THE HUMAN RESOURCES MANAGEMENT AUTHORITY
 R U L E  B O O K 
ON INTERNAL ORGANIZATION AND SYSTEMATIZATION OF POSTS WITHIN THE 

HUMAN RESOURCES MANAGEMENT AUTHORITY 

Based on Article 37 paragraph 2 of the Law on State Administration («Official Journal of RoM», No. 38/03), upon the motion of the Director of the Human Resources Management Authority, the Government of the Republic of Montenegro, on its session of November 25 2004, determined the
R U L E  B O O K

ON INTERNAL ORGANIZATION AND SYSTEMATIZATION OF POSTS WITHIN THE 

HUMAN RESOURCES MANAGEMENT AUTHORITY
Article 1

This Rule Book defines the internal organization and systematization of posts within the Human Resources Management Authority (hereinafter: HRMA).

I. ORGANIZATIONAL UNITS AND THEIR SPHERE OF COMPETENCE 

Article 2
The tasks of Advisor to the Director of the HRMA are performed outside the organizational units.

The organizational units are:
A. SECTOR FOR PUBLIC ANNOUNCEMENTS AND MONITORING OF IMPLEMENTATION OF LEGISLATION  
- Department for public and internal announcement procedures

- Department for monitoring of implementation of legislation and provision of professional assistance 
B. SECTOR FOR HUMAN RESOURCES TRAINING AND DEVELOPMENT
- Department for monitoring of training and training needs of personnel

- Department for preparation and execution of human resources training and development
C. CENTER FOR PERSONNEL INFORMATION SYSTEM 

D. GENERAL SERVICE DEPARTMENT
Article 3
In the Sector for Public Announcements and Monitoring of Implementation of Legislation, the HRMA discharges tasks relating to:  execution of internal and public announcement procedures and public vacancy notice procedures for state authorities and services; realization of rights of civil servants and state employees whose employment has terminated due to cancellation of a state authority or reorganization, as well as other tasks relating to the internal labour market; other tasks stipulated by regulations.  

 In the Department for Public and Internal Announcement Procedures, the HRMA discharges tasks relating to: execution of internal announcements, public vacancy notices and public announcements for state authorities and services on the basis of requests submitted by the state authorities; drawing up of lists of candidates who meet the requirements of the vacancy announcements; determination of the form and method of qualification assessment for the performance of certain affairs; assessment of qualification for the performance of tasks of a specific workpost; drawing up of a list of candidates who achieved satisfactory results in the qualification assessment procedure; repeating of a public announcement when in a qualification assessment procedure it is established that none of the candidates achieved satisfactory results; submission of a candidates’ selection list to the head of a state authority; repeating of a public announcement in the case that none of the candidates from the selection list has been selected; keeping record on civil servants and state employees included in a reorganization process for the needs of the internal labour market and determination of possibilities for their appropriate engagement and other tasks relating to the internal labour market; ensuring the realization of rights of civil servants and state employees, whose employment has terminated due to cancellation of a state authority or reorganization, and other related tasks.

