech niques
and other assis tance pro vided by PES, pay ing spe cial atten tion to
genderissues;

n Encour age young peo ple to stay lon ger in edu ca tion and train-
ing, includ ing through con tacts with their fam ily;
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Help young people learn about the importance of generic
employability skills, including communication skills, personal
man age mentskills (e.g. positive atti tude towork) and team work
skills;

Design and develop special programmes, including on-the-job
training, to assist young women and men into employment.
Where young women are found par tic u larly dis ad van taged, for
mu late women-specificinter ven tions;

Use wage sub si dies, train ing allow ances and other incen tives to
encour age employ ers to recruit young peo ple;

Develop spe cial programmes for young peo ple who have never
been to school, or who left school early, to give them infor ma tion
on occupations, employment and training opportunities and
guid ance on how they may gain access to them;

Pro vide advice on demand for and skills required for par tic u lar
occupations;

Assist in orga niz ing career infor ma tion days at schools, job fairs,
youth clubs, etc., to ensure school leavers are well informed
about the labour market and are equipped to make informed
deci sions about their future careers;

Con sider des ig nat ing one of the employ ment offi cers as ‘youth
and school leaver’ coun sel lor. Spe cial train ing, includ ing on genr
der issues, should be pro vided for this per son if nec es sary;

Encourage entrepreneurship by providing support in getting
access to adequate funding, business skills training, business
development support, creation of support networks, business
counsellingand men tor sup port;
Promoteself-employmentoppor tuni tiesand training forindivid
u als or groups of young per sons and refer them to orga ni za tions
work ing on small-business devel op ment;

Collect LMI from employers about career patterns, qualifica
tions and further training needed for use in the counselling
process.

3.6.5 Demobilized Soldiers and Other Ex-combatants
The PES can:

n Participateinpre-discharge ‘civilianlife’ train ing/work shops;
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Provide input, information and brochures on employ mentand
train ing com ponents of dis charge pack ages;

Provide registration and referral services for unemployed
ex-combatants, includ ing dis abled ex-combatants;

Es tablish links to refer ral agen cies and wel fare sup port net works
to help ex-combatants return ing to their local com mu ni ties;

Adpvise eligible ex-combatants of access to any programmes
offer ing fund ing assis tance and help them develop pro pos als for
assistance;

Provide information and referral on special programmes for
rehabilitation, skills training and employment for disabled
ex-combatants and, in collaboration with other agencies,
develop mea sures to meet their spe cial needs;

Ensure that PES staff are trained to iden tify those cli ents in need
of psychosocial assistance and refer them to the appropriate
services;

Conduct awareness-raising sessions for staff regarding specific
issues faced by ex-combatants, including equal employment
oppor tu ni ties, human rights and gen der issues;

Develop and main tain aregis ter of local ser vice pro vid ers in the
areas of small-business development, vocational skills training
andeducation;

Assess micro-credit pos sibil i ties and iden tify poten tial part ners
tosup portsmall-businessdevel opmentini tia tives;

Pro vide infor ma tion on employ ment-related options, includ ing
skills train ing and self-employment;

Working with other agen cies, develop mea sures to meet the spe-
cial needs of child sol diers in rela tion to edu ca tion, train ing and
employment;

Develop and imple ment pro cedures for ongo ing moni tor ing and
report ing on out comes for ex-combatants.

3.6.6 Older Workers

Older work ers are also an impor tant tar get group in crisis sit u a tions
and can make up between 10 and 30 per cent of ref u gees in con flict sit u a-
tions. Older peo ple, espe cially women, make sub stan tial con tri bu tions to
community and soci ety in emer gen cies, includ ing the care of chil dren or
fam ily mem bers with dis abil i ties in the absence of other adults.
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The PES can:

n Ensure that data are ade quately col lected and disaggregated by
sexand age, includ ing the cat e gory of those over 60 years of age;

n Provide vocational counselling and assess ment of needs, assist
with the preparation of job applications and preparing for job
interviews;

n Use small-group training sessions to encourage and develop
mutual sup port and moti va tion;

n Recog nise the knowl edge and skills that older peo ple have from
previouscrisesordisas tersituations;

n Acknowledge their role in preserving the culture and social
iden tity of com mu ni ties in cri sis (espe cially impor tant in arti fi-
cial com muni tiessuch asrefu gee camps);

n Encour age amore posi tive atti tude by employ ers towards hir ing
older unemployed persons, recognizing their previous training
andexperience;

n Provide post-placement sup port and coun sel ling;

HelpAge International has produced substantial research and
guidelines on the topic, that can be found on their web site:
www.helpage.org"!

3.7 Access to Services

As the oper a tions of the PES become more widely known, there will
be increased expec ta tions that its ser vices should be avail able to all job
seek ers and employ ers. Where an emer gency ESC is offer ing spe cial assis-
tance to selected target groups, there may even be criticism that it is
restricting its services. Specific efforts should be made to ensure equal
access to PES for men and women, and the objec tive should always be that
programmes or ser vices offered to selected tar get groups dur ing an ini tial
or post-crisis phase will become avail able to wider groups after the ini tial
phase has been com pleted. This can also be a strong argu ment for sub se-
quently extend ing PES ser vices.

1 Papers include Older people in disasters and humanitarian crises: Guidelines for best practice (2000)
-Based on wide-ranging HelpAge International research on Asia, Africa, Europe and the
Americas, to help relief agencies meet the special needs of older people during and after an
emergency; and Emergencies and ageing: a position paper -Summarising HelpAge aims, context
and activities.
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3.8 Managementof Spe cial Employ mentand
Training Measures

The PES may also be involved in the deliv ery and admin is tra tion of
spe cial programmes designed to meet the needs of par tic u lar groups. These
programmes may be intro duced by gov ern ments or be devel oped as part of
donor assis tance pro jects, and can be of short- or long-term dura tion.

The PES may play an impor tant role in the design and tar get ing of
these programmes as well as in their deliv ery, and it is impor tant that the
Labour Min is try has input in the design of such programmes. Regard less of
whether the pro gramme is a short-term or lon ger-term ini tia tive, the PES
role mayinclude assess ment of client eli gi bil ity for the pro gramme, refer ral
to and place ment on the pro gramme, and ongo ing admin is tra tion of the
programme. Details of various types of spe cial programmes and train ing
mea sures that PES may be involved in are out lined in Annex 7.

3.9 Publicity

It will be impor tant for the PES to pro vide pub lic ity about the ser-
vices it offers so that job seekers and employers, including the UN and
other agen cies involved in cri sis-response programmes, are encour aged to
use these services. Nonetheless, it should also ensure that they do not
develop unre al is tic expec ta tions about what the ESC can do for them.

Some key mes sages are that:

n Wide spread pub lic ity should be pro vided on the ser vices avail-
able through the ESC and how major recruit ment exer cises are
being con ducted. A series of radio inter views, announce ments
and newspaper advertisements can be used to circulate
information.

n Since women tend to be absent in local coun cils, vil lage com mit
tees and pub li c loca tions, it is impor tant that spe cial mea sures
are taken to ensure that both women and men are informed of
the exis tence of PES in the tar get areas.

n Job seek ers need to under stand that the PES itself does not cre-
ate jobs, but that it works with pri vate and pub li ¢ sec tor employ-
ers to help them recruit their work ers using fair and trans par ent
selection processes. Even for those job seekers who do register
for employment with the ESC, there is no guar an tee that they
will get a job.
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n With only limited 'jobs' growth likely in the privateandpublic
sec tors, many job seek ers will not be able to find work in their
pre ferred occu pation or local ity and will need to con sider other
alternatives, including self-employment or starting a micro or
small enter prise.
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4 — ESTABLISHING

AN EMERGENCY PES

Emergency PES should provide services directly relevant to the
post-crisis con text. They should be visible, via ble, and sup ported by all key
play ers in that con text, includ ing UN and other inter na tional agen cies, as
the focal point for recruit ment and ref er ence for related activ i ties such as
train ing, and if pos si ble also wage set ting and employ ment con di tions.

Further, experience has shown that where pilot ESC have been
estab lished on a short-term basis within a Labour Min is try, although their
ini tial efforts may have been prom is ing, they are unlikely to suc ceed unless
they receive ongoing technical and financial support. It is important to
develop a clear strat egy with the Min is try, that ensures its full involve ment
and commitment from the start and paves the way for it to assume full
respon si bil ity for the ongo ing per for mance and costs of the ESC after the
initial project-funding period.

4.1 Setting Objectives

The PES should develop clear objec tives in rela tion to its im medi ate
and medium-term inter ven tions in response to the cri sis. These should be
based on the needs assessment already conducted and should take into
account the broader responses being developed by the government and
inter na tional agen cies to deal with the cri sis sit u a tion. In some cases, the
PES role may involve changing the activities and role of existing PES
offices to meet the new require ments. In other cases, it may involve set ting
up a new office that would oper ate ini tially on a pilot basis but be capable
of subsequent replicationelsewhere in the country as needs emerge and
resources per mit. Regard less of the sit u a tion, the pro posal should have the
endorsement of the Labour Ministry, where it exists, or of the relevant
national authority, and the PES should have agreement on the level of
staffing and support it will have to ensure that the work being proposed
can be deliv ered.

Key objec tives for the emer gency PES should include:

n Targeted assistance arrangements in place to register specific
groups with spe cial needs, in par tic u lar women, youth, per sons
with dis abil i ties and from minor ity groups;

51



ILO Ciri sis Response

n Liaisonarrange mentsestablished with allrel e vantagen cies, and
the use of local com munity net works devel oped;

n Consultation and liaison established with local workers’ and
employers’organizations;

n Systematic job seeker registration arrangements and set times
estab lished —linked ini tially to recruit ment activ ity;

n Direct con tact estab lished (through a pro gramme of vis its) with
employers and contractors responsible for major projects, to
assist them with their programme design (push ing for employ-
ment-intense work), and recruit ment require ments;

n Collection/compilation of basic LMI developed to identify
quickly any skill short ages, areas of growth, training needs, etc.;

n Links developed with training institutions to provide training
oppor tuni ties for job seek ers, includ ing on-the-job options;

n Advice and infor ma tion ser vices estab lished to help job seek ers
and employers on employment alternatives, small-business
devel opmentandsus tainable live lihood options.

4.2 Review of Locations

Based on the information gained during the needs assessment
phase, and in consul ta tion with offi cials from the Labour Min is try, a deci-
sion should be taken on whether exist ing PES loca tions should be used as
part of the emer gency response strat egy or whether a sep a rate office should
be opened to implement the new approach. Where major changes are
involved, it may be prefer able to imple ment the pro posed PES inter ven
tion strat egy using a ‘pi lot’ office to test the approach and achieve quick
results. A sub se quent exten sion phase could be devel oped once the pilot
office is work ing effi ciently and resources are avail able for expan sion.

In some cri sis sit u a tions there may not be an exist ing employ ment
ser vice in oper a tion, and this will call for ini tial dis cus sions and com mit-
ment from the rel e vantlocal (and/or emer gency) authori ties, as well as the
Min is try of Labour, to intro duce these emer gency employ ment responses.

Even where an existing network of offices already exists, major
resources and expertise would be required to ensure that staff in these
offices are fully trained to deliver the ser vices required in the cri sis sit u a-
tion. These offices would also need to have the nec es sary equip ment and
support to respond effectively. Such a widespread implementation
approach would involve a significant planning and pre para tory phase. It
would also need capac ity build ing, infra struc ture sup port and fund ing, as
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well as strong coor di na tion from the Labour Min is try, that has the overall
responsibility for PESoperations.

A rapid impact is much more achiev able and less costly when a ‘pi-
lot’ office approach is used and is able to achieve significant successes
when deal ing with par tic ular tar get groups or par tic u lar loca tions. Thisin
turn provides stronger evidence to argue for further expansion of the
approach using the suc cess ful ‘pi lot’ model. Annex 8 con tains a sum mary
of the min i mum require ments for set ting up a ‘pi lot’ ESC.

4.3 Office Struc ture, Func tions and Staffing Levels

Indi vid ual ESC may be located in a num ber of dis tricts through out
the country. They will usually report to a National Employment Bureau
(NEB), that may be a division with the Labour Ministry. The NEB has

overallresponsibil ity for PES oper a tions, includ ing:

n Han dling pol icy and legal mat ters for the PES;
n Providing technical advice insup portof each cen tre asrequired.

An emergency PES may often begin as a small pilot office with
specific objec tives and tar get groups to assist. The size and cov er age of the
PES response will be deter mined by the avail abil ity of resources, but a min-
imum of 5-10 staff are needed to make the office oper a tional. The level of
staffing avail able will also deter mine its capac ity to imple ment its objec-
tives. If pos si ble, staff should be recruited who already have the rel e vant
expe ri ence, skills and exper tise in employ ment-related activ i ties, in order
to achieve maximum impact. While all staff would be expected to be
multi-skilled and be avail able to under take the full range of duties in the
PES, scope still exists to recruit specific specialists for some activities
depend ing on the pro posed oper a tions of the PES.

4.4 Functions of the Employ mentServiceCentre

Employment officers working in the ESC can have many tasks to
per form, as seen in Sec tion 3, and much of their work will involve deal ing
with people. Unlike many civil service positions that centre on clerical
work and strict administrative processes, these positions in the ESC
require people who are active, enthusiastic, flexible, service- and cli -
ent-oriented, and inter ested in achiev ing results.

It will be impor tant to recruit peo ple with the appro pri ate skills to
work in the ESC, and there should be a gen der bal ance when select ing the
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staff.!? Job descriptions and selection criteria should be used to assist in
select ing the right peo ple to work in the ESC.

Sam ples of duty state ments and selec tion cri teria for the main posi-
tions in the emer gency ESC are shown in Annex 9.

4.5 Staff Induc tion and Training Programmes

Staff selected to work in an emergency ESC should be given an
appropriate induction programme on the operations of the emergency

PES.

Even where the staff have been work ing in an ESC pre vi ously, they
will still need to under stand that the major task of the emer gency ESC will
be to pro vide a quick and effi cient ser vice to a range ofclients. Unlike pre-
vious posi tions they may have worked in, the empha sis will be on pro vid ing
a service to many different client groups, and getting the best possible
results with a minimum of delay and without imposing bureaucratic
processes.

Before the office opens, all staff should receive ini tial train ing on the
objec tives and oper a tions of the emer gency PES and the spe cial com mit-
ment it will require. A sug gested pro gramme is shown in Annex 10.

4.6 Financing PES Operations

Where a PES already exists, the fund ing to cover its oper at ing costs
usu ally comes from the bud get of the Labour Min is try. Often the bud gets
of gov ern ment min s tries are very low and, in some cri sis con texts, the pay-
ment of civil ser vants’ sal a ries may be in arrears. Prem ises, equip ment and
resources avail able to the PES may also be very poor. In these sit u a tions, it
willbe difficult toini tiate PESinter ven tions unless tech ni cal and finan cial
sup portis pro vided from the out side.

