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Preamble
Whereas the Addis Ababa City Administration

construction Design, Building and Consultation
Enterprise, was established, as a development
enterprise,by the decision of the Administration’s
Cabinet under Regulation no.; 127/2014 in
accordance with Article 65 Sub article (3) of
Proclamation no.: 74/2014 adopted to determine
the mandate and duties of the Addis Ababa City
Administration’s Executive Organs;

Whereas, in order for the Enterprise attain its
vision and mission; ensure efficiency of the
enterprises performance in terms of operations
related with construction design, building,
consultancy, input materials production and sales
and related activities by assigning qualified
personnel who are fully committed and
motivated to implement the transformation
measures and strategies designed to this affect
and whereas such endeavor requires placement of
human resource with capability to achieve the
goal set in revised organizational structure;

Now therefore, Ababa City Administration
Construction Design, Building and Consultation
Enterprise hereby issued this directive in
accordance with Article 15 Sub article (2) sub
paragraph (E) of Proclamation no.: 74/2014 E.C
adopted to determine the mandate and duties of
the Addis Ababa City Administration’s
Executive Organs.
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1)

2)

3)

4)

Section One
General Provisions

1. Short Title
This Directive may be cites as “Addis
Ababa City Administration Construction
Design, Building and Consultation
Enterprise Human Resource Placement

Directive No. 138/2023”
2. Definitional

Unless the context of the word requires
otherwise in this Directive;

“Enterprise” means the Ababa City
Administration Construction Design, Building
and Consultation Enterprise.

“Head Office” means the Head Office located
in the city of Addis Ababa mandated with
managing and supervision the Enterprise’s
construction and consultancy project sites,
factories and construction machineries/

vehicles, maintenance workshop (Center).

“Project site” means temporary project Sites
where the Enterprise’s construction and
consultancy services are carried out.

“Factory” means the Addis Construction
Input Factor Branch one and includes the
Addis Construction Input and the Adolla
Magnesium Oxide Factory under the

management of the Enterprise
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“Maintenance Center” means the construction
machineries/vehicles, maintenance workshop
which under the supervision of the Enterprise

“Management Board” means the Management

5)

6)
Board established to supervise the overall
operation and performance of the Enterprise.

7) “General Manager” means an official who is
accountable to the Management Board and
who has the mandate to lead the Enterprise.

8) “Deputy General Manager” means a person
appointed asDeputy General Manager who is

accountable to the General Manager

9) “Office Head”

responsible for the leading and supervision

means an official who is

the Enterprise’s

10) “Factory Manager” means an official who is
accountable to deputy general manager of the
Product and Machinery Administration

Department at the head office and who leads

and supervises the Enterprise’s factories.

11) “Factory D/Manager” means an official who
assigned as Deputy Manger for the Addis

Construction Input Branch 1 Factory;

12) “Directorate Director”means officials,
including consultants, who are accountable to

General Manager or the Deputy General
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Manager or Office Heads in accordance with
the organizational structure of the Enterprise.
based
of the
including head of the legal service, team leaders

13) “Team Leader” means, on the

organizational  structure Enterprise,

who are accountable to the General Manager or
the Deputy General Manager or Office Heads or
Director of Directorates, or Factory Managers or

Branch Factory Deputy General Manager |,

Factory Deputy Manager and includes

consultancy, directorate director, factory manager,
branch factory deputy general manager.

14) “Team Leader and higher position” means,
based on the organizational structure of the
Enterprise, including head of the legal

service, team leader, consultants, directorate

director, factory manager or branch factory
deputy manager who are accountable to the

General Manager or the Deputy General

Manager or Office Heads or Director of

Directorates, or Factory Managers or Branch

Factory Deputy General Manager , However

this does not include factory supervisors.

15) “Employee” means a person who has
permanent employment relationship with the
Enterprise and it includes persons holding
supervisory positions who compete for
placement in accordance with the directive.
This does not include the General Manager,
Deputy General Manager and Office head of

the Enterprise.