In the Department for Monitoring of Implementation of Legislation and Provision of Professional Assistance, the HRMA discharges tasks relating to: rendering professional assistance to state authorities in the implementation of human resources policy and human resources management; preparation of programmes and methodologies for the monitoring of the situation in the field of human resource policy and other related tasks.
   Article 4
In the Sector for Human Resources Training and Development, the HRMA discharges tasks relating to: definition and preparation of projects, civil service training curriculum development, human resources training and development, training of trainees, taking measures and activities on the organization and implementation of projects, programmes and plans with regard to professional training; rendering professional assistance to state authorities in the field of human resources policy, training, education and development; collection of data and preparation of an informational basis for functional training of human resources; keeping record on completed training and education; organization of various forms of training; preparation of informative materials, publications, brochures and alike; issuing opinions on acts on internal organization and systematization of workposts in state administration authorities and other tasks stipulated by regulations. 
In the Department for monitoring of training and training needs of personnel, the HRMA discharges tasks relating to: monitoring of the situation in the field of training and training needs of all state authorities with respect to training of trainees, functional training and development of all human resources, as well as assistance to state authorities in the assessment of their needs and in finding the most appropriate forms and methods of development of human resources for the respective tasks, in accordance with the needs of these state authorities; issuing of opinions on acts on internal organization and systematization of workposts in state authorities and other related tasks. 
In the Department for preparation and execution of training and human resources development, the HRMA discharges tasks relating to:  definition and preparation of projects and civil service training curricula for civil servants, state employees and trainees, as well as other programmes for training and development of human resources; taking measures relating to the organization and implementation of training projects and programmes; assisting state authorities in the implementation of human resources policy, training and development of human resources management; collection of information from state authorities with regard to training of personnel; keeping record on completed training; provision and submission of  information on completed training to the relevant state authorities; organization of congresses, symposiums, seminars, conferences and discussions for civil servants and state employees; preparation of information, publications and other informative materials and other appropriate tasks.

Article 5
In the Centre for Personnel Information System, the HRMA discharges tasks relating to: establishment, keeping, updating and development of a Central Personnel Record on civil servants and state employees; designing, programming and development of automatic data processing and creation of a database; preparation of projects, project processing phase analyses, utilization of existing and design of new programmes for analytical and documentational data processing; creation, maintenance and utilization of a database; application of data; design, establishment and maintenance of a computer network and system; entry of data; preparation of informative materials, publications, brochures etc.; keeping of prescribed computerized records and other tasks stipulated by regulations. 
Article 6
In the General Service Department, the HRMA discharges tasks relating to: drafting and passing of regulations and general acts of the HRMA; drafting of programmes, work plans and reports on the operation of the HRMA; drafting of individual acts on the enforcement of rights arising from employment; drafting of acts relating to accounting of salaries, allowances and other incomes of the personnel; keeping the personnel record, other organizational, legal, material-fiancial affairs, particularly preparation of a budget forecast, drafting of the financial plan; timely and purpose-restricted utilization of funds intended for purposes foreseen in the budget and financial plan; books of accounts; preparation of periodic and statements of account and final accounts; preparation of financial statements and their submission to the State Treasury; cash flow; bookkeeping; verification of accuracy and validity of payments with state funds, accuracy and validity in the collection of state funds under specific authorization; public procurement, office and ancillary tasks, as well as other tasks in accordance with regulations.
II   SYSTEMATIZATION OF WORKPOSTS
Article 7


22 workposts for civil servants and state employees have been determined for the execution of tasks in the sphere of competence of the HRMA, which are as follows:

1. Director of the HRMA

2. Advisor to the Director of the HRMA
Faculty of Law, Economy or Political Sciences or university degree in other social sciences, ten years of work experience and professional exam passed, English language skills and computer literacy.

A. SECTOR FOR PUBLIC ANNOUNCEMENTS AND MONITORING OF IMPLEMENTATION OF LEGISLATION
3. Assistant Director of the HRMA
Faculty of Law, Economy or Political Sciences or university degree in other social sciences, five years of work experience, computer literacy, professional exam passed.
Department for public and internal announcement procedures
4. Independent Advisor I
Faculty of Law, eight years of work experience, English language skills, computer literacy and professional exam passed.
5. Senior Advisor I
Faculty of Law, three years of work experience, computer literacy, professional exam passed and English language skills.
Department for monitoring of implementation of legislation and provision of professional assistance 
6. Independent Advisor
Faculty of Law, eight years of work experience, English language skills, computer literacy and professional exam passed.
7. Senior Advisor I
Faculty of Law, three years of work experience, computer literacy, professional exam passed and English language skills.
B. SECTOR FOR HUMAN RESOURCES TRAINING AND DEVELOPMENT
8. Assistant Director of the HRMA
Faculty of Law, Economy or Faculty of Political Sciences or university degree in other Social Sciences, five years of work experience, computer literacy, professional exam passed, English language skills.
Department for monitoring of training and training needs of personnel 
9. Independent Advisor I
Faculty of Law, eight years of work experience, English language sklls, computer literacy and professional exam passed.
10. Senior Advisor I
Faculty of Law, three years of work experience, computer literacy, professional exam passed and English language skills.

