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Ombudsperson,

In conformity with Article 132 and Article 133 of Constitution of the Republic of Kosovo,
Article 37 of Law No. 05/L -019 on Ombudsperson, Constitutional Court judgment No. KO
73/16, Articles 10; 15; 16; 20 and 91 of the Rules of Procedure No. 02/2016 of the
Ombudsperson Institution; as well as Articles 36, p.3; 46, of the Regulation No. 01/2016 on
Internal Organisation and Jobs Systematisation in the Ombudsperson Institution,

Promulgates,

REGULATION No. 03/2017

ON CAREER ADVANCEMENT AND TRANSFER OF EMPLOYEES OF
THE OMBUDSPERSON INSTITUTION

CHAPTER I

GENERAL PROVISIONS

Article 1
Purpose

This Regulation shall define criteria and procedures on the advancement of employees in the
Ombudsperson Institution and their transfer within and outside the Ombudsperson Institution.

Article 2
Scope

Provisions of this Regulation shall apply in all cases of advancement and transfer of the staff
of the Ombudsperson Institution (hereinafter OI) from a lower position to a higher functional
position or from a lower grade to a higher grade within the same functional category, as well
as in all cases of the transfer of staff of OI within or outside the Institution, in accordance
with the defined procedures and criteria.



CHAPTER II

PROCEDURES AND ADVANCEMENT CRITERIA

Article 3
Promotion through advancement

. In cases when a vacant job position in the management, professional and administrative
category is not filled through transfer procedure or parallel relocation, the Human
Resources Division of OI shall announce the procedure on promotion through
advancement.

. The filling of vacant job position through the promotion procedure shall be open to OI
employees of a lower category, in the same unit or within OI, who meet the conditions,
set forth under article 20 of this Regulation.

Article 4
Request for promotion through advancement

. Request for initiation of the procedure for filling the vacant job position through
advancement of the staff is done by the Head of department, namely the organisational
unit and is submitted to Ombudsperson for approval, through General Secretary
(Form.IAP-A-01).

. The announcement for advancement for the vacant job position is done through internal
competition by Human Resources Division (hereinafter HRD) within OI in suitable
places, in the public information billboards, which is accessed by all employees as well as
in the internal electronic network.

. The competition should be open at least five (5) work days from the date of publication.

. If less than two (2) candidates apply for the vacant position, the announcement of the
internal competition is extended for two (2) more work days with the preliminary consent
of the General Secretary.

. In case after the extension of the competition no more than one (1) candidate applies in
the competition, the Selection Commission shall continue with the advancement
procedure even with one candidate if the criteria of selection are met according to the
internal competition.



Article 5
Contents of the competition for advancement

Competition should contain:

liels The organisational unit of the vacant job position,

L2, Title of job position,

13, Number of positions planned for advancement,

1.4. The classification sign of the job position,

1:5: General job description for which competition is conducted,

1.6. Criteria of job position,

1.7. Documents to be submitted and the method of their submission, and
1.8 The place where applications can be obtained.

Advancement announcements should contain the note: “Ombudsperson Institution
provides equal opportunities of advancement to all OI employees and welcomes
applications from all employees, and the non-majority communities and their members
are entitled to a fair and proportional representation in all structures and organizational
units of OI”

. Applications submitted after the deadline foreseen are not accepted and incomplete
applications are rejected.

. Only short-listed candidates will be contacted.

. In accordance with this Article, FORM IAP-A-02 is used for the announcement of
recruitment.

Article 6
Promotion Commission

The evaluation of candidates for promotion is done by the Promotion Commission
(hereinafter: Testing Commission), which should be gender-balanced and multi-ethnic,
and should be comprised of no less than three (3) members, holding higher positions than
the position to be recruited.

1.1. One member of the commission should be the Head of department/ unit where
the officer to be advanced will work. In case we are dealing with the filling of
the job position of the Head of department/relevant unit through advancement,
a member of the commission should be one of the deputy Ombudspersons,
responsible for the sector within which the department/relevant unit is located.