16) “Placement” means the process and act of
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assigning personnel in designated positions in
accordance with the required qualification criteria
the
Documentation approved by the Management

set in Organizational ~ Assessment

board of the Enterprise and this Personnel
Placement Directive

17) “Demotion” means a decision rendered to
downgrade the position of a certain employee
upon confirmation to the fact that the
employee is proven to be unfit for the position
he is assigned for due to the administrative

penalties the employee is subjected to.

18) “Related or relevant qualification” means the
level of education or training against which a
candidate is assessed where she/he has taken
the necessary training required to perform the
duties with the fields of studies listed in the

Enterprise’s

19) “Directly related or directly relevant work
experience” means the type and length of
work experience required for special skill in
positions for which the required qualification
criteria is provided for. This is the direct
relevance or relationship of the prior work
experience that is directly related with the a

certain position.

20) Relevant or Related work experience” means

supervisors’ or employees’ work experience,
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prior to their placement,related with the
position they compete for and it is a work
experience acquired in similar or comparable
position other than the position the employee
has applied for and which requires special
skill and this include the work experience not
only in the same position the employee has
applied for but also a work experience
similar or relalted with the job attached to the

position the employee applies for.

21) “Work experience in supervisory position”

means a work experience as department

head, team leader, case team coordinator, sub
or core work process or supporting work
process or coordinator or any related or
relevant work experience acquired under any

her title of supervisory passion

22) “Placement Ad-hoc Committee” means a
committee that established to evaluate employees
for placement of positions approved for placement
under this  Directive pursuant to the
recommendation of the organizational structure
assessment by applying established criteria and
that submits its recommendation for the General
Manager’s approval.

23) “Complaint Review Committee” means is a
committee that established to review;
complaints submitted in relation to the job
placement based on the provisions of this
directive for position approved for placement
in organizational structure assessment and,
submits its related recommendation to the
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General Manager. In other words this is
committee that would be formed by the
General Manager with responsibility of
receiving and reviewing complaintsfrom
supervisors, team leaders and employees at
each levelrelated with a certain placement
which is processed and implemented in
accordance with this directive and that submits
its recommendation to the General Manager.

24) “Person” means natural or legal person.

3. Gender use;

In this Directive, the reference for masculine

gender shall be applicable for the feminine

gender as well.

4. Scope of Application

This Directive shall be applicable:

1) Exclusively for positions with indefinite
or  permanent

employment  period;

determined  under the  Enterprise’s
organizational structure assessment; at the
head office, Addis Input factory and Branch
1 Factory as well as the Adola magnesium
oxide factory.

2) Personnel including supervisors that fulfill the
requirements under this Directive shall undergo
competition and shall be placed in positions with

indefinite or permanent employment.

3)The shall

construction equipment, machinery and

placement not include

maintenance centers, construction and

consultation temporary projects
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5. Objectives of the Directive
The major objectives of this directive are:
1) To the
organizational transformation of the enterprise by

achieve targeted structural and

assigning employees competent in terms of

discipline, educational qualification, work

experience and skills and who are committed and

motivated without reservation to implement
vision, mission of the enterprise, it designed
transformation measures and strategies.

2) Enhance the organizational performance by

implementing the results of the organizational

assessment;

3) Create conditions whereby entities/persons

who paly role in the implementation of the

Assessment demonstrate active participation;

4) Ensuring placement of employees processed and

implement based on the approved structure is fair
and reflects transparency, accountability and
impartiality
5) Creating a bridge between a certain job by placing
a qualified, competent and committed employee
in the relevant position
6. Principles of Placement

The Enterprise shall follow and comply with the
following placement principles in order to process
human resource placement required under the
Enterprise’s  approved  organizational structure
assessment.

1) Al be

informed and be aware of required qualification

supervisor and employees shall
under the organizational structure assessment, the
structure and the placement Directive; and the

notice to this effect shall be posted in easily
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accessible notice boars;

2) Placement of employees shall be carried
out in a manner that warrants employees
participation, transparency and accountability.
shall
employees that are competent to contribute the

3) Placement be carried out for
attainment of the purpose the Enterprise is
established for and who meet evaluation
requirement related with qualification and
work experience and who are equipped with
professionalism and strong sense of motivation

shall  be
implemented free of any bias and in a

4) Placement processed and
manner that is transparent, participatory and
oriented towards the enterprise and that

warrants fairness and accountability
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Section two

Human Resource Placement Implementation Procedure

and Qualification Requirements for Job Positions

7.