Department for preparation and execution of training and human resources development 
11. Independent Advisor I
 Faculty of Law, Economy or university degree in other social sciences, eight years of work experience, English language skills, computer literacy and professional exam passed.
12. Senior Advisor I
Faculty of Law, three years of work experience, computer literacy and professional exam passed.

C. CENTER FOR PERSONNEL INFORMATION SYSTEM
13. Independent Advisor I
 
Faculty of Mathemathics, Economy or university degree in technical sciences, eight years of work experience, professional exam passed and English language skills.
14. Senior Advisor I
Faculty of Mathemathics and Natural Sciences, Economy or university degree in technical sciences, three years of work experience, professional exam passed and English language skills.
15. Senior Advisor II
Faculty of Mathemathics and Natural Sciences, Economy or university degree in technical sciences, two years of work experience, professional exam passed and English language skills.
16. State Employee IV
Secondary school, three years of work experience, professional exam passed, computer literacy and English language skills. 

D.  GENERAL SERVICE DEPARTMENT
17. Independent State Employee II 
Faculty of Law, six years of work experience, professional exam passed and computer literacy.

18. Independent State Employee II 
Faculty of Economy, six years of work experience, professional exam passed and computer literacy.
19.  State Employee IV – technical secretary
Secondary school, one year of work experience, professional exam passed and computer literacy.
20. State Employee IV – Inscriber - archivist 
Secondary school, one year of work experience, professional exam passed and computer literacy.
21.  State Employee IV 


Secondary school, six months of work experience, professional exam passed, computer literacy and English language skills.
22. State Employee IV - Operator – courier 
Secondary school, six months of work experience, professional exam passed and computer literacy.

Article 8
For tasks set out in items 5, 7, 10, 12, 14, 15 and 16, Article 7 of these Rules, probationary work in the duration of three months is stipulated as a specific requirement.


The method and procedure of appraisal of probationary work shall be performed in accordance with regulations governing labour relations.  

Article 9
The HRMA can employ one or more trainees with university degree or secondary education for the purpose of their professional training. 

III JOB DESCRIPTIONS

Article 10
1. Director of the HRMA

2. Advisor to the Director of the HRMA


Performs tasks relating to internal organization and monitoring of work of the organizational units of the HRMA; public relations with state authorities in the field of execution of duties of the HRMA; drafting programmes, plans and reports on the work of the HRMA; performance of the most important affairs within the sphere of competence of the HRMA upon the directive of the director, as well as other tasks upon his/her directive. 
3 i 4. Assistant Director of the HRMA


Manages and organizes the work in the sector, performs the most complex tasks within the scope of work of the sector, coordinates and directs the work of the departments and the personnel, as well as other tasks.
5. Independent Advisor I
    Performs tasks relating to the determination of the form and method of qualification assessment for performance of tasks on a certain workpost; definition of the formulary for appraisal of civil servants and state employees; execution of internal announcements, public vacancy notices and public announcements for state authorities and services, execution of the procedure of qualification assessment for work on a certain post, drawing up of a selection list of candidates who achieved satisfactory results in the qualification assessment procedure,  drawing up of a list of candidates who meet the requirements of a vacancy announcement, finding employment possibilities for civil servants and state employees whose employment terminated due to cancellation of a state authority or tasks or due to reorganization, drafting formularies for keeping of prescribed records within the scope of the department, follows the positive legislation in this field within EU countries and in the region, prepares reports on the operation of the department and performs other tasks assigned by the director or assistant director.