Pro ject pro pos als need to be designed with clear empha sis on assis-
tance to the worst affected groups and be endorsed by the UN and other
coordinating agencies, in order to attract international donor support.
Pro posals should include:

n PES services which target assistance to high-priority and
worst-affected groups (e.g. IDPs, ex-combatants, women);

12 Some sensitivity to local customs and the security situation is necessary, at least in the pilot
phase.
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n PES activ i ties which improve access to re-employment oppor tu-
nities and that provide information and referral to
self-employment and small-business devel op ment oppor tuni ties;

n PES activ i ties which form a com po nent of a larger pro ject or of
[LO and other inter na tional pro jects being ini ti ated (e.g. as part
of ademo bi li za tion exer cise for ex-combatants, or train ing and
employ ment refer ral assis tance to [DPs);

n PESini tia tives which involve work ing closely with local orga ni-
zationsandimple men ta tion agencies.

Ini tial seed fund ing should also be sought for pilot PES activ i ties to
commence ahead of any full pro ject imple men ta tion.

Naturally, there should alsobe a clear rec og ni tion of the impor tance
of employment issues by the authorities that coordinate national and
inter na tional inter ven tions in the post-crisis sit u a tion. This will facil i tate
ensuring both that the nec es sary infor ma tion on employ ment and employ-
ment oppor tu ni ties is forth com ing, and that the major role of the PES is
acknowl edged. Estab lishing this rec og ni tion should be an impor tant part
of ILO’s pre para tory work.

4.7 PartnershipsandCo-operative Strategies

It is important for the PES to establish good partnerships with
employ ers’and work ers’ asso cia tions, and other national and inter na tional
orga ni za tions. This needs to be done at the national level as well as at the
local level, and it pro vides a con sul ta tive frame work for views to be aired,
problems discussed and labour market priorities endorsed. Consultation
with these organiza tions s par tic u larly impor tant dur ing post-crisis peri-
ods, when circumstances can change rap idly, new needs can emerge and
peo ple need to be kept informed of devel op ments and changes.

4.8 AdvisoryBoards

An effec tive way to enhance the rel e vance and effec tive ness of the
PES is by estab lish ing a for mal advi sory group of stake holders to guide and
sup port the activ i ties of the PES. Mem ber ship should be drawn from rel e-
vant government ministries and other institutions active in post-crisis
reconstructionactivities, employers' and workers' representatives, repre-
sen ta tives of tar get groups and local organiza tions.
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4.8.1 Role of the Advisory Board

The main objec tive of the Advi sory Board is to pro mote and sup port
the ini tia tives and oper a tions of the PES, and in par tic u lar any new pilot
ESC that oper ates under the Labour Min is try.

An Advisory Board provides a mechanism for coordinating the
activities of the PES. Its tri par tite com possi tion in par tic u lar offers the best
way of maintaining cohesion among government ministries, business,
worker representatives, other agencies and representatives from specific
tar get groups where appro priate, inmeeting labour mar ket objec tives. Itis
important that the terms of ref er ence of the Advi sory Board include the
promotionof genderequalityand advisingon tar geted action for disad vanr
taged groups.

4.8.2 Functions of the Board

The functions of a PES Advisory Board would include the
following:

n Set ting the direc tions and pro mot ing the objec tives and activ
ties of the PES and any new pilot ESC;

n Achieving wider community and industry involvement and
close interaction of all rel e vant par ties to ensure that the PES
meets the needs of all its cli ents;

n Supporting initiatives to develop self-employment and
small-businessdevelopmentopportunities;

n Moni toring and review ing the expen di ture and per for mance of

the PES;

n Providing advice to the Labour Min is try and the govern ment on
policy devel op ment, future direc tions and expan sion strat e gies

for the PES.

The Board should meet reg u larly, with a Chair per son elected on an
annual basis. The fre quency of meet ings and the dura tion of offices should
be tailored to the situa tion. If possible, the Chair per son should be some one
other than a civil ser vant, as this will help ensure com mit ment from other
par ties and remove any per cep tion that the Min is try con trols the Board’s
activities. How ever, it may be appro pri ate for the Chief Offi cer of the Min
is try of Labour to chair the Board dur ing the first 12 months of the Board’s
operations.
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4.9 JointServicingArrange ments

The PES does not have a monopoly on providing services to
employ ers and job seek ers, and there may be other orga ni za tions offer ing
employ ment and train ing ser vices. Employers may use many methods to
recruit staff, and the PES must actively pro mote its ser vices and dem on-
strate its abil ity to offer an effi cient and com pet i tive ser vice.

A pilot ESC can often be more effec tive ini tially by lim it ing or tar-
get ing its ser vices to pri or ity groups. For example, this could be done by
working with the agency responsible for IDPs to include employ-
ment-related questions in their survey forms, or by conducting employ -
ment registration activities at registration points for IDPs or other
crisis-affected groups. This spe ciali sa tion may also be nec es sary because of
the lim ited staff ing lev els that the ESC may be oper at ing with.

The PES could collaborate with the national body responsible for
dis ar ma ment and demo bi li za tion of ex-combatants, to offer employ ment
and train ing infor ma tion and regis tra tion ser vices con cur rently with the
demobilizationexercise.

The PES should also es tab lish links with dis trict, vil lage and neigh-
bour hood community net works, as these canbe very help fulindisseminat
ing information quickly and, potentially, can be a resource when
organizing large pre-selection and recruit ment exer cises for employ ers.

4.10 Working with UN and other International
Agencies

Inter na tional agen cies are invari ably key part ners in the design and
implementation of major assistance and reconstruction programmes in
post-crisis con texts, as well as being major employ ers and sources of fund-
ing. The PES needs to es tab lish close work ing links with and be sup ported
by UN and otherinter na tional agen cies, includ ing inter na tional devel op-
mentbanks, initsrole as arefer ence point and imple men ta tion part ner for
employment-relatedactivities.

4.11 Working with NGOs, Church and Local
Com munity Organizations

Many national and international NGOs provide services and
deliver programmes to dis ad van taged groups affected by the cri sis. At the
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local level, church and community groups also pro vide a range of social
ser vices to peo ple in need. The PES should liaise with these orga ni za tions
to explain its role and to offer assistance where employment- and train-
ing-related programmes or ser vices are involved.

In some instances, NGOs may be the main imple ment ing agen cies
for gov ern ment or donor funded assis tance programmes, and there may be
oppor tu ni ties for the PES to work with these NGOs in iden ti fy ing tar get
groups for assis tance or employ ment under these programmes.

4.12 Private Employ ment Ser vices Agencies

Private Employment Agencies (PREA) may also be operating in
post-crisis sit u a tions, and the PES should be aware of their areas of activ ity.
Some agen cies may spe cial ise in recruit ing for par tic u lar occu pa tions or
industries, others may concentrate on recruiting workers for casual
employment or for foreign employment opportunities. In some cases,
PREAs may also offer train ing courses for job seek ers in occu pa tions where
there are skill short ages. It may be use ful for the PES and PREAs to share
information or work together on some issues. How ever, if the PES does
refer job seek ers to PREAs, it should inform those job seek ers of any pos si-
ble fees that may be charged by the PREA (e.g. for train ing or place ment).

4.13 Implementation Checklist

The following checklist summarises key activities and issues
involved in establishing an emergency ESC. The timeframe associated
with the emer gency phase and medium term will vary depend ing on a vari-
ety of fac tors, includ ing the nature and con text of the cri sis, the interim or
tran si tional admin is tra tion arrange mentsin place, the pace of recon struc-
tion and recov ery and the capac ity and resources avail able within the PES.
It should also be noted that the activities listed are indicative and the
require ments iden ti fied may apply to anum ber of dif fer ent activi ties.
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Emer gencyPhase

Activities Require ments

Deter mining the response

Con duct rapid needs
assessment

Develop response strategy
Define emergency PES role

Secure agreement and
commitment from Labour
Ministry

Confirm source of funding and
contribution to be made from
Ministry

Gain support from other
relevant national and
international agencies

(i.e. key players in crisis
response)

Access to avail able data

Contact with Labour Ministry
officials and relevant
international agencies

PES role developed by Labour
Ministry, in collaboration with
other ministries and
international agencies

Clarification on ESC reporting
lines to the Ministry

Memorandum of
understanding or written
agreement with relevant
Ministries

Liaison and consultation with
other relevant national and
international agencies

Confirmation of funding and
resources

Identification of technical
assistance
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Emer gency Phase (continuing)

Preparing forImple mentation

Select suit able pre mises and
com plete office fit out and
furniture

Arrange connection of
electricity and water supplies

Advertise ESC positions and
recruit suitable staff

Carry out induction and
initial training of staff

Install and commission
computer equipment,
telephones and office
supplies, forms and
stationery

Make initial contact with
key relevant national and
international agencies to

promote ESC services

Develop Operational Plan
and prepare for official ESC
opening

Con ve nientloca tion for job
seek ers and with easy access
for per sons with dis abil i ties

Emergency power source
available if required

Selection panel appointed
and results notified quickly

Access to skilled trainers and
training facilities

Database software designed
and tested; computer skills
training for staff completed

Access to relevant national
and international agencies

Plan approved and official
opening ceremony arranged
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EmergencyPhase (continuing)

Activities Require ments

Open ing the ESC

Con duct offi cial open ing of

ESC

Begin operations and
implement priority service
arrangements for selected
target groups

Begin registration and
assistance services to job
seekers

Arrange temporary/mobile
registration centres where
required

Use media publicity to
promote ESC services

Begin major promotional
visits to key organizations,
employers and contractors

Ensure regular review of ESC
activities and performance

* Well planned open ing

* Operational plan drawn up

and implemented

Appointment system
developed to handle large
numbers of job seekers

Transport arranged to carry
out field visits and mobile
registration services

Press releases and media
coverage arranged

Promotional programme
in place

Workloads and results
monitored
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Medium Term

ESCOperations

Con tinue job seeker
registrationservicestotarget
groupclients

Examine scope for expanding
services to other job seekers

Expand opportunities for skills
training by developing
training courses with training
institutions and on the job

Continue employer visit
programme

Expand ESC role in providing
information services and
counselling for job seekers

Identify self-employment
opportunities and referral
arrangements to business-
development skill providers

Continue liaison with national
crisis response body on
labour-intensive strategies in
new project approvals

Further review of ESC
performance

Impact of ser vice on spe cial
groupsmonitored

Ongoing contact with Labour
Ministry officials

Liaison with other relevant
national and international
agencies and training
institutions

Employers in expanding
sectors targeted

Staff training in counselling

Production of brochures and
information sheets

Liaison with NGOs involved
in small-business development
training and support
Involvement in interagency
meetings, employer forums
and community meetings

Review of ESC achievements
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Medium Term (continuing)

LabourMarketInformation

* Gather LMI from existing * Local con sul tant appointed
SOLITEES * Training for key staff in use
* Develop, test and implement of database and production
LMI database software of reports
(including integration with « Liaison with industry and

relevant software used for
administrative purposes, e.g.

registration of job seekers and ¢ Surveys‘ Qf specific 'industries
vacancies) or localities for rapid

identification of needs

training providers

* Produce data and reports on
skill shortages and growth
sectors

* Identify potential sectors for
small-business development
opportunities

* Investigate skills training
requirements and demand in a
growth sector, e.g. construction,

hospitality
* Continue regular publicity and * Liai son with the media

information on new projects,
small-business development
workshops, skills training

* Arrange to attend interagency

* Awareness and membership
of other relevant forums and
meetings

* Cooperation with other

SSRITIE projects implementing
* Develop options and training employment- and
possibilities for self-employment training-related activities

and small-business development
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Longer Term
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5 — MANAGING THE PES AND

REVIEWING PERFORMANCE

5.1 Management

The fol low ing sec tion pro vides infor ma tion and guid ance to super-
vi sors and staff in the ESC on approaches to the over all man age ment and
opera tions of the Cen tre.

Effec tive man age ment of an ESC s a pro cess of:
n doing various things to achieve a par tic u lar result or objec tive;
n orga niz ing resources to enable objec tives to be achieved,;

n monitoring progress to ensure that the results achieved are as
planned.

5.1.1 Inputs, Processes and Out puts

One approach to under stand ing man age ment s to see it as a pro cess
that trans forms inputs into results or out puts.

The Inputs

For ESC the main inputs avail able are:

n clients;

n staff with their various skills and abil i ties;
n space;

n equipmentandfurniture;

n funds;

N information;

n transport;

n procedures;

n time.
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The Process

The process refers to the way in which inputs are organized to
achieve the desired results. This involves:

n helpingclients;

n plan ning the best use of the inputs;

dele gatingwork toappro priate per sons or insti tu tions;
supervisingsubordinates;

monitoringandcontrolling;

lead ingand motivatingothers;

commu nicatingboth verballyand in writing;
makingdecisions;

3 3 3 3 3 3 O

solv ing prob lems, coach ing and mentoring staff.

The Outputs

The out puts are the results that are achieved. The aim is to assist
clients, so the out put orresultis a cli ent that has bene fited from the ser vice
in some way. This may be, for example:

n an unem ployed per son being placed in a job;

n infor ma tion and advice given to a job seek ers or an enter prise;
n a filled vacancy;

N more peo ple engaged in self-employment.

5.2 Setting Goals and Objectives

The emer gency PES should have a sim ple mis sion state ment, out-
lining its goal and broad strategic objectives covering what it aims to
achieve. By developing an operational plan it is able to determine the
activ i ties nec es sary to achieve those objec tives, and set per for mance tar-
gets against which it can then track its per for mance reg u larly and iden tify
pro gress and oppor tu ni ties forimprove ment.

This pro cess will help all staff to under stand what they are aim ing
for, what they have to do to meet their objec tives, and then measure their
pro gress towards achiev ing these objec tives.

66



Guide lines for Establishing Emer gency Pub lic Employ ment Ser vices

5.3 Operational Planning

The main focus of the emer gency PES should be on deliv er ing ser-
vices to customers and achiev ing results, rather than on pro cedures and
pro cesses. By devel op ing an oper a tional plan the ESC is able to pri ori tise
tasks and sched ule work for each offi cer on a daily, weekly, monthly and
annual basis. It can also help ensure that when there are lim ited resources,
staff efforts are con cen trated on the most impor tant and essen tial activ i-
ties. Planning also pro vides the fol low ing ben e fits. It will:

n

3 3 3 3 3

help deter mine the resources required;

clarifypriorities;

reduce crisis sit ua tions by ensuring noth ingis over looked;
encour age the set ting of real is tic objec tives;

provide subordinates with stan dards and tar gets;

allow peaks and troughs of work activity to be identified and
avoided or over come;

provide an important opportunity for consultation and discus-
sion with sub or di nates who will be respon si ble for the imple men
ta tion of plans.

5.3.1 Work Plans

An example of a work plan that can be used when plan ning the first
three months of activ i ties of anew ESC and allo cat ing respon si bil i ties to
par tic u lar sec tions or staff within the office is pro vided in Annex 11.
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6 — LONG-TERM

STRENGTHENING OF THE PES

These guidelines have concentrated on the immediate post-crisis
phase of PES oper a tions, but it is impor tant to ensure that sup port is pro-
vided to con tinue, and poss ibly expand the oper a tions of the PES in the
longer term.

