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Zadost o praci na Malté

Strategie

« Hledani prace na misté ( E303)
- pres mistni sluzby zaméstnanosti ETC v Hal Faru
- pres soukromé agentury
- osobni schlizky ve velkych firméach, restauracich a hotelich

» Tisk
Inzerce volnych mist v denicich ,The Times of Malta"“, ,The Sunday Times", , The
Malta Independent®, ,The Independent on Sunday"

* Internet
- databaze volnych mist maltskych sluzeb zaméstnanosti ETC
( http://www.etc.org.mt )
- internetové stranky velkych podnik{ s vlastni inzerci volnych mist a
dal8ich pracovnich serverl ( http://www.vacancycentre.com ,
http://www.overseasjobsexpress.com )

» Aktivni hledani prace (doporuceni od pratel a znamych, Zlaté stranky
( http://goldenpagesmalta.com )

« Ucast na naborovych veletrzich a pracovnich burzach

« Sluzby zaméstnanosti v Ceské republice

» Evropské sluzby zaméstnanosti - EURES

Dokumenty potrebné pro Zadost o praci

Nez podate zadost o zaméstnani na Malté, méli byste si zjistit informace o podniku i o
pracovni pozici, o kterou se uchazite. Ujistéte se, zda Vase zadost o zaméstnani
obsahuje: privodni dopis, Zivotopis, kopie vysvéd&eni, diplomd &i jinych ziskanych
osvédcCeni. Tam, kde je to pozadovano, je zapotrebi pfriloZit i reference. Néktefi
zameéstnavatelé uzivaji vlastni vzory Zadosti o zameéstnani. VSeobecné maltsti
zameéstnavatelé nejvice oceni dosazené vzdélani, jazykové znalosti, pocitacové
dovednosti a orientaci v otazkach obchodu.

Zadost

« Jazyk:
- anglicky nebo maltsky

 Forma:
- m0ze byt napsdna bud ru¢né nebo na po¢itaci
- ne delSi nez 1 strana A4



7adost by méla plsobit dlvéryhodné
vyjadruje kulturu pisemného projevu uchazece

Obsah:

osobni Udaje jako jméno, telefon, adresa, datum

jméno a adresa zaméstnavatele

osloveni

Uvodni odstavec: zde Zadatel uvede dlvod dopisu, nadzev pozice, o
kterou se uchazi, a zmini se také o tom, jak se o misté dozvédél
prostredni odstavec: v této ¢asti zadatel vysvétli pro¢ ma zajem pravée
o toto misto, zdlrazni své vzdé&lani, pfipadné pracovni zkuenosti
(maji-li vztah k nabizenému mistu), své schopnosti a dovednosti
konecny odstavec: v tomto zavérecném odstavecku uchazec struc¢né
popiSe pribé&h svého koleni, své zaliby a zkudenosti, odkazuje na
pfilozeny Zivotopis, pfipadné dal&i pfilohy a vyjadi svij zdjem o
pozvani na uUstni pohovor

pozdrav

podpis

Vase celé jméno (tiskacim pismem)

odkaz na prilohy

Odeslani:

odeslat original zadosti



< Vzor >

OUTLINE OF AN APPLICATION LETTER

Applicant’s address (right hand side or block)
Applicant’s phone Number
Date of letter

Use complete title
and address

Employer’s Name and Title (left hand side)
Employer’s Address
Ref (if there is one)

If possible, address
it to a particular
person by name

Salutation: (greeting)

Opening Paragraph: State why you are writing, name the
position or type of work for which you are applying and
mention how you heard of the job opening or organization.

Make the addressee
want to read your
CV. Be personable
and enthusiastic.
Be brief and
specific; your CV
contains details

Middle Paragraph(s): Explain why you are interested in
working for this employer and specify your reasons for
desiring the type of work. If you have had relevant work
experience or related education, be sure to point it out, but do
not repeat your entire CV. Emphasize skills or abilities you
have that relate to the job you are applying for. Be sure to do
this in a confident manner and remember that the reader will
view your letter of application as an example of your writing
skills.

Top and bottom
margins should be
equal

Closing Paragraph: You may refer the reader to your
enclosed CV or whatever enclosure you are using to illustrate
your training, interests and experience. Have an appropriate
closing to pave the way for the interview by indicating the
action or steps you will take to initiate an interview date.
Sincerely,

Always sign letters

Your name typed (left hand side)

If your CV or other
enclosure is used,
note this in your
letter

Enclosure (under your typed name, at the bottom of the
letter write encl.)




v

Zivotopis

Doporucuje se uziti evropského formatu zivotopisu.