1.2. The second and third member of the commission may come from other OI
departments/units with capacities and knowledge in the area of the vacant
position.

. Members of Testing Commission may be appointed also from outside OI, if the need
arises, due to managerial and professional experience or for gender and ethnic balance, as
well as of the higher position than the position to be recruited, in cases when the
Commission cannot be appointed according to paragraph 1.2 of this Article.

. The advancement procedure is observed by one HRD member. The role of the HRD
member deals with ensuring compliance of the selection process with the rules and
procedures in force.

Selection Commission for each case is established on the special decision of the General
Secretary, with the preliminary consent of Ombudsperson, considering the provisions of
this Regulation.

Selection Commission is responsible for the development of the advancement procedure
and the proposal of the advancement of the successful candidate.

CHAPTER III

APPLICATION PROCEDURE FOR ADVANCEMENT

Article 7
Organisation of written and verbal testing

Selection Commission shall prepare written tests and decide on the questions, which
will be posed to candidates during the written and verbal testing.

Selection Commission during the written testing and verbal interview is based on the
scoring system defined under Articles 16 and 20 of this Regulation, presented in the
Form-IAP-A-07 or Form-IAP-A-07a.

Selection Commission shall decide on the roles and responsibilities of its members
during the procedure of written testing and verbal interview. A form will be provided
to members of the Selection Commission, Form IAP-A-07 or Form [IAP-A-07a, for
using specific criteria of the final selection, which include the score for each criterion,
at a maximum of up to 100 points.

Article 8
Rules for the procedure of written testing
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Written testing is held in case of advancement from:
1.1. One category to a higher functional category, and

1.2, If the vacant position is three (3) grades higher than the grade of the
employees who applied for advancement within the same functional category.

Article 9
Stages of advancement procedure

The application procedure for advancement is conducted in two stages:

1.1. The preliminary verification whose intention is to verify if the candidates
satisty the requirements defined in the announcement for advancement;

1.2.  Evaluation of candidates.

Selection Commission, based on the documentation presented, shall conduct
preliminary verification of candidates satisfying the requirements defined in the
announcement for advancement no later than five (5) work days from the date of their
reception.

Selection Commission, after verification according to paragraph 2 of this Article,
shall make a ranking of the candidates satisfying the requirements of job position in a
list according to the alphabet order.

Candidates failing to meet the requirements defined in the announcement for
advancement are ranked in a special list showing the reasons for failing to meet these
requirements. The list is administered by HRD and is not made public. Candidates not
qualified are notified by HRD.

Article 10
Criteria for inclusion in the short list

Members of Selection Commission shall evaluate applications on the basis of the
following criteria:

1.1 Professional education and qualification, consisting of the evaluation of
curriculum vitae of candidates, evaluation of education and evaluation of
training associated with relevant area and annual evaluations of achievements;

1.2 Work experience, consisting of the relevant professional and managerial
experience, depending on the position of work classification;

1.3 Other elements of merit.

Each member shall evaluate the candidate on each criterion. The maximum number of
each criterion is 30 points. The total of evaluation points of candidates for inclusion in
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the short list is 90, which are divided accordingly, while the minimum for the
selection of the candidate for further testing procedures is 60 points.

3. Candidates failing to achieve the minimum number of points are excluded from
further advancement stages.

4, In accordance with this Article, Form IAP-A-05 is used.

Article 11
Finalisation of the short list of candidates

1. Selection Commission should prepare a short list with at least two (2) candidates. If
the panel cannot identify at least two (2) adequate candidates for inclusion in the short
list, the deadline is extended for two (2) more work days.

2. After the extension of the deadline, Selection Commission shall make the selection
even with one (1) adequate candidate satisfying the competition criteria.

Article 12
A report on the preparation of the short list

1. The Chair of the Selection Commission shall prepare a short written report for HRD,
which describes the result of the short list, ranking names of persons, included in it
and describes whatever issue that he or she thinks that has to be made known to HRD.

