
 

UNOFFICIAL TRANSLATION 

 

Embassy of Italy 

Jakarta 
 

 
NOTICE OF RECRUITMENT OF EMPLOYEE  

 

 

THE AMBASSADOR OF ITALY TO INDONESIA  

 

GIVEN the  Pres ident ia l  Decree  5 .1 .1967,  no .  18 ,  concerning the  Organiza t ion  of  

the  Adminis t ra t ion of  Foreign  Affa ir s ,  and subsequ ent  amendments  and addi t ions,  

wi th  par t icu lar  re ference  to  Legislat ive  Decree  no .  7  Apr i l  2000,  no  103,  which 

replaces  t i t le  VI of  the  D.P.R.  no  18/67 re lat ing to  contract  employees  a t  off ices  

abroad;  

GIVEN,  the  Minister ia l  Decree  03/16/2001,  n .  032/655,  r egis te red  by the  Cour t  of  

Audi tors  on 27 .4 .2001 (Reg.  4 ;  Fg.296) ,  contain ing “requi rements  and methods  for  

h i r ing contract  employees  a t  dip lomat ic  miss ions ,  consular  of f ices  abroad and 

Ita l ian  ins t i tu tes  of  Cul ture” ;  

GIVEN the  minis te r ial  au thoriza t ion  ref er red  to  in  the  message  Mae -no 0098020 of  

15/06/2022  and the  reasons  conta ined  therein ;  

   

INFORMS THAT 

 

I t  i s  the  in t ent ion  of  th is  Embassy to  h i re  1  (one)  employee  to  be  assigne d to  the 

services  of  Dr iver  /  c le rk /  recept ionis t .  

 

1.  GENERAL REQUIREMENTS  
 

Candidates  in  possess ion  of  the  fo l lowing requir ements  can par t ic ipa te  in  the 

se lec t ion:   

1 )  being,  on  the  date  of  th is  not ice ,  a t  least  18  years  of  aged ;  

2)  being of  sound const i tu t ion;  

3)  being in  possession  of  the  fo l lowing qual i f icat ion:  Elementary school  or  

equiva lent ;  

4)  having been res ident  in  Indones ia  for  a t  l eas t  two years ;  

5)  being in  possession ,  a t  the  date  of  the  dr iving tes t ,  of  va l id  dr iving l i cense 

for  the  performance  of  the  dut ies  of  dr iver  in  Indones ia .  

 

The requirements  2) ,  3)  and  4)  must  be  in  posses sion  by the  da te  of  the  deadl ine 

es tabl i shed  in poin t  2 be low . 

 

 

2 .  PRESENTATION OF CANDIDATURES  

 

Appl ica t ions  have  to  be  drawn up according to  the form avai lable  at  the Embassy 

of  It a ly in  J akar ta  and  herewith  at tached and  must  be  submi t ted  no later  than 

00 .00  on 26  September 2022 .  
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Appl ica t ions  could  be  sent  e lect ronica l ly,  s igned,  scanned and 

accompanied  by a  copy of  a  va l id  ident i ty document ,  to  the  fo l lowing e -mai l  

address:  ambasc ia ta . j akar ta@ester i . i t .  

Appl ica t ions ,  s igned and accompanied  by a  copy of  a  va l id ident i ty document ,  

could  a lso  be  submi t ted  on  pla in  paper  addressed  to :   

Embassy of  It a ly in  Jakar ta  

Address :  J l .  Diponegoro  45  Menteng -  J akar ta  10310 

In  th i s  case ,  appl icat ions  are  cons idered  su bmi t ted  in  good t ime i f  rece ived  with in 

the  above  deadl ine .  

 

In  the  appl icat ion ,  candidates  have  to  declare  under  the ir  own responsibi l i ty:  

a )  surname,  f i r s t  name,  da te ,  p lace  of  bi r th  and res idence;  

b)  address  to  which  any communica t ions  must  be  sent ;  

c )  cer t i f i ca te  of  heal thy phys ica l  cons t i tut ion;  

d)  the  ci t i zenship  or  ci t izenships  they possess;  

e )  how long they have  res ided  in  Indones ia ;  

f )  any cr iminal  convict ions  including those  inf l i c ted  abroad as  wel l  as  pending  

cr iminal  measures  aga inst  them in  Ita ly and abroad;  

g)  the  pos i t ion  regarding mi l i ta ry obl iga t ions  ( for  candidates ’  subjec t  to  

mi l i t ary service  obl iga t ions) ;  

h)  possess ion  of  educat ional  qua l i f i cat ions  at  l east  equiva lent  to  tha t  indica ted 

in  paragraph 3  of  poin t  1  above;  

i )  possess ion  of  va l id  dr iving l i cense  for  the  per formance  of  the  dut ies  of  

dr iver  in  Indones ia .  