PES usu ally rely on gov ern ment bud gets for their ongo ing fund ing,
and theyneed to dem on strate that their employ ment ser vices are rel e vant,
flexible and effec tive to ensure con tin uing sup port from the gov ern ment.
With bud gets being lim ited and many other com pet ing needs to be met,
gov ern ments may give low priority to PES activi ties, unless they acknowl-
edge the pos i tive role that PES can play in pro vid ing direct assis tance to
job seekers and employers, as well as in implementing labour market
adjust ment programmes that a gov ern ment may be plan ning to intro duce.
Techni cal sup port may be needed to assist the Labour Min is try to take full
own er ship of the PES oper a tion and to strengthen its capac ity in the areas
of policy development, employment service delivery and programme
implementation."

6.1 Development of a National Employ mentPolicy

Following a cri sis, coun tries often embark on major eco nomic reforms
and restruc tur ing of the labour mar ket, and these reforms will usu ally be part
of broader finan cial and macro-economic programmes being under taken by
the government. Reforms may be needed in labour legislation, industrial
relations policy and practices, wage determination and job security provi-
sions, as well as the role of the National Employ ment Ser vice.

Governments need to develop national employment and labour
policies to address these issues, and practitioners should encourage the
Labour Min is try to develop pol i cies that cover all the major areas of labour
adminis tra tion for consider ation, approval and promul ga tion by the government.

B A more detailed discussion on issues facing PES, including those in developing countries, is

contained in Phan T., Hansen E., and Price, D.; The public employment service in a changing labour
market (Geneva, ILO, 2001), Chapter 10.
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In that context, a strong Labour Ministry and an active Minister
responsible for the portfolio can be influ en tial advo cates for an expanded

role of the PES.

6.2 Expanded Access and Services

Where a pilot ESC has been successful in concentrating on the
specific needs of par tic u lar groups, then a strong case should be made for
an expan sion of the PES to pro vide broader access to these ser vices, and
possibly to more services. This could include the establishment of a
national network of offices. Based on their expe rience with employment
ser vice deliv ery in a post-crisis con text, PES may also pro vide use ful input
when new policies are being designed and developed for national
implementation.

The existence of a tripartite Advisory Board should also bring
broader com mit ment and sup port for the PES, and the help of the Board
mem bers should be enlisted when the PES is argu ing for an expan sion of
ser vices and increased fund ing.
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ANNEX 2 -

OB SEEKER REGISTRATION

This section pro vides detailed guide lines to assist in the intro duc-
tion and use of rel e vant forms that can facil i tate the opera tions of the PES.

A2.1 Job Seeker Registration Form

The job seeker form should be designed to ensure that all rel e vant
infor ma tion on the job seeker is gath ered at the time of inter view so that
the job seeker can be matched to vacan cies. All this infor ma tion is con fi-
den tial and should not be dis closed to any other per son or orga ni za tion
unless the cli ent gives per mis sion to the PES torelease the infor ma tion. As
a guide, demographic and career information may usually be communi-
cated to possible employers, but information about socio-psychological
fac tors and refer ral his tory should remain con fi den tial unless specific per-
mis sion has been obtained from the job seeker.

A sam ple of a generic Job Seeker Reg s tra tion Form is shown on the
next page.
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A 2.2 CompletingtheJob Seeker Regis tra tion Form

The fol low ing guide lines are pro vided to explain each entry on the
job seeker reg s tra tion form and to assist employ ment offi cers in the com-
ple tion of the form.

Items Instruc tions for Comple tion

1. REGISTRATIONNUMBER Enter num berinaccor dance
with agreed num ber ing sys tem.

2. REGISTRATIONDATE Record the date the inter view

took place.
3. PREFERRED TYPE OF After dis cus sion with the job
WORK seeker and from infor ma tion

obtained, agree on an

appro priate and pre ferred type of
work, taking into con sider ation
thejobseeker’squalifications,
skills and work expe rience.

4. OCCUPATIONCODE Using the detailed groups of the
occupational codes
correspondingtoinformationin
3, enter the code in which the
occu pation falls.

Ques tions 3 and 4 should not be com pleted until all the

infor ma tion on the job seeker’s work his tory, qual i fi ca tions and
other fac tors affect ing place ment has been con sidered. Com plete
this at the con clu sion of the inter view.

Per sonal Details

5. FULL NAME Take the infor ma tion from the
job seeker’s ID Card.

80



10.

11.

12.

13.
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ADDRESS

ID CARD NUMBER

CONTACT DETAILS

Education

HIGHEST LEVEL OF
EDUCATION

NUMBER OF YEARS
ATTENDED

QUALIFICATIONS

QUALIFICATIONS
CHECKED

LANGUAGES

Place of residence

Record job seeker’s ID Card
Number.

Record the best way to con tact
the job seeker; and other means
of con tact.

Record the level of edu ca tion
obtained by the job seeker, name
and loca tion of the edu ca tion
institution,formalqualifications
gained (e.g. higher, non
completed, highertechnical,
secondaryeducation).

Record the num ber of years of
schooling.

Record all trade or other
qualificationsgained.

Indicateif proofof qualifications
has been seen (e.g. licence,
certificate).

List lan guages spo ken and

flu ency both oral and writ ten.
Reading, speak ing and writ ing
proficiency should be indi cated
separately.
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14. SPE CIAL SKILLS

EmploymentExperience

15. OCCUPATIONS

16. TASKS AND DUTIES

17. FROM/TO (Time employed)

18. ENTERPRISE/EMPLOYER

19. COMMENTSON
RELEVANT
WORK-RELATED
FACTORS

82

Record any extra skills or
experience (e.g.computer
operation, typingspeeds, any
spe cial licen ces to oper ate
machinery).

Record the occu pa tions the job
seeker has been employed in for
the last 10 years, if rel e vant. If
the job seeker has had numer ous
jobs, record the most recent jobs
and those with the lon gest length
of employ ment.

Record as many of the tasks

per formed in the job as pos si ble.
[tis impor tant to under stand the
tasks per formed in each job to be
able to assess the skills and

expe ri ence of the job seeker.

Record the actual years spent in

the job (e.g.1998-2001).

Record the name of the
enter prise where the job seeker
was employed.

Record the nature of any fac tors
or restric tions that will affect the
job seeker’s capac ity to work.



20.

21.

22.

23.

24.

25.

26.
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AdministrativeInformation

DATE OF BIRTH

GENDER

MARITALSTATUS

REGISTRATIONDATE

OFFICE

SIGNATUREOF
INTERVIEWER

SIGNATUREOF]JOB
SEEKER

Job Seeker Referral

Record day, month and year.
Ver ify in the ID card or pass port
ifnecessary.

Tick the appro pri ate box.

Tick the appro priate box.

The date the job seeker
regis tered foremploymentand
was inter viewed by the ESC.

Record the name of the ESC
regis tering the job seeker.

The Employ ment Offi cer who
inter viewed the job seeker should
sign the form.

The job seeker should sign the
form and con firm the accu racy of
the infor ma tion provided.

Details of all referrals to jobs or training courses must also be recorded
on the back of the vacancy form at the time of job seeker’s referral to
the vacancy. Outcomes should be recorded when notified by the job
seeker or the employer.

217.

REFERRALDATE

Record the date the job seeker
was referred to the vacancy.
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28. JOB VACANCY NUMBER

29. ENTERPRISE/
INSTITUTION

30. OCCUPATION/COURSE

31. OCCUPATIONCODE

32. RESULT

33. RESULT DATE
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Record the occu pation code and
self-service num ber (if

appli ca ble) of the vacancy to
which the job seeker was
referred.

Record the name of the
enter prise or train ing
organization to which the job
seeker was referred or the

rel e vant vacancy/course form
number.

Record the job title or name of
the course.

Record the occu pation code
listed on the vacancy form or
the rel e vant vacancy form
number.

Results of inter views are
recorded after check ing refer rals
to the vacancy with the
employer. Record the result of
the inter view as fol lows:

Placed “p”
Not Engaged “NE”
Failed to

attend Interview “FTA”
Declined Position “D”

(If the job seeker is not engaged,
describe the reasons for
non-employment.)

Record the date when the
employer pro vides the result of
the inter view to the ESC.
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A 2.3 Procedures for Updating

When ever a job seeker returns to the office after a pe ri od of employ-
ment or absence elsewhere, it is preferable to retrieve the job seeker’s
record and update the rel e vant fields to reflect any recent changes rather
than ask the cli ent to com plete a new reg is tra tion record. Where a com-
puterised sys temis being used these tasks can be par tially auto mated, but if
manual records are being used an effective filing system should be
maintained.

A 2.4 Job Seeker Files

There should be three files held by the Recep tion ist in the Recep-
tion Area for job seeker records:

n Active file — currently seek ing work, and filed by occu pational
code;

n Inac tive file —no assis tance required, and filed alpha bet i cally;

n Index file — alphabeticallist of cur rent cli ents actively seek ing
work.

A 2.5 Active Job Seekers

All cur rent job seeker reg s tra tion forms should be filed in an active
file in occupational code order, and then alphabetically within occu -
pational groups.

To find a job seeker form for a job seeker who is cur rently reg is tered
for employ ment, refer to the index card file using the cli ent’s fam ily name.
If there is more than one cli ent with the same fam ily name, check the date
of birth with the cli ent. Once the cor rect index card has been found, note
the occu pational code and retrieve the job seeker form from the active file.

A 2,6 Index Cards

An Index Card is to be com pleted for each cli ent reg is ter ing to seek
employment. It will contain the name, date of birth and occupational
code, and these cards will be filed alphabetically and provide a quick
means of iden ti fy ing the occu pational code under which the job seeker’s

85



ILO Ciri sis Response

reg is tra tion form is filed. The index card is reus able and can be writ ten in
pen cil. Cards are to be filed in alpha bet i cal order. Index cards are with-
drawn from the index file at the same time as the job seeker form is lapsed,
once the cli ent is placed in employ ment or advises that he/she no lon ger
needs employ ment assis tance. A sam ple of an index card is shown below.

Sample Index Card

Name

Date of Birth

Occu pation Code

Employment Service Centre

A 2.7 Inactive Job Seeker Registration Forms

When a job seeker has been placed in employ ment or has advised
that he/she no lon ger requires employ ment assis tance, the job seeker form
is noted to this effect and filed in alphabetical order in the inactive file.
The index card should be then removed.
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ANNEX 3 -

OB VACANCY REGISTRATION

This sec tion provides guide lines to assist in the intro duc tion and use
of a form that can facil i tate the oper a tion of the PES.

A 3.1 JobVacancyRegistrationForm

Where a computerised system has been introduced, the software
will contain templates and semi-automated procedures for recording
vacancy and job seeker trans ac tions. How ever, if man ual sys tems are being
used, the use of a standardised form will ensure that information is
recorded in a systematic manner. A Vacancy Form is used to keep a
detailed record of vacan cies. The form should be com pleted as fully as pos-
si ble so that employ ment offi cers will have infor ma tion about all require-
ments relating to the qualifications, skills and experience that the
employer requires.

Only one type of occu pation should be recorded on each form for
each separate employer; e.g. if an employer wants two labourers and a
bookkeeper, two separate vacancy forms should be made out — one for
labour ers and one for a book keeper.

A brief descrip tion of the vacancy should also be pre pared on a card
that can be displayed on the job vacancy board in the reception area.
Referral arrangements should be agreed on with individual employers,
includ ing whether the name of the employer should not be dis played on
this card, and the best method for a job seeker to be referred to a par tic u lar
vacancy. This may depend on the wishes of the employer and on the capac-
ity of the local office.

A sam ple of a generic Job Vacancy Reg is tra tion Form is shown on
the next page.
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A 3.2 Com pleting the Job Vacancy Reg is tra tion Form

90

Items

. JOB TITLE

. REGISTRATION

DATE

. OCCUPATION CODE

. ENTERPRISE/

INDUSTRY CODE

Enterprise Information

. NAME

. ADDRESS

. SECTOR/INDUSTRY

. CONTACT PERSON

Instruc tions for Com ple tion

Use the job title supplied by the
employer.

The date the vacancy is received.

The code should be selected on the
basis of the job title in item 1 and the
tasks listed in item 20. Use the most
detailed code identifiable from the
information.

Use the agreed industry coding system
(see A 4.3) to select the appropriate
industry code.

Provide the business name of the
enterprise in full.

Record the full mailing address of the
enterprise. (Any information that
identifies the physical location of the
place of work should be recorded in
item 10, see below).

Record the type of business of the
enterprise (e.g. Road Construction).

Record the name of the person(s) who
should be contacted for enquiries
about the position.



10.

11.

12.

13.

14.

15.

16.

Guide lines for Establishing Emer gency Pub lic Employ ment Ser vices

TELEPHONE/FAX
NUMBERS

PLACE OF WORK

Job Information

NUMBER OF
POSITIONS

REPORTS TO
PERMANENT

/TEMPORARY

HOURS (DAY/WEEK)

PART-TIME/
FULL-TIME

WAGES/ BENEFITS

Record the telephone and fax
numbers of the enterprise, and the
extension or mobile phone number of
the contact if necessary.

Should be completed, unless the
mailing address of the enterprise
provides a precise location.

Record the number of employees
required.

Name of the person who will be the
supervisor.

Record details.

Record actual starting and finishing
times, meal time, any rotating shift
work or broken time.

Part-time work should be recorded, in
number of hours/days to be worked
and meal break times.

Record the minimum and maximum
amount of wages or salary the
employer is prepared to pay, or
commission or profit sharing
arrangements. It is important that the
job seeker is aware of wages offered,
and every effort should be made to
obtain the amount of the actual wage
from the employer. Include details of
other benefits (e.g. housing assistance
or transportation).
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17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.
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OVERTIME

START DATE

JOB SUMMARY

JOB TASKS

EDUCATION
REQUIRED

EXPERIENCE
REQUIRED

SKILLS AND
ABILITIES REQUIRED

SPECIAL
REQUIREMENTS

Job Vacancy Referral

DATE REFERRED

JOB SEEKER'S NAME

OCCUPATIONAL
CODE

The amount of regular or voluntary
overtime available should be recorded,
and whether or not it will be paid, and
paid at a higher rate.

Record the date when the job
commences.

Provide a brief description of the job.

This should contain a brief outline of
the tasks to be performed.

Indicate preferences and
requirements.

Indicate preferences and
requirements.

Record the skills and any other special
ability or experience needed to
perform the job.

Record any other special needs for the

job.

Record the time and date of the
interview with the employer.

Clearly record the name of the job
seeker(s) referred.

Record the job seeker's occupational
code.
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28. RESULT The employer should be contacted
after the interview, to establish
whether the person has been
employed or whether further referrals
are needed. The outcome of the
interview should be recorded as

follows:
Placed "p"
Not employed "NE"
Failed to attend Inter view "FTA"
Declined position "D"

29. RESULT DATE Record the date when the results of

the interview were obtained.

A 3.3 Matching Job seek ers and Job Vacancies

When employ ers give their vacan cies to the PES, it can find suit able
applicants by match ing the employer's job require ments against the per-
sonal records of regis tered job seek ers in the active reg is ter. This will be the
most com mon form of match ing used when there are lim ited job oppor tu-
nitiesavailable.

An addi tional method of adver tis ing cur rent vacan cies is to dis play
details of jobs avail able on a dis play board in the pub li ¢ wait ing area of the
ESC, and allow ing job seek ers to exam ine the vacan cies and iden tify posi-
tions for which they think they may be suit able. After a brief screen ing by
an employ ment offi cer they may then be referred to the employer. This
method is often referred to as ‘Self-Service’, and is use ful to speed up the
pro cess when there are only lim ited staff work ing in the ESC.