Vyslednym efektem Vaseho zZivotopisu by mélo byt presvédceni zaméstnavatele, aby
Vas pozval na Ustni pohovor. Z tohoto dtvodu, povaZujte sv{j Zivotopis za G&inny
~marketingovy nastroj", jez by Vam mél pomoci Uspésné vstoupit na pozadovany
Jtrh®,

+ Jazyk:
- anglicky nebo maltsky

 Forma:
- Viz vzor
- strukturovany, vécny
- v maximalni délce 2 stran A4
- chronologicky sestupné serazené Udaje
- foto neni nutné
- bez data a podpisu

« Obsah:
- osobni Udaje (jméno, adresa, tel., fax, e-mail, narodnost, datum
narozeni)
- informace o pracovni kariére
- vzdélani
- jazykové znalosti
- pocitacové a dalsSi dovednosti
- jednotlivé oblasti Vasich kompetenci
- zajmy

+ Odeslani:
- odeslat original Zivotopisu



< Vzor >

EUROPEAN
CURRICULUM VITAE
FORMAT

PERSONAL INFORMATION

Name [ SURNAME, other name(s) ]

Address [ House number, street name, postcode, city, country |
Telephone

Fax

E-mail

Nationality

Date of hirth [ Day, month, year]

WORK EXPERIENCE

+ Dates (from - to) [ Add separate entries for each relevant post occupied, starting with the most recent.

* Name and address of employer

* Type of business or sector

+ Occupation or position held

+ Main activities and responsibilities

EDUCATION AND TRAINING

+ Dates (from - to) [ Add separate entries for each relevant course you have completed, starting with the most
recent. |

» Name and type of organisation
providing education and training

* Principal subjects/occupational
skills covered

* Title of qualification awarded

» Level in national classification
(if appropriate)




PERSONAL SKILLS

AND COMPETENCES

Acquired in the course of life and career
but not necessarily covered by formal
certificates and diplomas.

MOTHER TONGUE

OTHER LANGUAGES

+ Reading skills
* Writing skills
« Verbal skills

SOCIAL SKILLS

AND COMPETENCES

Living and working with other people, in
multicultural environments, in positions
where communication is important and
situations where teamwork is essential
(for example culture and sports), etc.

ORGANISATIONAL SKILLS

AND COMPETENCES

Coordination and administration of
people, projects and budgets; at work, in
voluntary work (for example culture and
sports) and at home, etc.

TECHNICAL SKILLS

AND COMPETENCES

With computers, specific kinds of
equipment, machinery, etc.

ARTISTIC SKILLS

AND COMPETENCES
Music, writing, design, etc.

OTHER SKILLS
AND COMPETENCES
Competences not mentioned above.

DRIVING LICENCE(S)

ADDITIONAL INFORMATION

ANNEXES

[ Specify mother tongue ]

[ Specify language ]

[ Indicate level: excellent, good, basic. ]
[ Indicate level: excellent, good, basic. ]
[ Indicate level: excellent, good, basic. ]

[ Describe these competences and indicate where they were acquired. ]

[ Describe these competences and indicate where they were acquired. ]

[ Describe these competences and indicate where they were acquired. ]

[ Describe these competences and indicate where they were acquired. ]

[ Describe these competences and indicate where they were acquired. ]

[ Include here any other information that may be relevant, for example contact persons,
references, etc. |

[ List any attached annexes. ]



Prilohy / odeslani

« Jaké prilohy jsou potreba, vyplyva z inzeratu volného mista

+ Kopie dokladt neni tfeba zasilat pfedem

« Zadost mUzZete zaslat postou, faxem nebo e-mailem (zaleZi na udajich,
které zaméstnavatel zverejni spolu s informacemi o volném misté)

» Pokud mate, prilozte i kopii EUROPASSu

« Je Z4douci, abyste méli prelozeny do daného jazyka kopie Vasich dokladd

Prijimaci pohovor

Prijimaci pohovor je na Malté povaZzovan za nejddleZitdjsi ¢ast vyb&rového Fizeni, kam
jsou zarazeni, z pohledu zaméstnavatele, uchazeci zajimavi nebo nécim vyjimecni. Za
velikou vyhodu je povazovana znalost maltského jazyka. Vzhled a vystupovani hraje
velkou roli. Casto jsou kladeny otazky typu:

~ProC chcete pracovat pravé na Malté?"

»ProcC jste si vybral zrovna nasi firmu?"

~Pro¢ bychom méli vybrat Vas a ne jiného uchazece?"

»Jaké jsou Vase silné a slabé stranky?"

+ Co byste maéli:
- jevit viditelny zajem o nabizené volné misto
- aktivné klast otazky
- poskytnout priklady prokazujici Vase dosazené Uspéchy

+ Co byste neméli:
- zapomenout pfinést si s sebou na pohovor kopie dokladt o vzdélani a reference
- kritizovat predesiého zaméstnavatele
- pUsobit pfili$ suverénnim dojmem a mit to tzv. ,na haku®