 

For  the  purposes  of  ass igning the  addi t iona l  scores  referred to  in  the fol lowing  

point  "6 -Evalua t ion  of  qual i f ica t ions" ,  candidates  may a l so  dec lare:  

 

j )  possess ion  of  educat ional  qual i f ica t ions  higher  than  requi red ,  a t t aching the 

cer t i f i ca te ,  or  a  copy;  

k)  previous work experience  with equiva lent  t asks  to  those  re fer red  in  this  

not ice  ( in  the  case  of  employees  a l ready in service ,  the  tasks  per formed may  

a l so  be  immedia tely lower  than  those  requi red) ,  a t taching s u i table  

cer t i f i ca t ion  -  a l so  in copy -  and  indicat ing the  causes  of  te rminat ion .  

 

 

3.  EXCLUSION FROM SELECTION PROCEDURES  

 

 

Exclusion  f rom the  select ion  tes ts :  

a )  appl icat ions  which  do  not  show the  possess ion of  al l  the requis i tes  

prescr ibed  in  the  previou s  point  "1 .  General  requirements " ;  

b)  appl icat ions  without  handwr i t ten  s ignature ;  

c )  appl icat ions sent  or  submi t ted af ter  the deadl ine es tabl i shed  by the  previous 

point  2  of  thi s  announcement .  

 

 

4.  EXAMINATION TESTS  

  

Candidates  who meet  the  above  requi rem ents  wi l l  be  subjec ted  to  a  ser ies  of  

theore t ica l  and  pract ica l  t es t s  which  wi l l  cons is t  of :  

1 .  An in terview cons is t ing of :  

mailto:ambasciata.jakarta@esteri.it
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a)  a  conversat ion  in  Ita l i an ,  a imed to  ver i fying the  good 

knowledge  of  t he  language ,  the  professional  a t t i tudes  of  the  candidates 

and the i r  condi t ions  as  e ffect ive ly integrated  into  the  local  envi ronment ;  

b)  a  conversa t ion  in  Engl i sh ,  a imed to  ver i fying the i r  good knowledge  ( in 

the  course of  thi s  conversa t ion ,  candida tes  wil l  be assessed for  the ir  

knowledge  of  loca l  t ra f f ic  regulat ions) ;  

2 .  A dr iving test ;  

3 .  A prac t ica l  t es t  of  sor t ing vi s i tors ,  te lephone  switchboard  opera t ion ,  sor t ing 

cor respondence ,  e tc .  

 

5.  MINIMUM ELIGIBILITY SCORE  

 

To  achieve  the  qual i f i cat ion  scores ,  candida tes  must  obtain  an average  of  a t  l eas t  

70/100,  wi th  marks  of  no  less  th an  60/100 in  each  tes t .  
 

 

6.  EVALUATION OF THE QUALIFICATION 

 

With  the  purposes  of  drawing up  the  f inal  ranking of  el igible  candidates ,  to  the 

average  scores  achieved by each  candidate  who i s  sui tab le ,  poin ts  wil l  be added a 

for  possession of  academic  qual i f icat ions h igher  than  th e  one requi red  and any 

previous  work experience  ( as  long as  these  are  proven with the  documenta t ion 

a t tached to  the  appl icat ion ,  as  indica ted in  point  2)  above ,  wi th  the  maximum 

l imi t s :  

a )  for  each  qual i f icat ion  h igher  than  tha t  requi red  to  par t ic ipa te  in  the  tes t s :  

1 /100 point s ,  up  to  a  maximum of  2 /100 poin ts ;  

b)  for  each  year  of  service  per formed wi thout  demer i t  wi th  ass igned tasks  

equiva lent  to  those provided for  in  thi s  Not ice  (or  immedia tely lower  in the 

case of  employees  a l ready in  service) :  1/100 point s ,  up  to a  maximum of  

3 /100.  