Matters related with human resource placement
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2)

3)

Enterprise, Construction Input and magnesium
oxide factories and permanent employees who are
included in the existing structure and were
assigned in the building and infrastructure projects
shall be placed i in the relevant position at the
head office, Addis Construction Input Factory and
Branch 1 Factory after undergoing competition
and evaluation based on the required qualification
for job positions and placement criteria set under
this Directive while and permanent employees
working ar the AdolaMgnesium Oxide Factory
shall be assigned in position in the factory after

undergoing the proper competition

Since, out of the positions approved under
organizational structure assessment, positions for
construction and consultancy projects are to be
filed under definite (contract) employment terms
and since the maintenance center is yet to be
equipped with the machineries required for its
operation, no placement shall be made in all these
positions.

It is prohibited to evaluate or assign employees in
positions that are filled by assigning human
resource undercontract or definite employment

terms.

4) PO hoYl (ARLEET TG av0ll 4) The Placement Committee shall announce notice
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5)

6)

7)

8)

based on the organizational structure assessment.
Accordingly employees shall choose three of the
positions that they are qualified for and indicate
their choices in priority from their first upto third
choice in the format prepared for this purpose and
submit the form within the timeframe shown in the
notice.

List of
applications shall be registered by the Placement

employees who submitted their
Committee in the applicants registry. Submitted
applications of applicants cannot be returned or
changed. The application form is annexed wit this
directive.

The applicant supervisor or employee, when
applying for a given position should not fill out
different performance results for leadership skill
for the level and

the position in same

responsibility.

For employees who are placed in their first choice,
before competing for their second choice position,
their names shall be removed from the list of
employees that were placed according to their first
choice and this rule shall be followed for next
placement under second choice and then third

choice.

Education qualification, work experience and
other information will be kept for the competition
only if they are submitted within the time limit
decided by the organization's placement temporary

committee to provide the information;
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(8) of this article, if they are unable to come to the

organization for registration due to reasons
approved and recognized by the organization, such
as childbirth, illness, grief, imprisonment and
force majeure, they will be registered through the

placement system set out in this directive;

10) Even if there are leaders and employees who are

not at work due to unknown reasons at the time,
they should receive the information in every
possible way and submit their evidence and
applications; Late applications will not be
accepted unless there is a valid reason; Under this
subsection, the application may be made only
before the results of the competition are declared

or known;

11) Before the start of the placement work, if a job

leader or employee is employed under the law, he
can apply for the competition if he can apply

before the start of the placement work.

12) The evidence to be submitted will be coordinated with

the placement committee and the Directorate of Human
Resource Development and Management along with
the placement application form signed by the
difficult

placement

competing employees; If there are
circumstances to submit evidence or

application, a joint decision proposal will be made by
the placement committee and the Directorate of Human

Resource Development and Management, and the
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decision will be made by the general manager of the

organization;

13) Placement competition starts from the highest

positions to the lowest positions in order;

14) Supervisors and workers can be assigned to the

job positions they choose, based on the total
pointes they scored under the criteria specified in

this implementation:

a. Employees who scored 75% and above for
team leader and above management positions,
as well as professional or supervisor positions
at level 13 and above, according to the rank of

their results;

b. Employees who have scored 65% and above
who competed for professional or supervisor
positions at level 12 and below will be placed
competitively according to the rank of their

results;

15) After, an employee who is the only candidate for

a position has met the required skills and

qualifications for the position, the employee shall

be assigned:

a.  If the total points scored is 75% or more for
team leader and above management positions
and professional or supervisor positions at level

13 and above,

b. Contestants for professional or supervisor

positions at level 12 and below will be assigned
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only if they score 65% and above;

16) The criteria for placement will be the skills
required by the position according to the level
assigned to the position based on the
organizational structure study and the criteria set
for the competition in this Directive.

17) Apart from dismissal, disciplinary matters that
have already been resolved or are still pending
will not prevent the employee from the
competition and placement.