2. An annex will be attached to the report, containing the following:
2.1 Applications submitted by candidates involved and excluded from the short
list;
2.2 A report on the summary of points, through which each candidate was
evaluated during the preparation of the short list (Form IAP-A-05a);

2.3 Final list of candidates that will be tested during final selection.
Article 13
Notifying the short-listed candidates
Candidates selected for the short list are notified within three (3) days and are invited to

participate to other stages of selection process (Form [AP-A-06).

Article 14
Testing of the candidates



Testing of the candidates included in the short list is made within 10 (ten) days after
the receipt of the final short list.

Testing of the candidates is done through written and verbal testing. Verbal testing is
held only for candidates who passed the written testing.

Candidates who do not participate in the verbal testing are considered to have
withdrawn from the competition, and their rights as short-listed candidates and the
points earned in the written testing are not taken into consideration.

Article 15
Contents of written testing and evaluation

Twenty four (24) hours before the development of the evaluation stage of candidates,
Selection Commission shall prepare questions for testing in the area of knowledge,
skills and qualities announced according to the competition published.

Written testing for candidates, depending on the criteria defined contains: 2 essays, 3
questions and a text to be translated into Albanian/Serbian, or vice versa, while it is
comprised of the following parts:

2.1.  Part of general knowledge and skills, and personality. In this part, candidates
are posed 2 questions, one in the format of an essay and the other question
from the area relating to the general knowledge and professional skills.

2.2.  Part of knowledge related to the job position. In this part, candidates are posed
1 question in the format of an essay and 2 questions relating to the relevant
area from the job position.

2.3 Part of knowledge for foreign languages, for positions which require the
knowledge of a foreign language, candidates are given a text to translate in
Albanian/Serbian or vice versa.

Candidates who successfully pass the written testing or manage to accumulate at least
60% of the maximum points defined by the Selection Commission are selected to take
a verbal interview. Candidates who do not pass the written testing are excluded from
other stages of competition for the relevant position.

Article 16
Evaluation of testing

The evaluation of written testing for the positions which do not require knowledge of
a foreign language is done as follows:

1.1 For the part of general knowledge and skills, the evaluation points accumulate
up to 60%,



1.2 For the part of knowledge related to the job position, the evaluation points
accumulate up to 40%.

For positions which require knowledge of a foreign language, the evaluation of
candidates is done as follows:

2.1 For the part of general knowledge and skills, the evaluation points accumulate
up to 45%;

22 For the part of knowledge related to the job position, the evaluation points
accumulate up to 35%; and

23 For the part of knowledge of foreign languages, the evaluation points
accumulate up to 20%.

Article 17
Verbal testing

Candidates who successfully pass the written testing are subject to the verbal
interview, which is comprised of 6 questions from the following parts:

1.1 Part for testing the personality and professional plans, during which candidates
are posed 1 question, which interrelates to personality and professional plans.

1.2 Part for testing capacities and skills, during which candidates are posed 2
questions, which interrelates to: communication skills, behaviour under
pressure, reactions to different questions, quick analytical skills, as well as the
vision and future potential.

1.3 Part for testing the knowledge related to the job position, during which
candidates are posed 2 questions interrelating to the specific area of the job
position.

1.4. Part of knowledge on foreign languages, for positions requiring the knowledge
of a foreign language, candidates’ are posed 1 question in a foreign language.

Article 18
Evaluation of verbal interview

For positions, which do not require the knowledge of a foreign language, the
evaluation of candidates is done as follows:

1.1 For the part of testing personality and professional plans, evaluation points
accumulate up to 25%;

1.2 For the part of testing of capacities and skills, evaluation points accumulate up
to 35%;



1.3 For the part of testing of knowledge interrelating to the job position,
evaluation points accumulate up to 40%.

For positions, which require the knowledge of a foreign language, the evaluation of
candidates is done as follows:

2.1 For the part of personality and professional plans, evaluation points
accumulate up to 20%;

2.2 For the part of testing of capacities and skills, evaluation points accumulate up
to 25%;

2.3.  For the part of knowledge interrelating to the job position, evaluation points
accumulate up to 35%; and

2.4.  For the part of knowledge for foreign languages, evaluation points accumulate
up to 20%.

Article 19
Procedure of evaluation of written testing and verbal interview

Members of Selection Commission make an individual evaluation of written testing
and verbal interview (Form.IAP-A-08, namely, [AP-A-08a).