 

7.  DOCUMENTATION 

 

The winning candidate  must  produce  the  fol lowing  cer t i f i ca t ion:  

a )  bi r th  cer t i f i ca te  

b)  cer t i f i ca te  of  c i t i zen ships  

c )  cer t i f i ca te  s tated  the  residence  in  Indones ia  for  at  l eas t  two years  on  the  date  

of  the  appl icat ion  submiss ion  deadl ine  

d)  cer t i f i ca te  of  heal thy phys ica l  cons t i tut ion  

e )  Criminal  record  cer t i f i cate  i ssued  by the  loca l  au thori t i es  

f )  cer t i f i ed  copies  of  academic  qual i f ica t ions ( foreign  academic  qual i f icat ions 

must  be  accompanied by an  of f i cial  t ransla t ion and a  declarat ion  of  va lue  

i ssued  by the  competent  I t a l i an  consular  authori ty  

g)  (only for candidate of citizenship other than that of the country of service) copy of the residence 

permit 

h)  Cer t i f i ed  photocopy of  the  dr iving l i cense,  va l id  for  car rying out  the  dut ies  

of  a  dr iver  in  Indonesia .  

 

 

With  re ference  to  point  g) ,  i t  i s  emphas ized  that  in  the absence  of  such 

documenta t ion  i t  wi l l  not  be poss ible  to  proceed wi th  the recrui tment .  

With  reference  to  the  res idence  requi rement ,  i t  should  be c l ar i f i ed  tha t  the 

cer t i f i ca te  to  be  submi t ted  i s  usual ly the cer t i f i ca te  of  res idence  i ssued  by the 

re levant  local  author i t i es .  
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In  count r ies  character ized  by the  lack of  a  designated  author i ty or  by the al leged 

unrel iab i l i ty  of  documents  i ssued  by the  loca l  au thori ty,  as  provided for  in  Art ic le 

6 ,  paragraph 2 ,  of  Minis ter ia l  Decree No.  032/655 of  2001,  the  successful  

candida te  may apply  to  th i s  Off ice  for  the  i ssuance  of  a  subs t i tute  cer t i f i cat ion 

dec lar ing the  possession  of  the  requirement ,  pursuant  to  Art i c le  52  of  Legis la t ive 

Decree  No.  71  of  February 3 ,  2011.  

I t a l i an  c i t i zens who are  regular ly enrol led  in  the Regis t ry of  It a l ians Resident  

Abroad (AIRE)  may submi t  a  dec lara t ion  in l i eu of  cer t i f i ca t ion  of  AIRE 

enrol lment .   

The cer t i f i cat ion  produced by a  f oreign  adminis t ra t ion  must  be  lega l ized .   

The cer t i f i cat ion  drawn up in  a  foreign  language  must  be proper ly t ranslate  

accompanied by a  cer t i f i ed  t ranslat ion  of  the  or igina l .   

The cer t i f i cat ion  under  (a ) ,  (b) ,  (c ) ,  (d)  must  be  submi t ted wi thin  the  per iod  of  15  

days  f rom the  date  of  the  request  by the  Off ice .  The  remaining documenta t ion  must  

be  submi t ted  before  the  cont rac t  i s  s igned.  

I t  should  be  noted  tha t  I ta l ian and European Union c it izen ,  in  p lace  of  the 

cer t i f i ca t ion  re fer red to  in  point s  a ) ,  b) ,  c ) ,  e ) ,  f )  above must  submi t  the 

appropr ia te  sel f -cer t i f i ca t ion  re fer red  to  in  Ar t ic le  46  of  President ial  Decree  of  28  

December  200,  no .445,  l imi ted  to the  case in which  the  s ta tuses ,  personal  qual i t i es  

and  fact s  a re  conta ined  in  Ita l i an or  European Union publ ic  regis te rs  and ,  in  the 

le t t er  case ,  provide  tha t  our  Representa t ions  a re  given  the  opportuni ty to access  for  

any checks  

Should subsequent  checks  revea l  the  unt ruthfu lness  of  the  content  of  the 

subst i tu t ive  dec larat ions ,  the  in te res ted  par ty wi l l  incur  the c r iminal  sanc t ions 

re ferred  to  in Ar t icle  76  of  the a forement ioned President ia l  Decree  no .  445/2000,  

immedia tely forfei t ing use  and any  o ther  benef i t  tha t  may be  obta ine d  on  the  basi s  

of  the  unt ruthfu l  declarat ion.  