When refer ring a job seeker to a vacancy from the match ing pro-
cess, the fol low ing steps should be taken:
(a) Examine acurrent vacancy in the sys tem;
(b) Assess the skills, experienceand qualificationsofjobseekers
against the require ments of the vacancy;

(c) Contact the employer to discuss the suitability of the job
seeker(s) selected for refer ral;
(d) Deter mine inter view arrange ments to suit the employer;
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(e) Contact the job seeker(s) and confirm their interest in the
position;

(f)  Pro vide them with details of the vacancy and advise them of
interviewarrange ments;

(g) If the employer requires a referral form (this may be a ‘pro
forma” let ter ofintro duc tioniden tify ing the job seeker and the
name of the ESC mak ing the refer ral), ask the job seeker to
visit the ESC and col lect the refer ral form;

(h) Enter details of the refer ral on the job seeker’s per sonal record
and the vacancy form;

(i) If possible, ask the job seeker to communicate to the ESC
details of the out come of the inter view.

Regard less of whether a job seeker is referred to a job vacancy from
self-service, job search or match ing, it is pref er a ble, where pos si ble, to first
con tact the employer and dis cuss details of the job seeker(s) selected for
refer ral. Where there may be dif fi cul ties con tact ing an employer, alter na-
tive refer ral arrange ments should be agreed on with the employer at the
time the orig i nal vacancy is being received.

Employers and job seekers should always be encouraged to notify
the out comes of job inter views as soon as pos si ble to the ESC.
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ANNEX 4 -

OCCUPATION AND INDUSTRY CODES

A 4.1 InternationalStandardClassificationof
Occupations (ISCO)

Anoccupation classification sys tem providesameans of sortingjobs
intodif fer ent groups of occu pa tions defined on the basis of similarity in the
tasks and duties that are to be per formed in these jobs. In the absence of a
suit able national occu pational classifi ca tion, one can seek to use the Inter-
national Stan dard Clas sificationof Occupations (ISCO-88) , which specifies
390 different occu pational unit groups. These groups can be subdivided
into more or less precisely defined groups, as well as merged into more
aggre gated ones accord ing to the needs; e.g. for the place ment in cer tain
jobs more pre cisely spec i fied groups or ‘oc cu pa tions’ may be needed, and
for the reporting on certain activities it may be convenient to limit the
numberof cate gories pre sented. '#

When a job seeker reg s tra tion form is com pleted on an indi vid ual
job seeker, a deci sion should be made on the type of work he/she is seek ing,
and the appro pri ate occu pa tions and occu pation codes should be entered
on the regis tra tion card.

A 4.2 Occupation Codes

Jobs vacant and job expe ri ences can be clas si fied using the Inter na-
tional Stan dard Clas si fi ca tion of Occu pa tions (ISCO-88). The fol low ing
list provides an overall view of the general groups of occupations and
should not be used for the actual cod ing. To do the lat ter, ref er ence should
be made to ISCO-88. It may be nec es sary to adapt the inter na tional clas si-
fica tion tolocal cir cum stances.

Major groups are as fol lows:

1. Legislators,seniorofficialsand managers
2. Professionals

14 For detailed guidance on how to code effectively and reliably, see e.g. Hoffmann, E. et al.: What
kind of work do you do? Data collection and processing strategies when measuring “occupation” for
statistical surveys and administrative records, Working paper (Geneva, ILO, 1995)
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Clerks

O 00N Ok W

10. Armed Forces

Exam ples of impor tant occu pational groups under each of the major

groups are the fol low ing:

1.
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Legislators, senior officialsand managers

Senior governmentofficials
Tra di tional chiefs and heads of vil lages
Direc torsand chiefexec u tives

Operationsmanagers

Finance and adminis trationmanagers

Generalmanagers

Professionals

Com puter sys tems design ers and ana lysts

Computerprogrammers
Architects

Engineers
Medicaldoctors
Dentists

Pharmacists

Nurses

Teachers

Accountants
Businessprofessionals
Lawyers

Economists
Religiousprofessionals

Techniciansandassociate professionals

Ser vice work ers, shop and mar ket sales work ers
Skilled agri cul tural and fish eries work ers

Craft and related work ers

Plant and machine oper a tors and assem blers
Elementaryoccupations



Guide lines for Establishing Emer gency Pub lic Employ ment Ser vices

Techniciansandassociateprofessionals

Engineeringtechnicians
Draftspersons
Computerequipmentinstallers
Medicalequipmentoperators
Airtrafficcontrollers
Medicalassistants

Opticians

Estate agents
Travelconsultants
Bookkeepers

Radio and tele vision announcers

Clerks

Wordprocessors

Dataentryopera tors

Typists

Secretaries

Accountingand book keeping clerks
Fil ing and mail clerks

Office clerks

Cashiers

Tellers and other coun ter clerks
Travel agency and related clerks
Recep tionists and infor ma tion clerks
Tele phone switchboardoperators

Ser vice work ers, shop and mar ket sales work ers

Shop assis tants

Stall and mar ketsell ers
Hairdressers,barbers
Childcare work ers

Per sonal care work ers
Cooks

Waiters, wait resses, bar tend ers

Skilled agri cul tural and fish eries work ers
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7. Craft and related work ers

Builders

Bricklayers

Carpenters

Roofers

Plasterers

Plumbers

Painters

Metalworkers

Welders

Motor vehi cle mechanics
Electricians
Handicraftworkers

Silk screen and tex tile print ers
Butchers

Bakers

Weavers, knit ters, sew ers

8.  Plant and machine oper a tors and assem blers

Wood processingplantopera tors
Car taxi and bus driv ers

Heavy truck and lorry driv ers
Earthmovingequipmentoperators

9.  Elementaryoccupations

Cleaners

Buildingcare takers

Messengers, packers, luggage handlers

Doorkeepers, watchpersons

Garbagecollectors

Sweepers

Construc tion and main te nance labour ers, assem bling labour ers
For full details about the most detailed groups in ISCO-88 and

instruc tions about how to code occu pa tions effec tively, the reader should

refer to the ISCO-88 publica tion and sup ple men taryman u als pre pared by
the ILO.
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A 4.3 IndustryCodes

Industry Codes are a means of identifying and sorting employers
into a par tic u lar group or indus try based on their main busi ness activ ity.

Both tofacili tate place ments and for sta tis ti cal pur poses, it can be use ful to
use amodified and sim plified ver sion of the Inter na tional Stan dard Indus-
try Classsi fi ca tion sys tem (ISIC rev 3.1). A check should be made with the
National Statistical Office regarding the proposed coding system to be

used.

Major groups are as fol lows:

OREAT S IOmEUOW >

Agricul ture, forestry and fish ing
Miningand quarrying

Manufacturing

Elec tric ity, gas and water sup ply
Buildingand construc tion

Whole sale and retail

Accommodation, cafesandrestaurants
Transport,storageand communication
Educationand welfare
Governmentadministration

Finance, insur ance, real estate and busi ness ser vices
Com munity social and per sonal ser vices
Privatehouseholds
Internationalagencies.

Exam ples of detailed indus try group ings are the fol low ing:

Agricul ture, for estryand fishing

Plantnurseries
Cattlefarming

Pig farm ing

Poul tryfarming
Commercialfishing
Marinefishing

Mining and quar ry ing

Gravel and sand quar rying
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C. Manufacturing

Meatprocessing

Milk and cream pro cess ing
Icecreammanufacturing
Fruitandvege table processing
Seafoodprocessing

Textile clothingand foot wear
Cardiganandpullovermanufacturing
Men’s and boys’ wear man u fac turing
Women’s and girls’ wear man u fac turing
Printing

Newspaperprintingand publishing
Concreteproductmanufacturing
Boatbuild ing

D.  Electricity, gasand water sup ply

E.  Building and construc tion

Generalconstruction

Road and bridge con struc tion
Construction tradeservices
Concretingservices
Bricklayingservices
Electricalservices
Plumbingser vices

Roofing ser vices
Carpentryservices
Paintinganddecoratingservices
Air-conditioning ser vices

E ‘Whole sale and retail

Buildingsup plieswholesaling
Meatwholesaling
Grocerywholesaling

Super mar ket and gro cery stores
Takeaway food retail ing
Clothingretailing
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Footwearretailing

Fabricsretailing
Domesticapplianceretailing

House hold equip ment repair ser vices
Motor vehi cle sales

Petrol sta tions

Automo tive and smash repairs

Accommodation, cafesandres taurants

Hotels and bars
Clubs

Cafesandres taurants
Accommodation

Transport,storageandcommunication

Bus trans port

Road transport

Taxis

Water trans port

Inter na tional sea and coastal trans port
Inter na tional and domes tic air trans port
Stevedoring

Portoperators

Ser vices to water or air trans port
Travel agents

Freightforwarding

Customsagencies

Postal services

Telecommunications ser vices

Educationand wel fare

Primaryeducation
Secondaryeducation
Highereducation
Technicalandfurthereducation

Governmentadministration
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K.  Finance, insur ance, real estate and busi ness ser vices

Banks

Credit unions

Life insur ance
Superannuationfunds
Generalinsurance

Real estate agents

Motor vehicle hiring

Plant hir ing or leas ing
Architecturalservices
Consultantengineeringservices
Dataprocessingservices

Com putermain te nance and consul tancyser vices
Legal ser vices
Accountingservices
Advertisingservices
Securityservices
Cleaningservices

L.  Community, social and per sonal ser vices

Healthservices

General practice medical services
Hospitals

Dentalservices

Optome tryand optical dis pensing
Com munity health ser vices
Libraries and Museums

Pic ture theatres

Video hire stores

Sports grounds and facil i ties
Funeral direc tors

Hair dress ing and beauty salons
Businessand professionalassociations
Labourassociations

P Privatehouseholds

Q. Internationalagencies
102



Guide lines for Establishing Emer gency Pub lic Employ ment Ser vices

ANNEX § -

PES STATISTICAL RECORDING AND
REPORTING SYSTEMS

A 5.1 Introduction

The sta tis tics of trans ac tions car ried out by the PES can be a source
of LMI on the areas in which it is oper at ing. How ever it should be borne in
mind that since PES in gen eral only serve cer tain parts of the labour mar-
ket, and since this is even more the case in post-crisis con texts (where the
PES itself may be “in crisis”), these sta tis tics should be used with cau tion as
they may not reflect the wider con text. Nev er the less, such sta tis tics can be
used to:

n Assistin effi ciently plan ning and man ag ing the work load of the
PES;

n Monitor certain parts of the labour market at district and
national lev els;

n Provide a good indication of the state of these sectors of the
labour mar ket;

n Iden tify labour mar ket trends, includ ing those indus tries, occu-
pa tions and local i ties where labour is in short sup ply or in which
unem ploy mentis high.

In the lon ger term, this knowl edge will allow the PES head office to
plan more effec tive ser vices for unem ployed peo ple and to develop specific
pro gramme responses to iden ti fied labour mar ket needs.

Where computerised sys temsare beingused, sta tis tical col lec tion s
largely auto mated; but where a man ual sys tem is being used, it is essen tial
that all sta tis ti cal returns are as com plete and as accu rate as pos si ble.

The following guide lines will assist in estab lish ing a man ual sta tis ti-
cal col lec tion sys tem for the PES.

The sys tem should:

n Pro duce a record ing for mat which cap tures all the infor ma tion
required for report ing monthly, quar terly and annual sta tis tics;
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n Haveasetof daily sta tis ti cal col lec tion sheets which can be used
tocollectstatisticsmanually;

n Haveanaccurate and consis tentrecord ing sys tem thatis used by
each ESC. The system can also be used to develop a historical
database, which in turn can be used in the development of
labour market projections and seasonal trend predictions and
analysis;

n Have a flexible system which can be built upon or modified
accord ing to the chang ing LMI needs;

n Haveasystemwhichiscompatible withstatis tical collec tionand
report ing by the NSO and inter na tional labour mar ket agen cies,
so that valid national and international comparisons can be
made;

n Haveasystem thatsup ports plan ningand per formance monitor
ing in the PES.

Where a man ual sys tem is being used and staff are lim ited, it may be
nec es sary to forego cer tain types of sta tis tics if extract ing them can not be
simply integrated into daily tasks. Although initially the statistics may
need to be col lected man u ally, once the PES trans ac tions have been com-
puterised most of thisreporting canbe gen erated automatically.

A 5.2 Employment Ser vice Statis tical Returns

A 5.2.1 Daily Statistics

A sim ple daily tally sheet can be used to record the num ber of job
seek ers (male and female) who have reg s tered for employ ment, the num-
ber who have been placed in employ ment, the num ber of new vacan cies
iden ti fied and the num ber of vacan cies filled. This Daily Activ ity Report
should be kept by sex, age, geographical location, industry and occu -
pational group.

A 5.2.2 Monthly Statistics

A Monthly Activ ity Report should also be pre pared. The flow sta tis-
tics in this report can be obtained directly from the monthly totals taken
from the daily activ ity report. Sta tis tics should cover the fol low ing:

A. Number of Persons Registered during the Month — these
figures record the monthly total of all the people (male and
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female) who registered as looking for work with the employ-
ment ser vice this month. For com parison pur poses, the fig ures
for the pre vious month should also be included.

B. Num ber of Job Seekers on Active Reg is ter at the End of the
Month — these fig ures can be obtained by a direct count of the
active regis ter of job seek ers.

C. Num ber of Job Seekers Referred to Employers — the total of
registered job seekers which were referred to employers this
month.

D. Num ber of Job Seekers Placed in Work — the total of all job

seek ers which were placed in jobs dur ing the month.

E. Num ber of Job Seekers Placed in Training — the monthly total
of all job seekers placed by employ ment ser vice staff on train-
ing/retrainingcourses.

E. Number of Vacancies Iden tified — the total of all new vacan-
cies lodged with the employ ment ser vice this month.

G. Num ber of Vacancies filled dur ing the month — the total of all
vacan cies that were filled dur ing the month. These fig ures will
include vacan cies that were filled this month but were lodged in
ear lier months.

A 5.2.3 Quarterly Statistics

Itis use ful toiden tify at reg u lar inter vals the num ber of job seek ers
who have registered and the number of vacancies received by occu -
pational group. Itis there fore pos sible to do an anal y sis on a quar terly basis
that will update the pro file of job seek ers by occu pational group, and avail-
able vacan cies by occu pation and indus try.

These fig ures are obtained by a stock count of all unem ployed per-
sons and unfilled vacan cies at the end of the quar ter. The aggre ga tion of
these fig ures at office and national level will pro vide a valu able guide to the
level of unemployment by occupation, the corresponding demand for
labour in that occu pation and by indus try, and the cor re spond ing demand
for labour in that indus try.

Monthly sta tis tics should be recorded on the annual activ ity report
so that a cumulative balance of transactions and performance is main -
tained over the year.
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The occu pational clas si fi ca tion and indus try cod ing sys tems being
used by the PES should be con sis tent with those used by other gov ern ment
orga ni za tions, espe cially the NSO, and by other research bod ies.

Staff may need train ing in the use of tools and tech niques required
for the collec tion and analy sis of local LMI, includ ing meth od ol o gies to
assess skill require ments for the design of train ing programmes rel e vant to
labour mar ket needs.

