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	EUROPEAN COMMISSION



application form
SELECTION OF TEMPORARY STAFF
	Selection No. (This number should be quoted in all correspondence.)
e.g. COM/TA/reference DG/14/… or … T/reference DG/14 (as mentioned in the Selection Notice)
	COM/AT/HR/16/AD5


	You must fill in the application form completely. Failure to do this may result in your application being rejected.



	1.
	Surname 
	Maiden name (if applicable)
	Forenames 


	
	     

 FORMTEXT 



	     
	     


	2.
	Address (please advise of any changes as soon as possible)
	e-mail

	     

	
	     

	Tel. work

	     

	
	
	Tel. home

	     

	
	
	Mobile tel.
	     

	
	
	
	

	
	Name and telephone number of a person to be contacted should you be unavailable
	

	
	     
	     


	3.
	Place and country of birth:
	Date of birth
(dd/mm/yy)
	Current nationality (if dual, indicate both)

	
	     
	     
	     


	4.
	Gender
	
	M FORMCHECKBOX _
	 FORMCHECKBOX 

	F FORMCHECKBOX _
	 FORMCHECKBOX 

	
	
	
	


	5.
	Knowledge of languages


	First language
	      


	Languages
	2(*) :      
	3(*) :      
	4(*) :      
	5(*) :      

	
	Read
	Write
	Understand
	Speak
	Read
	Write
	Understand
	Speak
	Read
	Write
	Understand
	Speak
	Read
	Write
	Understand
	Speak

	Excellent
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Very good
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Good
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Satisfactory
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Basic
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


* Please indicate the name of the language
	Other languages:
	     


	6.
	Education


	Please provide details of all educational establishments attended from secondary school onwards (lower secondary, higher secondary, further education, including technical or professional training, higher or university education). Concerning post-secondary education please also mention intermediate diplomas (i.e. deug, candidature, vordiplom).
Please indicate whether the diploma(s) you obtained correspond to a complete cycle in your country.

	A. Secondary, technical, professional and higher (non-university) education (please complete this section only when you apply for a selection for function group ast)



	Name and location of establishment
(town, country)
	Certificate or diploma obtained
	Date you obtained the diploma
(day, month, year)
	Complete cycle of studies yes/no
	Normal length of complete cycle

	     
	     
	     

	     
	     

	     
	     
	    

	     
	     

	     
	     
	    

	     
	     


	B. University education 




	Name and location of establishment
(town, country)
	Certificate or diploma obtained
	Date you obtained the diploma
(day, month, year)
	Complete cycle of studies yes/no
	Normal length of complete cycle

	     
	     

 FORMTEXT 
 
	     

	     
	     

	     
	     
	     

	     
	     

	     
	     
	     

	     
	     

	     
	     
	    

	     
	     


	C. General, specialist and further training



	Name and location of establishment
(town, country)
	Certificate or diploma obtained
	Date you obtained the diploma
(day, month, year)
	Complete cycle of studies yes/no
	Normal length of complete cycle

	      

	 

 FORMTEXT 
     
	     

	     
	     

	     
	     
	     

	     
	     

	     
	     
	     

	     
	     

	     
	     
	    

	     
	     


	7.
	Professional experience 

	Indicate, in chronological order starting with your current post, all the posts which you have held and the tasks you performed.


	nature and description of tasks

	Name and address of employer
	Occupation rate


	From
(day, month, year)
	To
(day, month, year)

	     
	     
	      
	     

	     


	     
	     
	      
	     

	     


	     
	     
	      
	     

	     


	     
	     
	      
	     

	     


	     
	     
	      
	     

	     


	     
	     
	      
	     

	     



	8.
	QUALIFICATION FOR PRE-SELECTION 

	Indicate, even if already mentioned, proven knowledge and experience in one or more of the following areas, as mentioned at the point 4.1.1 of the selection notice. Please give a detailed description.