18) Those who have been demoted from their positon
and salary by disciplinary decision will be
assigned competitively at the lower rank until they

complete their penalty;

19) Disciplinary sanctions imposed by a decision shall
remain in force unless suspended or reversed by a
court order. Pending disciplinary matters shall
continue to processed after the employee is
assigned in the position according to this

placement competition;

20) During this placement competition, it is not
allowed to assess or assign employees to
maintenance center, construction and consulting
projects, as well as to position that are not
assessed or temporary or contract employment

positions;



AL, Wi ET oS LCYC P avap @]
hLTAY°:

21) A28 Wi QAo PRd- APRLS
e HIUCT NI ALTA  COLTANT
AL avlAl ALA ANGTE POe avfAl

nae- AY° L 03-Aa0r1- o LJ°
N-+ma0E 1 A®SLCY® 1 A.ovAl
heTAP:

22) Pde awim LY wieMF o
(-+tosLL0TFo- (YA av 2V
QA tovlm  P9°L0 helbo- PLoY P
ny0s0-r £L8 AT N4 -
Qao a0 LL8 20 N 7151

N“goopim- (AA Ol awfoAl AL
Ao CNo- LTAA: PT9° OHY 7.8
aav @Al AATFA 197070 T LS
AT%o0L(F MLl LFAA

23) AT NeCconFor o8 L4-0Fo-
Prode M WAool PYPLA
vt 1920095 Fo- AA N o8]
A¢ No-LLC ol APST ¢
ANDLE Po-A% VAN PPCAA:

24) 9°20  hlFmSPd Q%A RO PATT
AT hae NCNE TS PhsT Prvee
aw @ (f avl®  APT 4 hONLE PCO
@2 ATLAPNT LLLIA::

25) N5 m 42751 AL Too)CHt
PmlJ ool R7LON0CAT ¢o.med
ha mdd v Ol RIAIES
ALl P9°A OGTE HAE Pl
a1 A7%.077 ANd.A0-
LAAIAI A

21) An employee cannot compete or be assigned to a

higher position on the basis of work experience or as
waiting list while there is a position that the
employee’s work experience and Educational
qualification qualifies him to be assigned in the
position;

22) If a supervisor or the employee is not selected for

the positions they competed for, the placement
committee may assign him to another job position
that matches the priority level and the level the
employee applied for. However, if it is not
possible to assign an employee in this process,
they can be assigned to the level they are qualified
for;

23) If employees are not assigned to the positions for

which they have competed, the placement
committee will assign them to another position
that suits them in competitive process and submit

a decision proposal to the general manager;

24) After completion of placement, if there are any

employees who did not get placement, their list
and information of vacant positions will be

submitted to the general manager for decision.

25) If there is a request for retirement based on the

employee's willingness, the necessary procedures
will be processed to secre permanent ritrement for
an employee who fulfills the required length of
service period and retirement age according to the

pension law.
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requirements for the positions and they are tied in
the overall score of the placement criteria

competition:-

Priority will be given to disabled persons
according to the following order; If male and
female disabled employees score equal points in
total points, priority will be given to female
disabled employees;

If male and female non-disabled employees score
equal points in total, priority will be given to

female employees;

27) In the case of employees of the same gender who

meet the required skill requirements for the
positions and have equal score points in the
placement criteria competition, priority will be
given to those with higher Educational
qualification or more relevant work experience.
However, if they are equal, preference will be
given to the one with the higher performance
appraisal score. In this process, if they are stilltied
selection will be made based on reecord quality.
However, if they are still tied after this process,
selection shall be made based on the total length

of work experience.

8. Qualification requirements for positions
1) Educational qualification
WIRT WIRT4A, The committee should use Educational qualificationas

skill requirement in the following manner:
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a. Placement will be carried out based on the types

and level of educational qualification listed for
each position based on the organizational study;

. Those who have completed their studies from

Level | to Level V and do not have a certificate of
qualification will be allowed to compete with their
level of education for positions that require an
education level below a bachelor's degree;
However, such employees will be followed up to
provide proof of taking the qualification test
within the next one year.