A 5.3 Activity Reports

The fol low ing records are sam ples of sta tis ti cal tally sheets that can
be used by the PES to mon i tor work loads and pro vide data on the level of
activities. These reports may be devel oped to pro vide infor ma tion and sta-
tis tics on par tic u lar cat e gories of job seek ers, and should be customised to
meet the local sit u a tion. In some cases, the col lec tion of par tic u lar infor-
ma tion may only be nec es sary for a fixed pe ri od of time.

A 5.3.1 Advisory Serwvices Record Form

When a cli ent calls at the ESC for advice or infor ma tion but does
not reg is ter for employ ment, this form may be used to make a note of the
advice given and any action taken. It can also be used to pro vide sta tis tics
o? the range and num ber of inqui ries that the office receives over a pe ri od
of time.

Date Age

Name Address

Telephone Male L]
Female []

Advice Advice

Sought Given

Remarks
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Tick Tick
Client relevant Advice relevant
item item
Job Seeker Wage employ ment —Private
Student Wage employ ment—Civil Ser vice
Parent Wage employ ment— NGO
Enterprise Self-employment
NGO Labour Laws
Government Edu ca tionand Training
Other (Specify) Skills Assess ment
Other (Specify)
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A 5.3.2 Daily Activ ity Report

EmploymentService Cen tre

Report for the Month of

Number of Job Seekers

Vacancies

Registered Plajgf;sl in

Day Date

F M F M

Identified | Filled

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total:

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total:
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Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total:

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Total:

Monthly
Total:
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A 5.3.3 Monthly Activity Report

Employ ment Ser vice Cen tre

Report for the Month of
Current Previous
Activity Month Month
Youth |Adults| Youth [Adults
A. Num ber of Per sons Total
Registeredduring
the Month Female
Male
B. Num ber of Job Seekers Total
on Active Regis ter at the Fernal
End of the Month cmale
Male
C. Num ber of Job Seekers Total
Referred to Employers Female
Male
D. Num ber of Job Seekers Total
Placed in Work
Female
Male
E. Number of Job Seekers Total
Placed in Training
Female
Male
E  Number of Vacancies Total
Identified
Female
Male
G. Number Total
of Vacancies Filled
Female
Male

If necessary the disaggregation by age may be expanded to more
specific age groups.
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A 5.3.4 Quarterly Report on Vacancies by Occupation

Employment Service Centre

Report for the Quarter Ending

Occupation| Job Seekers | Vacancies | Vacancies | Vacancies
Code Registered | Identified Filled Cancelled
this this this due to Lack
Quarter Quarter Quarter | ofSuitable
Job Seekers
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A 5.3.5 Annual Activity Report

Employ ment Ser vice Cen tre

Report for the Year

Job Seek ers Vacancies

Placed in| Placed in

Registered Jobs | Training Identified | Filled

January

February
March

Total:

April
May

June

Total:

July
August

September

Total:

October

November

December

Total:

Annual Total:

The annual report may be designed to meet specific local require -
ments (e.g. it may need to have a disaggregation by sex, age, geo graph ical
loca tion, indus try and occu pational group).
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ANNEX 6 -

ESTABLISHING A LABOUR MARKET
DATABASE

The following guidelines should assist when establishing the
database:

n The pur pose of the data base should be clearly defined;

n A small Ref er ence Group should be estab lished to assist dur ing
the design stages of the data base;

n The Group should comprise as a minimum the ESC man -
ager/coor dina tor and labour mar ket spe cial ist from the PES, rep-
resentatives from the NSO, an employers’ organization, a
work ers’ organization,andarepresentative fromotherpoten tial
users of the data base;

n The main pur pose of the group would be to con firm user needs
during the development phase and to identify additional
require ments to be included in the data base;

n The Group should meet reg u larly and clar ify any issues raised by
the local con trac tor who is design ing the data base;

n Once the data base has been estab lished, the Group should also
have a continuingroleinreview ingprioritiesand deter mining
areas for fur ther anal y sis and research.

A 6.1 Require ments of the Labour Mar ket Data base

A 6.1.1 Source Documents

A list of documents and other sources of information should be
compiled and referred to in the design of the database. Some data will
come from individual records, but the majority of data may come from
sum mary tables of trans ac tions, records or lists of orga ni za tions (e.g. list of
train ing insti tu tions) and other sum mary doc u ments. In some instances it
is likely that lists of a par tic ular cat e gory could be obtained from sev eral
sources (e.g. lists of employ ers may be obtained from the Labour Inspec tion
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Divi sion of the Min is try of Labour and from the NSO). It will be impor tant
to check data before entry, to validate the infor ma tion and to avoid the
cre ation of dupli cate records.

Source doc u ments may include:
From the Labour Min is try and the PES:

n

n

n

Regis tra tion Forms for job seek ers;

Employment and unemployment statistics, monthly summary
reports, etc.;

Employer records and vacancy records used by the PES;

Other employer registers used by Labour Inspection/Industrial
Relations Divisions;

Other sur veys (e.g. the Annual Sur vey of Estab lish ments, sur-
veys for the national social secu rity and insur ance schemes);

Data col lected by PES staff dur ing field vis its and other con tacts
with employ ers and other insti tu tions;

Any other sources iden ti fied within the Labour Min is try.

From out side sources:

n

NSO and/or tax reg is ters of employ ers and any other recent sur-
vey results;

n The most recent national popu lation Cen sus data;

114

Lists of training institutions (particularly from the Education
Ministry);
Lists of NGOs;

Summary statistics of ex-combatants, IDPs, etc., through the
national body responssible;

National reconstruction and rehabilitation programmes and
projects;
Profile of civil ser vants, from the Civil Ser vice Com mis sion;

Member lists from Employer Associations, Chambers of Com-
merce and other asso cia tions;

Reports and find ings from sur veys con ducted by other agen cies;
Staftis tics from the Minis try of Edu ca tion;

Statistics from Ministries responsible for business registration,
licensing, indus try, com merce and tax a tion;

Data and reports from international agencies and donor
organizations.
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A 6.1.2 Cowverage

The data base should pro vide infor ma tion in three broad areas. On
the demand side it will aim to generate information on employers and
broad indus try pro files and trends. On the sup ply side it will pro vide infor-
ma tion on the com possi tion of the workforce, includ ingjob seek erslook ing
for work; and in the area of train ing it will pro vide infor ma tion on train ing
insti tu tions and the type of train ing being offered. It can also be used as a
basis for fur ther anal y sis on specific indus try needs, skills in demand and
poten tial areas of growth.

A 6.1.3 Register of Employers

The fol low ing are exam ples of infor ma tion fields to be devel oped in

rela tion to enter prises:

Enter prise Fields

* Employer code

* Business type

* Industrycode

* Employerregistrationnumber
* City/region/dis trict code

* Main activ i ties of the busi ness
* Employer name

* Employer address

* Phone number

* Faxnum ber

* Contactname

* Total num ber of employ ees,
disaggregated by age and sex

* Total num ber of for eign

employ ees, disaggregated by age,

sex and coun try of ori gin

* Workforce categories

* Proprietors

* Paid employees

* Own account workers

* Actual weekly hours of work

* Average overtime worked per worker
* Average basic weekly wage

* Average monthly wage per worker
* Skill shortages

* Training needs

* Business outlook

* General comments

The Reference Group should review these fields and, if required,

add additional ones. A deci sion should be made on the rel e vant cod ing
systems and number sequencing methods needed to meet local and
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national requirements. Agreement should be reached on these conven
tions before the data base design is final ised.

Initially this register will cover those employers operating in the
areas ser viced by the emer gency ESC, but the data base should have the
capac ity to be expanded to cover the whole coun try.

There should always be close cooperation with other agencies in
creating such registers, and the post-crisis situation may provide a good
oppor tunitytoestablisheffec tive cooperation.

A 6.1.4 Register of Training Institutions

This com po nent of the data base should pro vide infor ma tion on the
types of training courses available and the institutions providing those
courses. Ini tially the data base should be devel oped to cover those insti tu-
tions in areas being ser viced by the ESC and nearby dis tricts. While its cov-
er age may be incom plete in the short term, it should be expanded over time
to pro vide more com pre hen sive infor ma tion on other train ing pro vid ers.

As with the employer data base, each of the infor ma tion fields pro-
posed for train ing insti tu tions should be reviewed and a deci sion made on
whether each field should be included in the data base and whether other
fields should be added. Again, a deci sion should be made on the num ber
sequenc ing method to be used before the data base design is final ised.

The fol low ing are exam ples of infor ma tion fields to be devel oped in
rela tion to train ing insti tu tions:

Train ing Institution Fields

* Training insti tu tion code * Name of each course

* Regional/district code * Duration of each course

* Training institution name * Cost of each course

* Address * Capacity/Number of training
* Phone places per course
* Fax * Apprenticeship schemes

* Contact name

* Main activities of the business
* Type of training offered

* Entry requisites
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* Other services offered

* Access to credit

* Placement assistance offered
* General comments
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A 6.1.5 Information on the Supply Side

This com po nent of the data base can be used to develop a pro file of
unemployed persons as well as of the overall workforce. This may be the
most dif fi cult area to develop in sit u a tions where the major ity of the popu-
lation may not be in paid employ ment or is part of the infor mal or sub sis-
tence sec tor. Nev er the less, dur ing the post-crisis phase, the data base should
aim to col lect data on the com po si tion of par tic u lar tar get groups such as:

n ex-combatants;

n those directly affected by the cri sis;

n otherdisad van taged groups, such as per sons with dis abil i ties;
n particularcategories (e.g. women, youth).

A major source of data for this section of the database should
become available when population and workforce figures are produced
from the national popu lation Cen sus; but the Cen sus may only occur at
five or ten-year intervals and the impact of the cri sis may now have dis-
torted pre vious Cen sus results. In the mean time, efforts should be made to
obtain data derived from any recent esti mates and sur veys con ducted by
otheragen ciesand organizations.

Some infor ma tion on the sup ply side can come from sta tis tics on the
activities of the PES. This section of the database may accumulate data
slowly and relate only to those sec tors where the PES has been oper at ing.
How ever, basic fields can still be iden ti fied:

Job Seeker Fields
* Sex
* Age (age group) Codings and group ings used
* Status (e.g. employed, unemployed | for sta tus and group
agricul tural, subsis tence worker) categoriesshouldbe

* Group (e.g. ex-combatant, sole con sis tent with those used by

parent, IDP, per son with a dis abil ity, the NSO.
from a minor ity group)

* EducationLevel (Primary, Educationcategoriesshould
secondary, postsecondary) match those used by the

R - EducationMinistryand
Occupation (code) NSO.

* Specialqualifications/skills

These fields should be con sis tent with the data recorded on the job
seekerregistrationform.
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A 6.2 Information and Data Collection Methods

Although data collection may not be a priority task for PES in
post-crisis sit u a tions, the PES may carry out a rapid assess ment of the labour
market and this can be achieved through local surveys. The objective of
such sur veys should be to assess specific aspects of the labour mar ket (e.g.
skill shortages, training needs, expanding markets). This information will
allow the PES to identify training activities or employment-generating
oppor tu ni ties to assist local job seek ers.

Wher ever posssible, PES should sup port the cre ation of aspe cial ized
sta tis ti cal agency, and pro vide rel e vant advice on needs for sta tis tics rather
than under tak ing these tasks itself.

Sur veys can be used to:

L.

10.
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Assess and describe the state of the exist ing labour mar ket through
inter views with employ ers in the for mal and infor mal sec tors;
Assess the needs for skilled labour in the recon struc tion of the
country;

Develop a skills and occupation profile with particularrefer
ence to vul ner a ble cri sis-affected groups (e.g. war-widows and
female heads of households, refugees, IDPs, people with dis-
abilities, ex-combatants);

Iden tify the likely demand for peo ple with par tic u lar skills (e.g.
plumbers, elec tricians, machine operators, drivers);

Assess the sup ply and demand for prod ucts locally as well as
abroad through inter views with trad ers in the for mal and infor
malsec tors;

Iden tify and assess the busi ness pros pects of dif fer ent busi ness
opportunities for small and medium enterprises (e.g.
agro-processing and related indus tries);

Identify promising areas of production that are suitable for
short- and medium-term train ing of men and women;
Identify the vocational and business skills needed for
self-employment and entrepreneurship development in the
areas of produc tioniden tified above;

Make provisional recommendations that will assist in the
devel opmentof project pro pos als for donor fund ing.

These surveys would usually be undertaken be a competent
local consul tant with appropriate qualificationsinmarketing,
businessadminis tra tion,economicsorotherrele vantsubjects,
as well as expe ri ence in mar ket sur vey ing. How ever, staff from
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the PES should also have the oppor tu nity to assist in the field
work, as it will help inform them on their local indus tries as
well as pro vide a use ful train ing oppor tu nity for them.

A 6.3 Expanding the Database

Over a pe ri od of time the labour mar ket data base can be expanded
from the results of other activities. These will include results of surveys
con ducted by other agen cies, data and sur veys col lected by the PES itself
and sum mary data on groups of indi vid u als such as ex-combatants, IDPs,
etc. Infor ma tion should be disaggregated by sex, age (age group), and fam-
ily sta tus. Sur veys can be of various types:

(a) Spe cial House hold Sur veys

Ministries or agencies may conduct specific ‘one-off’ surveys to
meet particular needs (e.g. agriculture, education, health, poverty) but
which may also provide information on labour market issues. The PES
should make contact with organizations undertaking such surveys and
obtain the results of their work. They can often con tain use ful infor ma tion
on issues such as:

a) education (levels and types of skills)

b) ethnicity/county of birth

c) patternsof labour force activ ity

d) patternsofjobsearch

e) reasonsforunemployment

f)  informalsec torincome-generating activi ties

g)  reasons for being out of the labour force

h) healthcharacteristics,includingdisabilities

i)  activities of students or those who have discontinued their

education.

(b) Regular House hold Sur veys

House hold sam ple sur veys may also be con ducted from time to time
(e.g.onagricul ture, health, edu ca tion). The oppor tunity could be taken to
collect pri mary labour force infor ma tion dur ing these sur veys, by work ing
with the agen cies con duct ing them and seek ing to incor po rate addi tional
ques tions in the sur veys. These could pro vide use ful infor ma tion on:

a) demographiccharacteristics
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b)  geographiclocation (typically, province or urban/rural)
c) employmentstatus

d)  hours worked (full-time or part time sta tus)

e) indus tryand occu pation of employ ment

f)  durationofunem ployment

@)  out-of-labour force activities (e.g. per sons doing house hold
duties, institutionalised,ineducation).

(c) Establishment Surveys

The Labour Min is try may con duct an annual sur vey of estab lish-
ments, and such sur veys pro vide an oppor tu nity to obtain addi tional infor
mation with minimal extra workload as establishments are already
expecting to com plete the sur vey. The form used for such reg u lar estab lish
ment sur veys should be revised to include more use ful infor ma tion for the
PES. Con tact should also be made with other Min is tries that may also be
conductingestablishmentsurveys.

(d) Census Collec tions

If a national Cen sus is being pro posed, there may be an oppor tu nity,
before the Cen sus Form has been final ised, for the Labour Min is try to make
suggestions on information requirements it would like to obtain from the
Census. The LMI Spe cial ist in the PES should fol low up this pos si bil ity with
the NSO to iden tify the timeframe for the Cen sus and the scope for input.