	Areas of proven knowledge and experience

	nature and description of tasks, roles and responsibilities

	Name and address of employer, institution or studies
	From
(day, month, year)
	To
(day, month, year)

	Legal, economic and statistical analysis relating to the application of the Staff Regulations of Officials of the European Union and the Conditions of Employment of Other Servants of the European Union
	     
	     
 
	     

	     


	Drafting of legislative and administrative acts and monitoring of issues related to financial entitlements under legislative procedures established by EU treaties
	     
	     
 
	     

	     


	Drafting of budget forecasts and calculations of the impact of legislative and administrative acts on the EU budget
	     
	     
 
	     

	     


	Use of computer tools designed for managing the human resources of an institution or other body of the EU
	     
	     
 
	     

	     


	Social dialogue within an institution or other body of the EU
	
	
	
	


9.  Information technology and office skills
	Tools
	Word
	Excel
	Power point
	Access
	Frontpage
	Outlook
	Internet
	Other

	Excellent
	 
	 
	 
	 
	 
	 
	 
	 

	Very good
	 
	 
	 
	 
	 
	 
	 
	 

	Good
	 
	 
	 
	 
	 
	 
	 
	 

	Satisfactory
	 
	 
	 
	 
	 
	 
	 
	 

	Basic
	 
	 
	 
	 
	 
	 
	 
	 


	10.
	Do you have a physical disability requiring special arrangements to be made at the tests?

	
	Yes    FORMCHECKBOX 

	No   FORMCHECKBOX 



	
	If so, please give details and indicate the nature of the special arrangements you consider  necessary.
     


DECLARATION
I, the undersigned, declare that:
a) I am citizen of one of the Member States of the European Union.
b) I enjoy my full rights as a citizen
c)  I have fulfilled any obligations imposed on me by the laws concerning military service.
d)  I meet the character requirements for the duties involved
e) the information provided above and in the annexes is true and complete.
I am aware that i am expected to produce supporting documents confirming the information given in my application.
I am aware that any false statement may invalidate my application and/or, where appropriate, result in the cancellation of the contract, pursuant to Article 50 of the Conditions of Employment of other Servants of the European Union
.
      


     
(Date)
(Name and signiture)

ANNEX 1
REQUEST FOR REVIEW – APPEAL PROCEDURE – 
COMplaint TO THE européAn OMBUDSMAN

Since the Staff Regulations apply to both the admission phase and the selection, please note that all the proceedings of the selection Committee are covered by the confidentiality laid down in Annex III of the Staff Regulations. If at any stage in either part of the selection process you consider that your interests have been prejudiced by a particular decision, you can take the following action:

· Request for review
Within 10 days by email to : HR-AT-CANDIDATURES@ec.europa.eu (same email address used for applications)
DG HR will forward your request to the Chairman of the Selection Committee where it comes within the board's remit.  You will be sent a reply as soon as possible.

· Appeal
You can lodge a complaint under Article 90(2) of the Staff Regulations of Officials of the European Union.  One single copy of the complaint should be sent by one of the following ways:
· by e-mail, preferably in .pdf format, to the functional mailbox HR MAIL E2 (HR-MAIL-E2@ec.europa.eu ) or 

· by post, to the office address 
European Commission
Office SC11 4/36
B-1049 Brussels or 

· handed in at the office address SC11 4/001 (rue de la Science 11, office 4/001) from 09.00 to 12.00 and from 14.00 to 17.00.
The time limits for initiating these two types of procedure (see Staff Regulations as amended by Council Regulation n° 723/2004 of 22 March 2004, published in the Official Journal of the European Union L 124 of 27 April 2004 – http://europa.eu/eur-lex) start to run from the time you are notified of the act allegedly prejudicing your interests.