Based  on the  elements  acqui red  f rom the  a ppl ica t ions submi t ted  before  the 

deadl ine ,  i t  wi l l  be  s t ipulated  a  l i s t  of  candidates  admi t ted  to  take  the tes ts  and 

they wi l l  be  summoned by wr i t t en  not ice sent  to  the  inte res ted par t ies  a t  least  10 

days  before  the  da te  se t  for  the  test s .  

A spec ia l  Selec t ion  Commit tee  wil l  be  formed to  car ry out  the  requi rements  of  th i s 

Not ice .  

The  successful  candida te  wil l  not  be  able  to  s ta r t  serving unt i l  a f te r  the  approval  

by cent ra l  budget  Off ice  on  the  minis te r ial  provis ion  approving the  contract .  

 

 

8.  STATEMEN ON TH E PROTECTION OFNATUR AL PERSON WITH 

REGARD TO THE PROCESSING OF PERSONAL DATA  

 
T he  p ro cess in g  o f  p e r so na l  d a ta  i s  b ased  o n  the  p r inc ip le s  o f  l a wfu lne ss ,  fa i r nes s  and  

t r ansp a renc y to  p ro tec t  t he  r igh t  and  fund a men ta l  f r eed o ms  o f  i nd iv id ua l s .  Fo r  th i s  

p urp o se ,  t he  fo l lo wi ng  in fo r ma t io n  sha l l  b e  p ro v id ed :  

1 .  T he  d a ta  co n t ro l l e r  i s  t he  Min i s t r y  o f  Fo re i g n  Af fa i r s  and  In te r na t i o na l  Co o p e ra t io n  

(MAE CI )  o f  the  I t a l i a n  Rep ub l i c ,  whic h  i n  th i s  sp ec i f i c  ca se ,  o p e ra t e s  th ro u gh  the  

E mb ass y  o f  I t a l y  i n  J aka r t a ,  J l .  D ip o nego ro  no .4 5  1 03 1 0  Mente ng ,  j aka r t a ,  

a mb asc ia t a . j aka r t a@e s t e r i . i t ;  

2 .  T he  MAECI  ha s  a  p e r so na l  d a ta  p ro tec t io n  o f f i ce r  who ,  i n  c a se  o f  q ues t io n  o r  

co mp la i n t s ,  c an  b e  co n t ac ted  a t  t he  fo l lo win g  a d d ress  (Min i s t r y  o f  Fo re ign   Affa i r s  and  

In te rna t io na l  Co o p e ra t io n ,  P iazza le  d e l l a  Fa rnes i na  1 ,  0 0 1 35  ROMA,  t e l . :  0 0 3 9  0 6  

3 6 9 11  ( s wi t c hb o a rd ) ,  ma i l :  r p d @es te r i . i t ,  p ec :  r p d @cer t . e s t e r i . i t ) ;  

3 .  T he  p e r so na l  d a ta  p ro cessed  ha ve  a s  the i r  so le  p urp o se  t he  ev en tua l  ca l l i n g  o f  

cand id a te  fo r  ad mis s io n  in t e rv ie ws  and  t he  manage me nt  o f  t he  e mp lo yme nt  r e l a t io ns h ip   

fo r  the  wi n ne r / s ,  a s  r eq u i r ed  b y t he  P re s id en t i a l  Dec ree  1 8 /1 9 67  (T i t le  VI )  amend ed  b y  

mailto:rpd@esteri.it
mailto:rpd@cert.esteri.it
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Le gi s l a t ive  Dec ree  7  Ap r i l  2 0 0 ,  n .  1 0 3  and  b y Min i s t e r i a l  D ec ree  03 2 /6 55  o f  1 6  

March  2 0 0 1 ;  

4 .  T he  pro v i s io n  o f  the  d a ta  o f  the  win ne r ( s ) ,  wh ic h  wi l l  b e  r eg i s t e r ed  a t  t he  MAECI -

DGRI -Of f i ce  VI  in  a  sp ec i f i c  p ap e r  and  comp ute r  f i l e ,  i s  co mp ul so r y b y l a w.  An y 

r e fu sa l  ma y  r e s u l t  i n  e xc lu s io n  f ro m t he  ca l l  fo r  in t e r v ie ws  o r  the  i n ab i l i t y  to  p ro ceed  

wi t h  a n y r ec ru i t me nt ;  

5 .  T he  d a ta  p ro cess ing  wi l l  b e  ca r r i ed  o u t  man ua l l y  o r  e l ec t ro n i ca l l y  b y  sp ec ia l l y  

ap p o in ted  p e r so nne l ;   