The national Cen sus will usu ally pro vide pri mary labour force infor-
mationforindividuals,covering:

a) demographiccharacteristics

b)  geographiclocation

c) employ ment sta tus in the pre vious week

d)  hours worked in the pre vious week

e) indus tryand occu pation of employ ment

f)  durationofunem ployment

@)  out-of-labour force activi ties (e.g. §>er sons doing
house hold duties, institu tionalised,ineducation)

h)  income.

[t will pro vide sec ond ary infor ma tion rel e vant to the labour force:

a) educationandskilllevels
b) healthcharacteristics,includingdisabilities.
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[t should also pro vide pri mary infor ma tion on house holds:

a)  householdstruc ture (numberinhouse hold, familystruc tures)

b) characteristicsbyhead ofhouse hold, such assex,employment
statusand edu cation

c) dependencyrate

d) householdincome

e) livingconditions (housing conditions, numberof rooms,
access to utili ties, includ ing water)

f)  availabilityoftransport.

A 6.4 Reports and Queries

Once the data base has been set up, a num ber of reg u lar reports and
tables can be pro vided on var i ous aspects of the labour mar ket. Specific
queries can also be generated, and staff and the working group should
develop a range of gen eral que ries so that these can be pro grammed into
the database. Initially, some of the tables will be incomplete, but these
should be pro gress ively refined as the data is aug mented as a result of field
vis its to employ ers and other insti tu tions, the addi tion of Cen sus data and
the car ry ing out of anal y sis of the data base itself.

Time Series

Some of the data col lected for the data base may need to be updated
at least annually, and some figures may also be ‘flow’ figures requiring
monthly totals and cumulative totals for the year. The database should
have pro vi sion for monthly, quar terly and annual totals where required, as
well as the capac ity for com par i son of annual totals between years and for
time series to be built up.

A 6.5 Other Sources

In addi tion to iden ti fy ing cur rent sources of LMI, the staff at the
PES may also seek out other poten tial sources to meet the addi tional data
needsiden tified by users.

This may include under tak ing a pilot sur vey to measure cur rent and
pro jected labour demand. This could be a sam ple sur vey of enter prises in
particular industries, to identify areas of skill shortages, the impact of
tech nological changesin their sec tor, and skill areas where they are forced
to offer above average wages or non-wage benefits to retain or recruit
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workers. More detailed information should also be gathered on the
characteristicsofjobseekers.

Sur veys may also be con ducted to pro vide specific infor ma tion on:
n Skill short ages by occu pation and by indus try;
n Training needs of exist ing work ers;

n Employer assess ment of skills of employ ees who have com pleted
skills courses con ducted by local train ing pro vid ers;

n Reasonsforunfilled vacan cies.

Once the database has been established, analyses and reports

should be made avail able on a reg u lar basis. Ini tially, this may be a grad ual

pro cess and there may be many gaps, but as infor ma tion is acquired a range
of tables can be pro duced.
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ANNEX 7 -
MANAGEMENT OF SPECIAL

EMPLOYMENT AND TRAINING
MEASURES

The PES may also be involved in the deliv ery and admin is tra tion of
spe cial programmes designed to meet the needs of par tic u lar groups. These
programmes may be intro duced by gov ern ments or be devel oped as part of
donor assis tance pro jects, and can be of short- or long-term dura tion.

The PES may play and impor tant role in the design and tar get ing of
these programmes as well as in their deliv ery, but it is impor tant that the
relevant Labour Ministry has input in the design of such programmes.
Regard less of the dura tion of the ini tia tive, the PES role may include the
assess ment of cli ent eli gi bil ity, refer ral and place ment on the pro gramme
and ongoingadminis tra tion.

The following list pro vides a brief descrip tion of programmes that
may be imple mented in par tic ular cir cum stances.

A7.1 Self-<Employment and
Small-Business Devel opmentand Sup port

Because of the limited number of job opportunities available for
employ mentin the civil ser vice and in private and public enter prises, there
will be many job seek ers who will not readily find employ ment. Some of
these job seekers could be interested in alternative ways of earning an
income, and employment service officers can assist in promoting
self-employment and small-enterprise devel op mentby providingadvice,
training and sup port ser vices to poten tial par ticipants.

Small-business support refers to the assis tance given to job seek ers
to enable them to set up new small busi nesses. This sup port is designed to:

n Generate amore active small-business sec torin the coun try, that
has animpor tant employ ment-generating poten tial;

n Assist unem ployed peo ple make the tran si tion from unem ploy-
ment to self-employment.
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Features

The PES can pro vide infor ma tion on how jobs can be cre ated in the
small-scale enter prise sec tor, and how to con tact orga ni za tions which will
provide access to train ing pack ages and sup port ing tools to assist entre pre-
neurs to start their own busi nesses, gain access to credit and other busi ness
services.

Employment officers can work with NGOs, particularly those
already involved in small- enter prise sup port, and the PES may also assist
in developing programmes that involve the training of trainers and the
provision of initial assistance to institutions supporting small-business
devel op ment. PES should pro mote the use of the ‘Start and Improve Your
Busi ness’ Pro gramme (SIYB) devel oped by the ILO." This is a sys tem of
inter-related prac ti cal man age ment-skills train ing pack ages for micro- and
small-scale enter prise own ers and man agers.

The PES can pro mote this pro gramme by work ing with local busi-
nessdevel opmentorganiza tions to pro vide infor ma tion ses sions on:

Knowing about busi ness
This covers:

n Awarenessofself-employmentoppor tuni ties;

n Self-employment opportunities for trainees completing voca-
tional train ing courses;

n Require mentsforstartingand operatingasuc cess ful business.

Starting a Busi ness

Thiscovers:

n Training for poten tial entre pre neurs on the the ory and prac tice
in set ting up a busi ness;

n Preparing a business plan that could also be used to apply for
credit.
Improving a Busi ness

This covers:

n Essen tials of basic business;

15
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n Practical step-by-step learning to assist micro- and
small-business owners improve the performance of their
enterprise.

Employ mentser vice offi cers may also be able to arrange infor ma tion
ses sions and work shops for groups of job seek ers to:

n Advise them about the possibilities of starting their own
business;

n Inform them on how they can acquire train ing and new skills if
they wish to start their own busi ness;

n Inform them of the organiza tions and sup port net works avail able
to assist them;

n Advise them of details of any specific programme that may be
avail able and which can pro vide them with addi tional help.

A 7.2 VocationalGuidanceand Counselling

Voca tional guid ance and coun sel ling programmes run by the PES
aim to give job seek ers all the nec es sary infor ma tion and guid ance on pos-
sibili ties of find ing employ ment orimprov ing theiremploy mentsit u a tion.
Guidance and counselling may be provided to individuals or to small
groups with sim i lar areas of inter est, and in some instances PES may also
pro vide these ser vices to school leav ers.

Spe cial programmes may be devel oped for young per sons who have
left school early, to give them infor ma tion on a broad a range of occu pa-
tions and on employmentopportunities in these occupations, as well as
guid ance on how they may gain access to them.

Guid ance should take into account:

n Economic, social, technological, cultural and family factors
influencing the person’s attitudes, expectations and choice of
career;

Results of test ing, includ ing apti tude tests;
n Educational achieve ments and/or work expe rience;

n Opportunities and prospects in the occupational sector of
interest;

n Individual preferencesandspe cialneeds, includingmedical corr
ditions, physicallimitationsanddisabilities.

While emphasising the needs of individuals, guidance should be
accom pa nied by infor ma tion that gives them a real is tic view of the oppor-
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tuni ties avail able, includ ing trends in the labour mar ket and employ ment
structures, the environmental impact of various occupations, and what
may be expected in terms of remu ner a tion, career advance ment and occu-
pational mobil ity.

Par tic u lar atten tion should be given to girls and women, to ensure
that guidance reaches them and takes into account gender factors. It
should cover the whole range of education, training and employment
oppor tu ni ties as well as social and other sup port if needed.

A 7.3 Voca tional and Entry Level Training Schemes

Vocational Training Schemes may be orga nized by the PES to meet
the needs of local labour mar kets.

The PES may negotiate with training providers to offer financial
sup port for courses that cover occu pa tions and skills that are in demand
but are not being catered for in the nor mal train ing sys tem. Arranging
these courses is espe cially impor tant dur ing a time when new skill require-
ments are emerg ing in the econ omy but are not being catered for by the
nor mal edu ca tion and train ing sys tem. Where appro pri ate, train ees who
successfully complete courses should be awarded some form of
accreditation.

These initiatives require government or project funding and may
include the fol low ing fea tures:

(i) The PES will identify skills in demand either in local areas or
across the whole coun try.

(i) They will negotiate with training institutions for courses and
ma terials to be pre pared for these skills or for the insti tu tions to adopt the
courses and ma terials already avail able else where.

(iii) Negotiations will usually be undertaken by the PES at the
national level, but individual ESC may be authorised to negotiate with
insti tu tions depend ing on the costs involved and the extent to which the
skill require ment is local ized or more exten sive.

(iv) At the national level, the PES may negotiate umbrella agree -
ments with sys tems such as the Depart ment of Edu ca tion or asso cia tions of
private colleges. Local ESCs will be able to support local institutions
finan cially under these agree ments.

(v) The PES may nego ti ate with local insti tu tions for courses cov er-
ing skills that are needed in their areas. Negotiations may be under
umbrella agree ments where these exist.
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(vi) Jobseek ers will be referred to accred ited voca tional train ing courses
by the ESC and may be eli gi ble for train ing allow ances to attend courses.

(vii) Support may cover the costs incurred by the institution in
devel oping course cur ric ula and in run ning courses.

(viii) The Employment Service can cover up to 100 per cent of
these costs, but only when the ser vice is to be pro vided totally and exclu-

sively for the ESC.

(ix) Where there is no existing qualification for a course that has
been devel oped, the PES may autho rize an ad hoc certificate.

Entry-Level Training Schemes foster the basic level of skills
required in each occu pation and indus try. These schemes con cen trate on
occu pa tions that emphasise on-the-job train ing by employ ers rather than
occu pa tions catered for by exten sive higher edu ca tion.

They ensure that voca tional train ing at the level at which occu pa-
tions are entered (for example by school leav ers) is prop erly orga nized and
accred ited. They are also designed to ensure that entry-level train ing is
maintained at a satis fac tory level at all times. As a sec ond ary objec tive,
entry-level train ing schemes ensure the max i mum take-up of par tici pants
who have just left the edu ca tion sys tem.

These programmes would normally be developed as part of a
broader strategy involving the relevant Vocational Education Ministry,
and with the PES pri marily involved in imple men ta tion.

Ele ments of the scheme may include the fol low ing com po nents:
(i) Employers receive sub si dies to train peo ple at entry level.

(ii) Sub sidies may last as long as the train ing is required; up to two or
three years.

(iii) Subsidies may cover the cost of trainees being released from
work for for mal train ing in insti tu tions, such as the wages for the trainee
while absent, insti tu tion fees and so on.

(iv) Employees under go ing train ing must com plete train ingin a sat-
is fac tory man ner. If not, the sub si dies may cease.

(v) Subsidies may be used to generate additional trainees.
Employers receive these when they dem on strate they are taking on more
trainees than in previous years. They could receive a fixed bounty, say
25 per cent of aver age wages, for each addi tional trainee.
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(vi) Employers with exten sive train ing facil i ties that are not being
fully used could be sub si dised to release their facil i ties to other employ ers
or to train ing insti tu tions with inad equate facil i ties of their own.

A 7.4 Youth Training Schemes

Youth Training Schemes are intended to provideacomprehensive
train ing pro gramme for young peo ple who have had lit tle or no expe rience
in the labour mar ket. They are par tic u larly impor tant for school leav ers.
They are designed to ensure that this group is given ade quate train ing to
equip them for their ini tial employ ment.

[t is often desir able to define these programmes in such a way that
no young per son can be denied access, thereby guar an tee ing at least some
form of ini tial train ing for every young per son. Specific atten tion should be
paid to the con straints that young women and girls may face in access ing
such programmes.

The programme should meet the broad training requirements
needed by young peo ple who are enter ing the labour mar ket for the first
time, and should be devel oped in asso cia tion with the rel e vant entry-level
trainingauthority.

Features

The pro gramme could include a range of fea tures:

(i) In the event that young people are unable to obtain either
unsubsidised employ ment or an entry-level train ing posi tion, they can be
guaranteed a place on newly constructed courses designed to develop
broad skills that will be por ta ble between jobs.

(ii) The PES can pro vide finan cial sup port for train ing insti tu tions
to put on these courses. Finan cial sup port can include devel op ment costs
and the cost of run ning the courses.

(iii) The young peo ple may be offered a train ing allow ance to par tic-
i pate in the courses.

(iv) Courses may include a mixture of on-the-job and off-the-job
train ing, and may last up to two years.

(v) Trainees will be expected to dem on strate pro gress by acquir ing
setcompetencies.
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A 7.5 Labour MigrationandForeign Employ ment
Opportunities

Labour Mobility Schemes overcome geographic mismatches
between skilled labour sup ply and demand. Regis tered unem ployed peo ple
can be reim bursed their trans fer expenses if they find work in a new loca-
tion beyond daily trav el ling dis tance from the cur rent home. Reim burse-
ment of trans fer expenses should be made only if the ESC in the new area
cer ti fies that no suit able labour is avail able locally.

In the case of for eign employ ment, job seek ers may be recruited on a
con tract basis, in some cases for sev eral years, to work in another coun try.

In some coun tries, pri vate employ ment agen cies are very active in
recruit ment for for eign employ ment, and the PES should assess whether it
isben e fi cial for it to oper ate in this area. In some instances it may per form a
regulatoryrole only.

A 7.6 Labour-Intensive Public Works Programmes

Unemployment has very negative economic and social conse-
quences, both for soci ety as a whole and for the indi vid ual con cerned. As
well as adding to unproductive State expenditure, unemployment puts
considerable psychological stressonunem ployed people. Suchstress, com-
bined with the need to earn an income, can lead to anti-social and vio lent
behav iour, thus wors en ing the crisis.

To alleviate the negative consequences of unemployment, Public
Works can be organized by the PES to cre ate tem porary employ ment for
the unem ployed. This pro gramme is par tic u larly impor tant when unem-
ploy mentincreases rapidly.

Projects organized under public works should be of social benefit
and/or con tribute toimproving economic efficiency. Care ful prepara tion
and design of projects is essential if the programme is to achieve these
ends.

The types of vacan cies cre ated should take account of the skills and
qualifications of unemployed people in the local area. Projects could
include, but are not lim ited to:

n Improve mentof the city terri tory environ ment (clean ing, paint
ing, etc.);
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n Assis tance to constructingauthori ties in the imple men ta tion of
works on residential houses, hospitals, schools, kindergartens,
houses for invalid and retired per sons;

Help to rural areas dur ing har vest ing time;
Wood stor age, and load ing and unload ing activ i ties;
Super vi sion of sick, invalid and aged peo ple;

3 3 3 3

Build ing of roads, bridges, irri ga tion chan nels.