6. Senior Advisor I
Performs tasks relating to the execution of internal announcements, public vacancy notices and public announcements for state authorities and services, execution of the procedure of qualification assessment for work on a certain post, drawing up of a selection list of candidates who achieved satisfactory results, repeating of public announcement procedures when in the assessment procedure it is established that none of the candidates has achieved satisfactory results; drawing up of a list of candidates who meet the requirements of a vacancy announcement, determination of possibilities for engagement of civil servants or state employees included in reorganization for the needs of the internal labour market, preparation of professional-analytical drafts of prescribed reports, follows positive legislation in this field within EU countries and in the region, prepares reports on the work and performs other tasks assigned by the director or assistant director.

Department for monitoring of implementation of legislation and provision of professional assistance 
7. Independent Advisor I
Performs tasks relating to the definition and preparation of projects and training programmes for trainees, additional training for civil servants and state employees and other human resources training and development programmes, undertaking measures and activities on the organization and implementation of projects and training programmes, assisting state authorities in the implementation of human resources policy, training and development of human resources management by providing expert advice and information; analysis of the implementation of human resources policy in state authorities and services in the part relating to civil service training, drafting of reports and information, issuance of prescribed information and other tasks assigned by the director or assistant director.  
8. Senior Advisor I

Performs tasks relating to monitoring of legislation and provision of professional assistance to state authorities in issues such as civil service training, training curricula, human resources development, according to directives given by the assistant director and independent advisor, as well as other tasks assigned by the director or assistant director.
Department for monitoring of training and training needs of personnel
9. Independent Advisor I
 
Performs tasks relating to monitoring of implementation of legislation governing state administration and civil service, as well as opinions, explanations and instructions on the application of this legislation, consideration and professional treatment of issues essential for conducting human resources policy, proposing amendments to regulations governing civil service, rendering professional assistance to state authorities in drafting regulations, preparation of reports, analyses and information in this field and performs other tasks assigned by the director or assistant director.
10. Senior Advisor I

Performs tasks relating to monitoring of the situation in the field of training and training needs of personnel; professional treatment of issues essential for conducting human resources policy and provision of professional assistance to state authorities in the sphere of state administration upon the directive of the assistant director or independent advisor, as well as othe tasks assigned by the director or assistant director.
Department for preparation and execution of human resources training and development
11. Independent Advisor I
Performs tasks relating to the definition and preparation of projects, programmes and plans for training and development of personnel and professional training of trainees; organization and implementation of projects, programmes and plans for civil service training; professional treatment of issues relating to human resources policy; provision of professional assistance to state authorities and drafting of reports, analyses and information in this field, as well as other tasks assigned by the director or assistant director.
12. Senior Advisor I


Performs tasks relating to preparation and imlementation of civil service training; provision of professional assistance; preparation and implementation of projects, programmes and plans for human resources training and development, as well as other tasks assigned by the director or assistant director.
Center for personnel information system
13. Independent Advisor I
Performs tasks relating to management and coordination of work in the Centre; management, organization, keeping and updating of the Central Personnel Record of civil servants and state employees based on data submitted by state authorities and services, analytical-technical processing of acts on internal organization and systematization of posts in state authorities and services for the needs of the Record, provision of advice and assistance to state authorities and services in submitting and updating of the necessary data, tasks of the chief planner of the ADP (automatic data processing) relating to the design of ADP projects for the Record of the HRMA, determination of the scope, flow, deadlines and control mechanisms of all phases of a processing project, utilization of existing and preparation of appropriate comparative and other analyses, drafting of reports and information of significance for the conducting and directing of human resources policy and other tasks.  

14. Senior Advisor I
 Performs tasks of a system engineer in the keeping and updating of the Central Personnel Record of civil servants and state employees, as well as other records of the HRMA relating to systemic and communicational support, modernization and application of information technologies; designing, creation and maintenance of a computer network with protection elements; safeguarding the utilization of the computers and the network, definition of the programme equipment and its generation and modification; maintenance of files, establishment and maintenance of the computer network and the computer system of the HRMA; drafting comparative and other analyses, reports and information, as well as other tasks.  