If there are employees who have not completed
the previous 12th grade in the new 10th grade and
are unable to complete the educational
qualification for the position, upon ascertaining
that that there are no other qualified candidates,
those who do not qualify will compete with
against each other according to their educational
level and work experience and they will be delt
with according to their score.

Education levels above the

Educational
qualification required by the position can be
submitted for placement, and for the higher
education level, they will receive the points
indicated according to the criteria set in this
directive;

Evidence of completed study will be accepted
only if at least provisional transcripts are
submitted after graduation. Incomplete academic

transcripts will not be accepted,;

2) Work experience
PaC APPLT WTRavN4.CT The committee should use work experienceas criteria

in the following manner:
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. An employee will be assigned relevant work

experience for the position he/she is applying for,
which means that an employee must have the
minimum relevant work experience to be qualified

for the position he/she is applying for;

One year of relevant work experience obtained
after completion of Advanced Diploma, College
Diploma, 10+3, Level 3, 4, 5 will be considered as
one year for the competition for posts requiring
bachelor degree and above.

For the competition for positions requiring a
bachelor's degree and above, technical and
vocational diploma, 10+2 and level 2 or 10+1 and
level 1, the work experiences made in the previous
12th and the new 10th grade will be reduced in

half or 50% will be reserved;

. For positions that require qualification of Advance

Diploma, College Diploma or 10+3, Level 3, 4, 5
and previous Technical and Vocational Diploma,
10+2 and Level 2 the criteria to qualify for the

position will be relevant work experience.

One year certificate after completion of 12th or
10th standard will be relevant work experience to

compete for positions requiring 10+1 and Level 1;

For positions that require completion of the
previous 12th grade in the new 10th and higher
studies the qualification criteria shall be relevant

work experience;

. For positions such as engineer, planner and other

design or architect or construction or surveyor and
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engineering-related positions, production and
technical positions, legal positions, financial or
accountant positions; position of Auditor; ICT or
computer related positions and for any other
positions requiring specialized skills, only directly
relevant or directly related work experience will

be considered;

. The work experience acquired in other positions

other than those described in letter (g) if this sub-
section (2) of this article shall be to be considered

for evaluation upon confirmation of its relevance;

When there are two or more candidates who meet
the required skills for a job position, the work
experience used for the competition will be
calculated based on the length of year, month and

day of service;

Any proof of work experience must reflect income

tax is settled;

. The years of work experience refers to the position

that the employee has applied for or a position that
is similar to the job, and it does not necessarily
include the work experience that is similar
position but could include experience in similar
positions the employee served;

The years of experience for a person assigned to
the position of a director and above must be 3
years of relevant work experience out of the total
amount of relevant or related work experience
requested in the summary of the required skill
requirements of the organizational study; A

professional who does not have the experience of
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in the capacity of team leadership but who meets

the directly relevant work experience and

Educational qualification requested for the
position may apply for the position;

For employees who have advanced their
educational level and graduated with a degree and
who are serving in secretarial positions, four years
of relevant work experience may be consideredin
non-specialized positions that require a degree and

up to four years of experience.

In the case of employees who benefited from
placement or other reasons and their secretarial
work experience before the issuance of this
directive, they may be competing in a non-
specialized position for which this directive
requires only up to four years of secretarial work
experience combined with appropriate work
experience;

Notwithstanding what is stated letter (m) and (n)
in sub-paragraph (2) of this article, in the case of
an engineer, surveyor and other design or architect
or construction or surveyor and positions related
to engineering, production and technical positions,
legal positions, financial or accountant positions.,
auditor positions; computer science or engineering
positions and other highly specialized positions
may only compete with only zero years of
experience;

The work experience of temporarily assigned
employees from the time of their placement to the

time of their departure will be verified whether
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such experience is directly related or relevant in
order to consider their experience for placement.