Pub li ¢ Works Programmes can be used to:

n Provide tem porary work to the individ ualswho, for different rea
sons, have lost their pre vious jobs and means of liv ing;

n Provide work toindivid uals of pre-pension age, dis abled per sons,
who have lost pro fes sional or physical mobil ity;

Draw young peo ple into employ ment;

n Assist peo ple who have had a sig nif i cant break in their pro fes
sional activ ity due to per sonal rea sons, or who are being released
from prison;

n Provide assistance to those less competitive in the labour
market.

A 7.7 TrainingAllowances

Training allowances may be paid regularly in place of unemploy-
ment ben e fits (UB). They are intended to draw young peo ple away from
pas sive reli ance on UB, and encour age them to under take more active pur
suits in voca tional train ing.

The allowance consists of two com po nents: a com po nent equiv a-
lent to UB, plus a training supplement. The supplement may be varied
from time to time to ensure that the pro gramme is achiev ing its objec tives
(e.g. the sup ple ment may be increased to pro vide a greater incen tive, or
restricted to specific cat e go ries of job seek ers).

Features

(i) Training allowances may only be paid in respect of accredited
vocational train ing, on courses that must be approved by the local ESC.
Theymay be paid for a fixed dura tion, sub ject to sat s fac tory par ticipa tion
in the train ing.
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(i) In the event that UB enti tle ment would have changed, under
normal cir cumstances, during the pe riod of the course, the UB com ponent
willbe held unchanged at the par tici pant'smaximum level of enti tle ment.

(iv) The train ing allow ance is pay able for the full dura tion of a voca-
tional train ing course or up to an agreed max i mum num ber of months.

(v) Participants who drop out or fail courses will not have repeat
entitlements. Par tici pants whodrop out of courses will revertim mediate ly
to their normal UB entitlements, with all relevant conditions including
count ing the pe ri od on the train ing allow ance as part of the UB pe ri od.

(vi) The ESC must be satisfied that the person has been actively
seeking work but has been unable to find it. This would nor mally imply
that the per son has been look ing for work for at least a min i mum time pe ri-
od (e.g. six months).

(vii) The ESC must be sat is fied that the per son would ben e fit from
the training proposed. This would normally imply that the person is
capable of com plet ing the train ing and that the train ing will sub stan tially
improve the per son's job pros pects.

A 7.8 Wage Subsidy Schemes

Wage Sub sidy Schemes pro vide direct pay ments to employ ers, as a
sub sidy towards the wage cost of employ ing spec i fied tar get groups in the
labour mar ket.

They ensure that these groups do not suf fer dis pro por tion ately from
unem ploy ment by encour ag ing employ ers to hire them.

Features

(i) This pro gramme could be used to pro vide a wage sub sidy for par-
ticular target groups (e.g. displaced persons, ex-combatants or persons
withdisabilities).

(ii) The employ ment will respect all the usual employ ment laws and
conditions. Employment will be completely normal and may be in any
occu pation or indus try. All employ ers are eli gi ble to receive the sub sidy,
provided they are willing to accept the unemployed people who are
referred to them.

(iii) Employers must dem on strate that the wage sub sidy will not be
used to dis place an exist ing employee.
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(iv) Employers must sign a con tract with the ESC, agree ing to the
scheme's conditions and to provide the ESC with details should the
employment be discontinued during or immediately after the subsidy
period.

(v) Differ ent sub sidy lev els and sub sidy rates may apply depend ing
on a per son's eli gi bil ity cri teria, with a basic rate apply ing to peo ple who
meet the eli gi bil ity cri teria for the first time and pre mium rates pay able to
peo ple who are the most dis ad van taged in the labour mar ket.

A 7.9 Community Employ mentProgrammes

A Com munity Employ ment Pro gramme cre ates jobs at a local level
by pro vid ing finan cial sup port for local gov ern ment author i ties and local
com munity agen cies to cre ate tem po rary but full-time new jobs.

The programme is designed to assist unemployed people remain
actively and usefully at work while awaiting longer-term permanent
employ ment. At the same time, it pro vides funds to local com mu ni ties to
under take pro jects of worth while social value.

Features

(i) A Com munity Employ ment Pro gramme should only be ini ti ated
in any region once the unemployment rate has risen above a threshold
level. For example, the pro gramme could be trig gered once an area has an
unem ploy ment rate in ex cess of the national aver age.

(ii) Pro jects are run by "pro ject spon sors" who may be:

* Agenciesrepresentinglocal orregional governments;
* Non-profitagencies (e.g.charitable organizations).

(iii) Spe cial groups may be formed for the ad hoc pur pose of admin is-
tering a project, provided it is for non-profit purposes. Alternatively, a
num ber of poten tial spon sors may wish to com bine to under take a project
of mutual interest. In these cases, project sponsors should form special
com mit tees to over see the project and to act as project con trol lers.

(iv) Pro jects are assessed by the PES. They must con trib ute pos i-
tively to the social and eco nomic well-being of the local area. Pro jects may
be in main te nance and repair of roads, pub li ¢ places and other local infra-
struc ture, in environ men tal projects and in social projects (e.g. care for the
aged or infirm). Pro jects may cover any occu pation or skill level.

(v) Pro ject grants may cover total costs, includ ing:
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* Wages and cost of ma terials;
* Costofoverheads (e.g. accom mo da tion and insur ance);
* Cost of super vi sion (e.g. any skilled super vi sory staff, insur-
ance cover).
(vi) Wages should make up at least 75 per cent of the pro ject cost.
(vii) Sponsors must dem onstrate that the jobs cre ated are gen uinely
new jobs and will ful fil a use ful func tion.

(viii) Spon sors must agree to employ only peo ple referred to them by
the ESC. They are allowed to select from those referred.

(ix) The contract will specify the project to be undertaken, the
num ber of unem ployed peo ple to be engaged and the pe ri od involved.

(x) Pro ject spon sors will be required to pro vide reg u lar reports on
pro gress with the pro ject and allow offi cers of the ESC to visit the pro ject
forinspec tions.

(xi) Par tic i pants will be employed full-time for the dura tion of the
project, under stan dard con di tions cov er ing not only wages but also other
require ments of national labour laws.

(xii) Par tic i pants must be unem ployed and in receipt of UB or oth-
erwiseeligible.

A 7.10 HandlingMass Redundancies

Han dling Mass Redun dancies refers to sup port pro vided to com pa-
nies which have no alter na tive but to make large num bers of employ ees
redundant.

People who have been made redundant (or are about to be) are
offered rapid sup port in find ing other employ ment and by pro vid ing them
with advi sory, wel fare and employ ment ser vices.

Features

(i) PES may negotiate with any com pany about to retrench staff.
Negotiations should be tripartite, involving the PES, the employer and
trade unions.

(ii) There must be a con tract spec i fy ing the detailed forms of assis-
tance to be offered and the obli ga tions of the three par ties involved.
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(iii) PES funds may be used to assist any activ i ties designed to help
retrenchees; they may not be used to sup port the employer.

(iv) Assistance can include special recruitment drives, mobility
assis tance, on-site reg is tra tion for UB, spe cial re-training programmes (if
necessarynego tiated withlocal traininginsti tu tions) and spe cial eligibil ity
for other employ ment and train ing mea sures.

(v) Assis tance must not in any way obvi ate employ ers’ respon si bil i-
ties under law, nor their responsibilities as reasonable employ ers to take
care of all their work ers.

A 7.11 SKkills Training and Retraining

Retraining and Restruc turing Schemes assist enter prises which are
under go ing restruc tur ing and need to retrain their staff as a con se quence.
While the schemes may pre vent lay offs as a con se quence, that is not their
primary pur pose. Assis tance may be finan cial (such as sub si dis ing work ers
released for retraining) or organizational (such as negotiating special
courses for employ ers with needs that are not cur rently being met).

Features

(i) Any enter prise under go ing restruc turing may be eli gi ble for assis-
tance. Assis tance will be against an agreed con tract specify ing the obli ga-
tions of the enter prise and the obli ga tions of the PES. Each con tract will
be unique to the enter prise involved.

(i) The obli ga tions of the enter prise include such details as:

* The objec tives of the retrain ing pro posal;

The type of retrain ing to be under taken;

The costs and dura tion of train ing;

The employ ees who will be affected;
The accred i ta tion (if any) that will be obtained by
employees.

(iii) The obli ga tions of the ESC will include such details as the sub-
si dies to be pro vided and their dura tion.

(iv) The finan cial assis tance on offer can cover:
* Training costs for employ ees;
* Trainingdevel op ment costs;
* Supervisioncosts.
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(v) The sub sidy should not cover 100 per cent of the costs. There
must be an agreed con tribu tion by the enter prise. Gen erally, this con tribu-
tion would not be less than 20 per cent.

(vi) Enter prises will be required to report on pro gress against the
con tract. If they do not abide by the terms of con tract, the PES may rene-
go tiate or can cel the con tract after due notice.

A 7.12 Distance Learning Schemes

Distance Learning Schemes provide opportunities for training for
those who may be unable to attend the train ing cen tre in per son. Stu dents are
able to com plete their stud ies by using cor re spon dence or elec tronic media.

PES may be involved with train ing pro vid ers to lend assis tance with
dis tance learn ing ma terials and facil i ties and to pro mote the ser vice.

Support can be to help establish facilities (e.g. satellitereception,
video equipment), financial support for course development costs and
course ma terials, and the cost of run ning courses.

Features

(i) The PES may iden tify train ing require ments either in local areas or
across the whole country that would benefit from distance learning tech -
niques. This could be remote com mu ni ties, or com mu ni ties any where where
the demand for courses is con sider ably greater than the facil i ties avail able.

(i) The PES may negotiate with distance learning providers for
courses and ma terials to be pre pared or for the adop tion of courses and ma-
terials already avail able. Courses should be accred ited.

(iii) Job seek ers may be referred to the courses pro vided.

(iv) Sup port may cover the costs incurred by the pro vider in devel-
op ing course cur ric ula and in run ning the courses. This may include some
of the costs of pro vid ing access in remote com mu ni ties to dis tance learn ing
facilities (e.g. satellite dishes).

(v) Where there is no existingaccreditation for a course that has
been devel oped, the PES may author ise an ad hoc certificate.
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A 7.13 Income Support

Gov ern ments may intro duce programmes pro vid ing finan cial assis-
tance toparticularcate goriesofunemployed ordisad van taged clients,and
the PES may be respon sible for the admin is tra tion of such programmes.
This may include assess ing eli gi bil ity of cli ents and dura tion of assis tance.
Exam ples of such programmes include:

UnemploymentBenefits

UB are a form of income support provided to unemployed people
eli gi ble for assis tance. The PES may be involved in a num ber of ways:

* Determiningwhetherongoingeligibility conditionsare
met, to ensure claim ants are meet ing their job-search
obligations;

* Providingjob-search train ing and assis tance;

* Theoveralladminis tra tion of the UB sys tem.

A 7.14 Social (Cash) Assistance

Social Assis tance pro vides addi tional basic income for eli gi ble fam i-
lies of peo ple in receipt of UB and for reg is tered unem ployed peo ple who
have exhausted their enti tle ment to UB.

The PES role may include deter min ing the dura tion of cash assis-
tance for people who have exhausted their entitlement to UB, and also
their eli gi bil ity to re-qualify for UB (in most coun tries re-qualification for
UB can only be achieved after a fur ther pe ri od of employ ment).

The PES may also be required to assess the needs of fam ily mem bers
of unem ployed peo ple who have exhausted their enti tle ment to UB.
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ANNEX 8 -

MINIMUM REQUIREMENTS FOR
SETTING UP AN ESC FACILITY

Thefollowingchecklistiden tifies minimum require mentswhenset-
ting up the ESC, and relates spe cif i cally to set ting up a ‘pi lot’ office.

Premises

1. Thebuild ing should be of sound struc ture, with roof, walls and
floor in good repair;

2. Internal walls and ceil ing should be weath er proof and in good
condi tion, and appropriate car pet/floor cov eringlaid;

3. Adequate security and locks should be put on doors and
windows;

4.  Elec tric ity should be con nected, with ade quate lights and suf-

ficient power points to accommodate computers and other

office equip ment;

Heaters and fans should be pro vided if nec es sary;

Con di tions and dura tion of the lease should be reviewed;

7. Anylimi ta tions on hours of access and open ing times should

beclarified.

In emer gency sit u a tions where tem po rary ser vices are needed in a
par tic ularloca tion, sup plies of reg s tra tion forms, infor ma tion sheets and
bro chures, together with col laps ible tables and chairs, should be avail able
to be trans ported to the site and used for the dura tion of the exer cise. In
these sit u a tions it may be pos si ble to use local halls, com munity build ings,
tents or employer pre mises to set up tem po rary employ ment ser vice points.

o

Recep tion Area

The ESC should have a recep tion area, and an employ ment offi cer
should be in charge of this area (this task can be done on a rota tion basis).
When it is very busy and many peo ple are wait ing, the employ ment offi cer
should provide initial information to clients to explain how the office
works and likely delays, and direct them to the appro pri ate inter viewer. To
minimise delays, an appointment system can be introduced. Job seekers

137



ILO Ciri sis Response

should be asked to complete a job seeker registration form themselves
while they are waiting, and an enlarged and completed copy of the job
seekerregis tra tion form should be on dis play as a guide to help peo ple com-
plete the form.

The reception area should have some seats and materials for job
seek ers to read while they are wait ing. Out side the recep tion area there
should be a notice board dis play ing job vacan cies, train ing oppor tu ni ties,
skill test ing places, and other infor ma tion of inter est to job seek ers.

Office Fur ni ture and Equip ment

The fol low ing check list will assist in iden ti fy ing min i mum require-
ments when set ting up the office. Exact num bers of items would be deter-
mined by staffing lev els, expected num ber of cli ents and avail able space.

1.  Telephone, internet and fax connections, with appropriate

tele phone hand sets and fax machine;

Desks and chairs, waiting room chairs and a writing slope or
table for use by cli ents;

Storage/filingcabinets;

Bookshelf/cabinets;

Photocopiermachine;

Stores, sta tio nery and gen eral office req ui sites;

Large dis play board to dis play vacan cies, gen eral notices and
employmentand traininginforma tion;

8. Lunch/tearoom facili ties.

™

A

InformationTechnology

Where computers are available, an UPS stabiliser and printers
should also be pro vided. Com puters must have suf fi cient pro cess ing and
stor age capac ity to sup port any job seeker and labour mar ket data bases to

be estab lished by the PES.
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ANNEX 9 -

JOB DESCRIPTIONS
AND SELECTION CRITERIA

The fol low ing are sam ples of duty state ments and selec tion cri teria
for the main posi tions in the emer gency ESC.

Position: Manager/Supervisor
In: LabourMinistry
Loca tion: PublicEmploymentService Cen tre

Qualifications: Universitydegreeineconomicspre ferred, extensive

Duties:

experience with labour market, employment and
training issues, management and leadership skills,
excel lent liai son and pro mo tional skills, able to rep-
resent the Minis tryatseniorlevel, com puterliterate.