6 .  T he  d a ta  o f  the  wi n ne r / s  wi l l  b e  co mmu nica ted  to  the  M .E .F  –  Cent r a l  B ud ge t  Of f i ce  a t  

t he  M AECI ,  p ur s ua n t  t o  a r t . 5  o f  Le gi s l a t ive  D ec ree  3 0 .0 6 .20 1 1 ,  n .  1 23 ,  and  to  the  

sub j ec t s  en v i sa ged  b y I t a l i an  a nd  lo ca l  l eg i s l a t io n :  M.E .F .  -  Ce nt r a l  B ud ge t  O f f i ce  a t  

t he  M AECI  fo r  sp end in g  au t ho r i za t io n ,  AG S when  r eq ue s t i ng  o p in io n s ,  t r us t ed  l a wyer s  

fo r  r ep re sen ta t io n  b e f o re  the  lo ca l  co ur t ,  Min i s t r y  o f  Eco no my a nd  F i nance ,  mi n i s t r y  

o f  Lab o r ,  p r iva te  ins ur ance  co mp anie s  fo r  t he  o b l iga t io n  r e fe r r ed  to  in  a r t  1 5 8  o f  

P re s id en t i a l  Dec ree  1 8 /6 8 7 ;  INP S,  INAIL,  lo ca l  so c ia l  secur i t y / we l fa r e  b o d ie s ,  l o ca l  

au tho r i t i e s  fo r  the  p urp o se  o f  the  necessa r y  fo r ma l i t i e s ;   

7 .  Fo r  un succe ss fu l  ca nd id a te s ,  i n  t he  ab se nce  o f  o the r  r eg u la to r y  r e f e r ences ,  t he  d a ta  

wi l l  b e  d e le t ed  a f t e r  1 5  yea r s  s i nce  t he  se l ec t io n  p ro ced ure ,  t ak in g  in to  acco u nt  a r t .  

3 1 7 ,  1 5 7  and  1 6 1  o f  th e  Cr i mi na l  Co d e ,  wh i l e  fo r  r ea so ns  o f  l e ga l  c e r t a in t y,  t he  d a ta  

o f  the  se l ec t ed  cand i d a te  a r e  kep t  ind e f in i t e l y  i n  the i r  r e sp ec t i ve  p e r so na l  f i l e s  

p ur sua n t  o f  a t r . 6 8  o f  P re s id en t i a l  Dec ree  no .  4 5 5 /2 00 0  and  p o in t  5  o f  the  Ci r c .  M AE  

2 5 /1 9 72 ;  

8 .  T he  in t e r e s t ed  p a r t y  ma y r eq ues t  acces s  to  t h e i r  p e r so na l  d a ta  and ,  und e r  t he  co nd i t io n  

p ro v id ed  fo r  b y cur r en t  l eg i s l a t io n ,  t he i r  co r rec t io n ,  W i th in  t he  l i mi t s  o f  the  l a w a nd  

wi t ho ut  p r e j ud ice  to  the  co n seq ue nces  o n  the  co n t in ua t io n  o f  t he  ad mi n i s t r a t ive  

p ro cess ,  he  can  a l so  r eq ues t  t he  l i mi t a t io n  o f  t r ea tme nt  o r  o pp o s i t ion  to  t r ea tme nt .  I n  

these  ca ses ,  t he  i n t e r e s t ed  p a r ty  mu s t  co n tac t  t he  d ip lo ma t i c / co ns u la r  r ep re sen ta t io n  to  

wh ic h  th i s  ap p l i ca t io n  i s  ad d ressed ,  i n fo r min g  the  M AECI  DP O fo r  in fo rma t io n ;  

9 .  I f  she /he  b e l i e ves  t ha t  h i s  r ig h t s  ha v e  b een  v io la t ed ,  t he  in t e r e s t ed  p a r ty  ca n  lo d ge  a  

co mp la i n t  wi t h  the  M AE CI  DP O.  Al t e rna t i v e l y,  he / s he  can  co n tac t  t he  G uaran to r  fo r  

the  P ro tec t io n  o f  P e r so na l  Da ta  (P iazza  d i  Mo nte  Ci to r io  1 2 1 ,  0 0 18 6  ROME ,  t e l .  0 0 3 9  

0 6  6 96 7 71  ( swi t chb o a rd )  ma i l :  ga r an te@ gp d p . i t ,  p ec :  p ro to co l lo @p ec .gp d p . i t ) .  
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