You should note that the appointing authority does not have the power to amend the decisions of a Selection Committee.  The Court has consistently held that the wide discretion enjoyed by selection committees is not subject to review by the Court unless rules which govern the proceedings of selection committees have clearly been infringed. 
· Complaint to the European Ombudsman
Like all citizens of the European Union, you can make a complaint to:

European Ombudsman 

1 avenue du Président Robert Schuman 
CS 30403
F - 67001 Strasbourg Cedex

http://www.ombudsman.europa.eu/media/en/default.htm
Note that complaints made to the Ombudsman have no suspensive effect on the period laid down in Articles 90(2) and 91 of the Staff Regulations for lodging complaints or for submitting appeals to the Civil Service Tribunal under Article 270 of the Treaty on the Functioning of the European Union. Note also that, under Article 2(4) of the general conditions governing the performance of the Ombudsman's duties, any complaint lodged with the Ombudsman must be preceded by the appropriate administrative approaches to the institutions and bodies concerned.
ANNEX 2
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	EUROPEAN COMMISSION

DIRECTORATE-GENERAL HUMAN RESOURCES AND SECURITY

Directorate HR.DDG.B - Talent Management & Diversity
Selection, Recruitment & End of Service












Brussels









HR.DDG.B1
Subject: Information on the protection of personal data under a temporary staff selection procedure

Personal data supplied by candidates under this selection procedure are processed in accordance with Regulation (EC) No 45/2001 of the European Parliament and of the Council of 18 December 2000 (http://eur- lex.europa.eu/LexUriServ/LexUriServ.do?uri=CELEX:32001R0045:EN:HTML). Articles 11 and 12 of the Regulation require the Recruitment and End of Service Unit of the Directorate‑General HUMAN RESOURCES AND SECURITY (hereunder "DG HR") to provide candidates with the following information.

Identity of the controller: The Head of Unit HR.DDG.B.1 "Selection, Recruitment and End of Service".

Purposes of the processing operation: to help the Directorates‑General (hereunder "DG") organise a selection procedure for temporary staff to constitute a list of successful candidate(s) best matching the profile set out in the selection notice. Individual information is given to each candidate on the various stages of the selection process. 

Recipients of the data: The selection committee processes the candidates' files (which include identification data as well as admissibility data) the reasoned report and the reserve list, without however storing them. The HR service of the DG concerned processes and stores the candidates' files (including not selected candidates), the reasoned report and the list of successful candidates. DG HR services store the successful candidates' files, the reasoned report and the list of successful candidates.
Right of access and right to rectify the data: candidates can send an email with a copy of an identity document to HR.DDG.B1 (HR-B1-SELECTIONS-RESERVE-LISTS@ec.europa.eu) to indicate any changes to their personal data. If they wish, candidates can obtain a copy of their personal data as recorded by HR.DDG.B1 by sending an email with a copy of an identity document to the above functional mailbox. Aggregated results on the selection can be provided at the request of the candidate
Data concerned:

· Personal data (e.g. data enabling candidates to be identified and contacted): surname, first name, date of birth, gender, nationality, home address, email address, name and phone number of a contact person to be used if the candidate is unavailable. 

· Information supplied by candidates under the selection procedure to assess whether they comply with the profile sought in the selection notice (application, curriculum vitae and supporting documents, in particular diplomas and professional experience). Data on admissibility criteria cannot be changed after the closing date of application. The right of rectification cannot be exercised after the closing date of applications' submission.
· Individual information given to each candidate on the various stages of the selection process. 

· Some data related to gender and nationality, aside from identification purposes, might be processed on the basis of the EC's policy and internal decision

Legal basis: 

· Conditions of Employment of Other Servants of the European Union, laid down by Regulation (EEC, Euratom, ECSC) No 259/68 of the Council as last amended by Regulation (EU, Euratom) No 1023/2013 of the EP and of the Council of 22 October 2013.

· Commission Decision C(2013) 9049 of 16 December 2013 on policies for the engagement and use of temporary agents.

Date of launch of the processing operation: date on which the application is submitted.

Length of time the data are kept: the files of successful candidates are kept by Unit HR.DDG.B1 until they are recruited by the Commission. As soon as they are recruited, the selection files are destroyed and replaced by personal files. Where successful candidates are not recruited, their selection files are kept by Unit HR.DDG.B1 five years after the closure of the selection procedure. All other selection files are kept by the respective DG until the deadline for appeal has expired following the publication of the list of successful candidates. 

Candidates may at any time have recourse to the European Data Protection Supervisor (edps@edps.europa.eu).

� Where necessary enclose a job description, if you have one.


� E.g. full-time, part-time, etc.


� Where necessary enclose a job description, if you have one.


� 	
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