Under the direc tion of the Direc tor of the national PES:

n

Man age and develop the oper a tions of the Employ ment Ser vice
Cen tre. Ensure appro priate day-to-day super vision of staff at the
Centre;

Develop and imple ment a work plan for staff in the Cen tre and
review pro gressatreg ularinter vals;

Actively promote the role of the Centre with key employers,
NGOs, Min is tries and other national and inter na tional orga ni-
zations, and develop joint strategies and coordination arrange-
ments for major pro jects;

Establishand main tain con tactwithcommunityrepresentatives,
other local agencies and organizations to develop specific
responses for par tic u lar unem ployed groups (e.g. small-business
devel opmentand voca tional skills train ing);

Identify potential growth areas in the for mal and infor mal sec-
tors, and develop employment and training responses to meet
those needs;
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n

Support  the development of self-employment and
small-business development initiatives in collaboration with
ILO spe cial ists, and rel e vant NGOs and other agen cies;

Carry out anal y sis and pre pare reg u lar Labour Mar ket Infor ma-
tion reports with an analysis of trends, expected growth areas
and oppor tuni ties for small-business devel op ment;

Ensure the LMI database is developed and used effectively by
inter nal and exter nal users;

Undertake other duties as directed by the Director of the
national PES.

Selection Criteria
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The suc cess ful appli cant will have:

n

Man age mentskills in plan ning, pro gram ming and review ing the
oper a tions of the PES, and the abil ity to set objec tives, plan and
allo cate resourcesand moni tor per formance;

The ability to motivate and lead staff, determine training and
other devel op ment needs of staff and attend to them;

Good communication skills, including the ability to convey
information effectively to groups and individuals and prepare
corre spondence and reports;

The ability to promote the services of the PES to employers,
inter na tional organiza tions involved in crisis response, busi ness
and community organizations;

Cli ent- and result-orientation;

n Aware ness of equal employ ment oppor tu nity and occu pational

health and safety issues.
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Position: Employment Service Officer
In: LabourMinistry
Loca tion: PublicEmploymentService Centre

Qualifications: Experience in dealing with people, knowledge of

Duties:

the labour mar ket, and abil ity to under take pro mo-
tional vis its to employ ers. Com puter lit er acy. Uni-
ver sity de gree desir able but not essen tial.

Under the direc tion of the Man ager/Super vi sor of the Employ ment
ServiceCentre:

n

Visit employers, NGOs and other national and international
organizations in the public and private sectors, to explain the
role of the PES and actively can vas for job vacan cies;

Identify potential growth areas in the for mal and infor mal sec-
tors, and develop employment and training responses to meet
their needs;

Establishand main taincon tactwithcommunityrepresentatives,
otherlocal agen cies, national and inter na tional organi za tions, to
develop specific responses for par tic u lar unem ployed groups (e.g.
small-business devel op ment, voca tional skills training);

Obtain vacan cies from employ ers and refer suit able job seek ers
for employ ment;

Interview job seekers and register them for employment using
appro priate forms or the com puter data base torecord indi vid ual
profiles, occu pational codes and client group cat e gories;

Pro vide coun sel ling and infor ma tion to job seek ers on employ-
ment options, includ ing self-employment, train ing courses and
startyour own business possibil i ties;

Assist with data col lec tion on the local labour mar ket and enter
infor ma tion on the database;

Work as a mem ber of the PES team and assist in other areas of
work when required.
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SelectionCriteria

The suc cess ful appli cant will have:

n

A good knowledge and understanding of issues affecting the
labour mar ket;

Good inter view ing skills and the abil ity to work effec tively with
people;

The abil ity to pro mote the ser vices and programmes of the PES
to employ ers, national and inter na tional insti tu tions and com-
munityorganizations;

Good written and oral communicationskills and the ability to
work as a team mem ber;

Cli ent- and result-orientation;

n Aware ness of equal employ ment oppor tu nity and occu pational

health and safety issues.

Position: ~EmploymentService Officer/Vocational Counsellor
In: LabourMinistry
Loca tion: PublicEmploymentService Centre

Qualifications: University de gree in psychosocial edu ca tion, expe-

Duties:
Under the direc tion of the Man ager/Super vi sor of the Employ ment
ServiceCentre:
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n

rience with vocational counselling, knowledge of
employment issues and the labour market. Com-
puterliterate.

Refer and give guid ance and infor ma tion tojob seek ers regard ing
avail able employmentand training oppor tuni ties;

Inter view job seek ers and regis ter them for employ ment;

Provide counselling and referral services for selected target
groups (e.g. demobilized soldiers, war-affected youth, women,
refugees, personswithdisabilities);

Collect information from private and public training insti tu-
tions, as well as from NGQOs, enter prises and other employ ers on
training courses and appren tice ship possibili ties;
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n Liaise and coordinate with career counselling departments in
train ing insti tu tions, pri vate recruit ment agen cies and NGOs;

n Communicate with employers on vacancy notifications, and
inter view, select and give advice on suit able appli cants for them;

n Liaise and coordinate with employment programmes (e.g. for
labour-intensive works, self-employment, small-enterprise
development);

n Liaise and coordinate with psychosocial support programmes
and ser vices;

n Con duct ‘job-search skills’ ses sions for job seek ers on pre par ing
CVs, approaching potential employers and job interview
techniques;

n Giveinfor ma tion ses sionsin schools and train inginsti tu tions on
the ser vices of the PES;

n Work as a mem ber of the PES team and assist in other areas of
work when required.

Selection Criteria:

The suc cess ful appli cant will have:

n A good knowledge and understanding of issues affecting the
labour mar ket;

Experienceinvoca tional guid ance and coun sel ling tech niques;
n Good inter view ing skills and the abil ity to work effec tively with
people;
n The abil ity to pro mote the ser vices and programmes of the PES

to employ ers, national and inter na tional insti tu tions and com-
munityorganizations;

n Good written and oral communicationskills and the ability to
work as a team mem ber;

Cli ent- and result-orientation;

n Aware ness of equal employ ment oppor tu nity and occu pational
health and safety issues.
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Posi tion: Employment Service Officer/Labour Market
Information
In: LabourMinistry
Loca tion: Public EmploymentService Centre

Qualifications: Universityde gree in economics, exten sive expe ri-

Duties:

ence with labour mar ket research and sta tis tics and
labour market trend analysis. Computer literate,
includ ing expe ri ence with soft ware programmes in

Access and SPSS.

Under the direc tion of the Man ager/Super vi sor of the Employ ment
ServiceCentre:

n

Col lect data and super vise data col lec tion and entry in the PES
labour market data base on labour force supply and demand
(espe cially demand for train ing and skills);

Liaise with the NSO for statistical and analysis purposes and
with key infor mants in the pri vate and pub li c sec tor;

Pre pare reg u lar labour mar ket infor ma tion reports with an anal
y sis of trends;

Visit employers, NGOs and other national and international
organiza tionsin the publicand private sec tor to explain the role
of the PES, and actively can vas for job vacan cies;

Identify potential growth areas in the for mal and infor mal sec-
tors and develop employment and training responses to meet
those needs;

Inter view job seek ers and reg is ter them for employ ment;

n Work as a mem ber of the PES team and assist in other areas of

work when required.

Selec tion Criteria:

The suc cess ful appli cant will have:

n

n
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Good written and oral communicationskills and the ability to
work as a team mem ber;

The abil ity to pro mote the ser vices and programmes of the PES
to employ ers, national and inter na tional insti tu tions and com-
munityorganizations;

Good inter view ing skills and the abil ity to work effec tively with
people;

Cli ent- and result-orientation;

n Aware ness of equal employ ment oppor tu nity and occu pational

health and safety issues.
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ANNEX 10 -

INDUCTION AND TRAINING
PROGRAMME

Induction Programme (Indicative)

Outline
Intro duc tion and Over view of the Labour Min is try

Role and Func tions of the Labour Min is try:

EmploymentPolicy;

IndustrialRelations;

Labour Inspec tion;

Work Per mits;

Employment Services;

Equal Employ ment Oppor tunity Policies;

3 3 3 3 3 3 3

Foreign Employment, Private Employment Agencies, other
activities.
Emer gency Employ ment Ser vices Cen tre:

n Staffintroduc tions;
n View of oper a tions and sec tions;
n Visit to other PES offices if appro pri ate.

Role and Activ ities of the ESC

n Activities to be per formed;
n Operatingprocedures;
n Rela tion ship between PES and Labour Sec tions.
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Details of rel e vant ILO pro jects timeframes and basic ILO con cerns

Link ages with other Min is tries and Agencies:

n

3 3 3 3

NSO, Civil Ser vice Com mis sion —recruit ment office, per son nel
statistics;

NCDDR, NCRRR or equiv a lent body;
UN agen cies role and links;
Donor agen cies;

NGOs.

Spe cial fea tures of the emer gency PES:

-}

3 3 3 5

Pro-active, cli ent-, result-oriented, and specific role;

Flexible and responsive initiatives, and swift actions to meet
priorityneeds;

Specificstrate giesand projects;

Pro motion of ser vices through media;

Employer con tact and pro motion pro gramme;

Broad provision of information on employment and training
options;

Devel op ment of bro chures and hand out ma terials.

Conditionsof service

3 3 3 3

Hours of work and lunch breaks;

Sick leave, holiday leave and other pro visions;

Local pro cedures and prac tices (e.g. noti fi ca tion if sick) ;
Remunerationandincen tives.

Staff Training Programme

Even where the staff have pre vi ously worked in an ESC they will
still need to under stand that the major task of the emer gency ESC will
be to respond quickly and effi ciently in pro vid ing a ser vice to a range of
clients. Per haps unlike pre vious posi tions they may have worked in, the
empha sis will be on work ing with a wide range of cli ents to get the best
possible resultfor them, rather than fol low ingadmin is tra tive pro cedures
and meeting bureaucratic requirements. It will be worth stressing the
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impor tance of pro mot ing equal employ ment oppor tuni ties for all groups of
clients. They will also need to take into account and tackle effec tively cri-
sis-related cir cum stances such as trau ma tized job seek ers and scar city of
meansof communication.

Before the office opens, all staff should receive ini tial train ing on the
objec tives and oper a tions of the emer gency ESC, and the spe cial com mit-
mentitwill require. An out line of sug gested train ing top ics is shown below.

Out line of Training

* Nature of Employment * Registeringvacancies
Services (including client- and
result-orientation)

* Dealing with employers and
field visits
* Functions of Employment * Major recruitment campaigns

Service Centres

* Organization and structure * Coding, match ing and fil ing
* Job of Employment Services systems

Officers * Occupational Codes

* Industry Codes

* Meeting job seekers and * Matchingjob seek ers and

employers jobvacan cies
* Reception and office layout * Promoting self-employment
* Registering job seekers and * Labour MarketInformation

completing registration forms Management of

Employment Services

* Providing advice and * Review of the pro gramme

information to clients * Preparation for the opening

* Linkages with
employment-creation
programmes
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Typical Ongo ing PES Training Activities

By talks, dis cus sion and prac ti cal exer cises,
Effec tive oral train ees will be able to com mu ni cate orally
communication in an effec tive man ner, par ticu larly when
speak ing with cli ents, and staff.

By prac ti cal work and dis cus sion, train ees
Effective written will dem on strate improved skills in
communication gathering, collatingand presenting

infor ma tion in let ters, min utes and reports.

By prac ti cal work and dis cus sion, train ees

will gain a greater aware ness of the

inter per sonal behav iour of them selves and
Inter personalskills oth ers; rec og nize the effects of these

patternsofbehaviourindifferentsituations;

uti lize inter per sonal skills in one-to-one,

group and inter-group sit u a tions.

At the end of train ing, train ees will be able
toreg s ter, inter view and record details;
record and dis play vacan cies; con duct
: fol low-up inter views with cli ents; deal with
Employ ment skills employmentenquiries; marketemployment
services.

They will also be able to ensure equal
employment opportunities for clients.

Through prac ti cal work, talks and

dis cus sions, train ees will be able to es tab lish
Man agers’ role in staff ~ staff train ing needs; deter mine the best
training options for meet ing train ing needs; uti lize

coach ing skills; pre pare train ing plans and

staffdevel opmentagree ments.
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At the end of this train ing mod ule, train ees
will be able to carry out basic organization
and methods; improve staff uti li sa tion; make
improve ment plans; improve their abil ity to
organize and insti tute change.

At the end of train ing, par tic i pants will be
able to con duct an in-depth study of an
indus try to develop under stand ing of that
indus try and gain a work ing knowl edge of
the occu pa tions in it.

At the end of train ing, par tic i pants will be
able to con duct guid ance and coun sel ling
interviews.
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ANNEX 11 -

PROVISIONAL ESC WORKPLAN

PES Centre

Provisional Workplan

Activity Com ments/ Action

Performance |completed
Indicators (Date)

1. Advising and
Regis tering Job Seekers

* Advertise PES functions, ESC officially
opening hours and interview opened
arrangements

* Commence job seeker Number of job
registration of priority target = seekers assisted
groups

* Design pamphlet on services
available through the PES

2. Con tacting Employers,
includingInternational
Agencies, NGOs, Trade
Unions, and Regis tering
Vacancies

® Prepare a visit programme Programme of
beginning with employers’ visits
associations, chambers of implemented
commerce, trade unions and

NGOs

* Commence visits
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Time Activity Com ments/ Action
Performance |completed
Indicators (Date)

Database design
completed and
tested

Number of
brochures
produced and
distributed
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Activity

1. Advising and Reg is tering
Jobseek ers

Com ments/ Action
Performance |completed
Indicators (Date)

* Continue job seeker registration Number of

services to target group clients

* Provide radio and other media
interviews to explain how the
PES operates

* Promote highlights of new
projects

* Review voca tional skills
train ing pro gramme and
devel opments toiden tify
train ing options for
unemployed

* Continue induc tion and

train ing pro gramme for new
staff

2. Con tacting Employers and

Regis tering Vacancies

* Visit and identify recruitment

opportunities for major
recruitment projects

* Continue private sector
employer visit programme

* Continue liaison with national

crisis response body (Project

Management Unit and Project

Coordination Unit) on new
project approvals

* Investigate skills training
requirements and demand in
a growth sector (e.g.
construction, hospitality)

persons
registered

Number of
persons referred
to employment

Number of
visits
conducted
Numberof
vacancies
received

Number of
positions filled

Number of
workshops
conducted

Number of
training courses
organized
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Time

156

Activity

3. Labour Mar ket
Information

* Continue development and

testing of LMI database

* Collect source documents
and other input material for

the database

* Obtain national occupational
and industry coding guidelines

from the NSO
4. Other Activ ities

* Continueregularpublicity

and infor ma tion on new
projects, small-business
development workshops,
skills training

1. Advisingand Reg is tering

Job Seekers
* Continue ESC activities,

including information sessions

for job seekers on major

recruitment and alternative

self-employment options

* Examine and develop skills
training options for selected
target groups of unemployed

2. Con tacting Employers and

Registering Vacancies

* Communicate with NGOs

Com ments/
Performance
Indicators

Database tested
and
implemented

Codingsys tems
introduced

Database fully

operational

Number of

persons
registered
Number of
persons placed
in employment
Number of
persons who

commenced
training

Number of

about the role and activities of visits

the ESC and scope for

assistance with small-business
development opportunities

conducted

Action

completed
(Date)
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Activity Com ments/ Action
Performance |completed
Indicators (Date)

Number of
vacancies
received

Number of
major projects

identified

Gaps identified
Database fully
operational

Employer
checklist
prepared

Skill shortages
identified
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Time Activity Com ments/ Action
Performance |completed
Indicators (Date)

Forum
conducted

Information
packages
prepared