15. Senior Advisor II 
Performs tasks relating to the keeping and updating of the Central Personnel Record of civil servants and state employees based on data submitted by state authorities and services, analytical-technical processing of acts on internal organization and systematization of posts in state authorities and services  for the needs of the said Record, rendering advice and assistance to state authorities in submitting and updating of the necessary data, tasks of an ADP planner and database administrator relating to the design of general programmes for analytical processing, design of standards in the field of ADP, design, development and implementation of applications, design and creation of databases and their maintenance, organization, utilization, renewal and rehabilitation of databases, development of standards for the utilization and protection of data, design of applications, creation and maintenance of the computer system and network of the HRMA, maintenance and improvement of the system for keeping the Register in accordance with contemporary achievements of EU countries, drafting of comparative and other analyses, reports and information of significance for keeping and directing of human resource policy and other tasks.  
16. State Employee IV
Performs tasks of operator for records and data entry, relating to  keeping of records on submitted acts and opinions on submitted acts on internal organization and systematization of posts in state authorities and services, keeping of other prescribed records, direct entry of data in the Central Register of civil servants and state employees and ensuring their updating; maintenance of the register and database, preparation of an analytical-documental basis for drafting of analyses and information based on indicators from the register, ensuring the improvement of data entry in accordance with modern achievements of EU countries, keeping of other prescribed records and other tasks.

General Service Department
17. Independent State Employee II 
Manages the General Service Department, drafting of regulations and general acts of the HRMA, drafting of individual acts on the enforcement of rights arising from employment; drafting of acts relating to accounting of salaries, allowances and other incomes of the personnel, public procurement, keeping personnel and other records relating to employment, monitoring, analysis and planning of necessary work resources, monitoring of their disbursement, provision of technical and other conditions for work and other tasks upon the directive of the director. 

18. Independent State Employee II 
Manages the accounting and financial operations of the HRMA, preparation and execution of the budget forecast, drafting of a financial plan; timely and accurate disbursement of resources on purposes foreseen in the budget and financial plan; preparation of financial statements and their submission to the State Treasury; verification of accuracy and validity of proposals or requests for payments with state funds, accuracy and validity in the collection of state funds, is in charge of accuracy in the performance of accounting and financial tasks, of accordance between the bookkeeping and the real state of assets and obligations, keeping and archiving of bookkeeping documentation and other tasks upon directive of the director. 
19.  State Employee IV – technical secretary
Performs technical secretarial tasks, typing and other tasks upon directive of the director.
20. Inscriber - archivist – State Employee IV
Performs tasks of an inscriber-archvist relating to receipt of mail, registration of acts in the bookkeeping journal, keeping of a register, dispatching of acts for processing through internal delivery books, dispatching of mail, keeping of a postage account book, processing of acts in the bookkeeping journal, archiving of files; keeping of archived files, keeping of an archive journal, handling stamps and seals and their safeguarding, supply of small inventory and office consumables, keeping record on their utilization, multiplication and delivery of materials and other tasks upon directive of the director and manager of the department.  
21. State Employee IV
Performs tasks relating to keeping and updating of records within the sphere of competence of the HRMA, typing and other tasks upon directive of the director, assistant director and manager of the department. 
22. Operator – courier – State Employee IV 
Delivery of mail and other materials, photocopying of materials, driving and other tasks upon the directive of the director and manager of the department.   
IV   TRANSITIONAL AND FINAL PROVISIONS
Article 11

The assignment of the personnel of the HRMA shall be carried out in accordance with this Rule Book, within 15 days as of the day of entering into force of this Rule Book.

Article 12
This Rule Book shall enter into force as of the day of its publication at the notice board of the Human Resources Management Authority, following its adoption by the Government of the Republic of Montenegro. 

No: 01- 50

Podgorica, October 27, 2004 

                                                                                   D I R E C T O R,
Svetlana Vuković, signed