Members of Selection Commission shall write down jointly the candidates’ points in
the Form IAP-A-09, regarding the summary of individual evaluations.

After the completion of written testing and verbal interview, the Chair of the Selection
Commission prepares a short written report for the Personnel Manager, proposing the
appointment of candidates recommended, determining the place where testing was
held, names of members of commission, names of candidates recommended who took
the testing. In addition to these data, the report should also contain:

3.1 Points awarded to each candidate from each member of Selection
Commission, Form.IAP-08 and the summary of individual evaluations,
Form.IAP-A-09.

3.2 The report of final ranking of candidates which presents the total points of
candidates based on merit, Form.JAP-A-10;

3.3  Recommendation of suitable candidate/s for appointment included in the final
report of Selection Commission’s form, Form.IAP-A-11.

If no candidate achieves the minimum number of points required and subsequently it
is impossible to recommend a suitable candidate, the Chair will report this to the
Personnel Manager and will propose the re-announcement of the position and
initiation of a new recruitment procedure in accordance with the procedure defined
under this Regulation.



Article 20
Conditions and criteria for advancement

Conditions and criteria for advancement from a lower position to a higher functional
position or from a lower grade to a higher grade within the functional position are:

1, Availability of vacant positions;

1.2. Satisfying the qualification and professional criteria defined in the application
announcement;

13, Satisfying all conditions defined for that position;

1.4. Satisfying other conditions defined in the Regulation on Description and

Classification of job positions in OI;

1,5: Successful passing of the advancement process;
1.6. Evaluation work results during the last two (2) years should be positive;
1.7 No disciplinary procedure should have been initiated or the candidate should

have been punished with a disciplinary sanction during the last two (2) years,
or no disciplinary sanction should be in force for candidates;

1.8. No criminal procedure should be initiated (certificate proving that candidate is
not under investigation).

Advancement is possible for all OIK employees, who are not classified lower than three
(3) work grades from the announced vacant position, except cases when otherwise
defined by a special decision of Ombudsperson.

In order to pass into one (1) higher grade within the same functional category no written
testing is necessary.

Article 21
The minimum period in a position

The minimum period for advancement from a lower professional position to a higher
professional position or from a professional position to a management position is one (1)
year when the performance of the employee was evaluated good, very good or excellent.

In extraordinary cases of the emergency character, an exception can be made from the
general advancement criteria on a special decision of Ombudsperson.

The decision should contain the grounded reasoning for avoiding general criteria.
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Article 22
Communication with the selected candidates and the announcement of the advancement
procedure results

1. HRD shall notify the successful candidate/s in writing concerning their rights for
appointment.
2. HRD is responsible for the announcement of the results of the advancement procedure

in the work premises of OI. The notice shall contain the names of successful
candidates, the employment position and points earned during the selection procedure.

4, Copies of decisions and the list of successful candidates shall also be placed publicly
on the billboards in the premises of OI.

4. Results shall be published within five (5) days after the completion of the
advancement procedure and the decision for the appointment of the successful
candidates.

5. All candidates invited in the selection and in the final testing shall be informed on the
results in writing.

Article 23
Setting the multiplier after advancement

Upon the advancement of the employee form a lower professional position to a higher
professional position or from a professional position to a management position, the multiplier
(salary level) of the position into which the advancement was made shall be set.

CHAPTER 1V
PROCEDURE FOR THE TRANSFER OF EMPLOYEES

Article 24
Filling of the vacant job positions and types of transfers

1. According to OI’s needs, vacant positions may be filled through the procedure of
parallel relocation, namely through the transfer of employees.

2. Transfer of staff may be temporary or permanent.
3. Temporary or permanent transfer may be done:
3.1.  Within OI, and

3.2.  in some other institution outside OI.
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