g. The service provided in another institution through
transfer or temporary placement will be verified
for being directly relevant or related to be
considered while the position they held
permanently at this time shall not be considered as
work experience;

r. Delegation given in addition to regular work is not
considered as work experience as such
responsibility does not constitute 8 hours of

regular working hours

3) Special skills requirement

It is a requirement of the organization that is directly
related to the employee's duties and responsibilities or
that he can perform his job role effectively and
efficiently by training in appropriate specialized skills,

and it includes the following:-

a. Motor driver's license for motor positions;

b. Vehicle driving license for light and heavy truck
driver positions;

c. Special driving license for construction machine
operator positions;

d. Having the skills to use software that helps to
prepare designs for design works (Autocad,
Archicad, Revit, Itabs, SAP);

e. Having basic computer skills for all computer

work
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Skilled in using surveying equipment for

surveying activities;

. Peachtree accounting for financial activities, with

accrual accounting skills;

. Work experience should be relevant or related to

the positions mentioned;

Regarding Educational qualification, it should be
related fields to the Educational qualifications
mentioned in the organizational study.

According to the letter (d) to (g) of this
subparagraph, the contestants who do not have the
special required skills will not be barred from the
competition, but they will be monitored in the future

whether they are able to fulfill the requirements.

4) Affirmative recommendation

a. When women workers compete, they will be given

priority when there is a difference of up to 3 points
after the total score is determined based on their

previlegde of special support granted by law.

. Persons with disabilities will be given priority if

they have a difference of up to 4 points in the
performance directives issued concerning the
employment rights of  persons  with
disabilities.When necessary, proof of disability
from the relevant body should be submitted by the

employee before the placement competition.

If an employee receives more than one affirmative
recommendation, for example, if she is a woman

or a disabled person, the affirmative
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amount of positive support will be promoted in
order of higher education level or work experience
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Section three
Establishment of placement temoporary committee

9 Placement Temporary committee
qualification criteria

A placement temporary committee will be

established by the general manager to carry out

employee placements in accordance with the

placement principles of this directive. The members

of the committee shall be:

1) Those who have sufficient knowledge and
experience about the field of work of the
organization and the organization,

2) Those who have work motivation and good
ethics and treat the employees of the
organization equally;

3) They should be able to fully accept the
organizational assessment and be committed to
its implementation.

10 The number and composition of the ad-hoc
committee members of the Enterprise
1. According to this directive, a placement

temporary committee consisting of one
chairman, four members and one secretary will
be established by the general manager, and the
committee will be responsible to submit
placement recommendation to the enterprise’s
general manager by evaluation the leaders and

employees;

2. The chair of the committee, two members and
one non-voting secretary will be appointed by
the general manager of the enterprise, and the

two members or one woman will be the
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representatives of the organization's basic labor

union.

11. Duties and Responsibilities of the Committee

1)

2)

3)

4)

5)

6)

7)

8)

9)

Prepares an action plan for the activities it
performs;

Receives a list of the organization's approved
organizational study positions for which
placement will take place;

Shall decide the deadline for the submission of
evidences expected from employees, proofs of
qualifications provided by management and
notify the same to the relevant parties;

Shall post available positions and levels in a
location which is easily accessible to employees
and register applicants on the format prepare for
this purpose

Shall place (assign) employees ranging from
higher to lower positions after duly evaluating
them against the criteria setl;

Monitors the process from registration up to the
final placement;

Maintains the confidentiality of the placement
process

Employees will be informed by notification that
they must submit the education, service period
and other evidence that they have not submitted
to the Directorate of Human Resource
Development and Management to be kept in
their personal files;

Examining the summary of information of the
employees who applied for each position;
Conducts initial screening of each job
requirement against the submitted application; In
the event of suspicious circumstances, it
performs the task of verifying the personal files
of employees to be submitted through human
resources management;
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10) Based on the human resource information
prepared and provided to him by the Directorate
of Human Resource Development and
Management and the criteria set for placement in
the same directives, the committee shall submit
a placement proposal for decision;

11)Keeps information regarding each placement
process and the decision reached carefully and
confidentially. Provides information when
required and when ordered by the concerned

party;

12)At the conclusion of the placement, it shall
submit to the general manager with a
recommendation regarding the categories for
which placement was not done and the
employees who were not able to be
placed/assigned;

13)The members of the placement committee will
withdraw from their membership of  the
committee only for that period when their own
case and the case of their relatives is presented to
the placement ad-hoc committee; However, if it
is discovered that placement has been made
while being in the knowledge of such event, the
placement will be reviewed and enforced,;

14)The decision of the placement committee will be
presented to the general manager of the company
for approval.

15)When the company's general manager orders the
placement to be re-examined, he re-examines
and assigns based on the instructions, or if it is
not possible to assign, he provides the reason;

16)When it is proved by the placement temporary
committee that the placement is done in a
discriminatory or inappropriate situation, the
organization will take appropriate corrective
action according to the employer and employee
affairs decree number 1156/2011 and the
collective agreement;

17)The placement committee shall constitute a
quorum if three-fourths or 75% of the members
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18)When the

are present. However, out of the mentioned
number of quorums, the chairman and one
representative of the basic worker's union should
be present.

placement committee allocates
workers, when there is a difference of opinion
between the members, it will be decided by a
majority vote, and in case of an equal vote, the
side supported by the chairman will be
considered as the decision of the placement
committee;

19)The placement committee shall keep confidential

the placement documents they work on. The
organization will take corrective action
according to the employer and employee affairs
decree No. 1156/2011 and the collective
agreement against the member who has revealed
a secret among the members of the placement
committee.

20)Minutes of the committee should be kept with

record number. When the committee concludes
its work, it will hand over the work done and
documents to the Directorate of Human
Resource Development and Management to be
kept as evidence.

12. Duties and responsibilities of the chairman

1) Leads and coordinates the placement
committee.

2) Gives an explanation to the question
regarding employee placement;

3) Evidence and information necessary for
placement will be signed and received
from the Directorate of Human Resource
Development and Management;

4) Monitors the proper handling of any
information regarding the placement;

5) Regarding the placement, he prepares the
daily placement agenda together with the
secretary;

6) Submits the committee's general activity
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and the report agreed by the committee
members to the general manager;

7) If there is a disagreement between the
members of the placement committee,
the committee shall resolve the matter
with its own efforts; If the effort fails, the
difference of opinion will be determined
by majority vote. If the dispute is not
resolved, it will be brought to the General
Manager for resolution.

8) Facilitates false evidence. He will submit
the submitted documents to the
placement committee members for a
recommendation.

13. Duties and Responsibilities of the Secretary

1) Keeps the minutes of the placement committee;
He keeps every minute of the meeting carefully
signed by the members.

2) Ensures that the agenda is delivered to
committee members;

3) The placement committee will prepare the
meeting places and stationery needed for the
placement;

4) Prepares the daily agenda together with the
chairman, and makes it available to the
members first;

5) The placement committee will keep a proper
record of any decision information;

6) Keeps the information and decisions of the
placement committee confidential;

14. Duties and responsibilities of the general
manager of the organization

1) According to this directive, a temporary
placement committee and a grievance
investigation committee will be established,
consisting of representatives of the organization
and the basic trade union.

2) When placement takes place, he arranges a
workplace for the placement committee and
provides them with materials for placement;
When faced with problems, he quickly devises a
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4)

5)

6)

7)

8)

9)

way to solve the problem.

The placement committee will give a timely
response to the problems encountered in terms of
performance during its work;

Ensures that the organizational study, the
placement directives and the placement criteria
information are officially given to the employee
before the placement and are understood.

Examines and approves the placement list

submitted by the placement committee;

Investigate the report submitted to him regarding
the position of the employee and the placement
of the employees who have not been assigned
and make the appropriate decision.

If the placement committee's recommendation is
not in accordance with these directives, the
placement committee may change or cancel the
decision or return it to the placement committee.

Complaints submitted by employees will be
screened by the Grievance Investigation
Committee and will be submitted to him and will
decide the proposed decision accordingly.

During the placement of the employee, he
evaluates the placement process, monitors it, and
takes corrective legal action when he finds it
necessary.

15. Duties and Responsibilities of Human Resource

Development and Management Directorate

1) Prepares information required for placement

according to this directive. Submits the
prepared information to the placement
committee;

2) The information of each employee submitted

to the placement committee must be verified
and signed by each employee.

3) Provides necessary information and support to the

placement committee until
completed.

the placement is
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4) After each employee placement is presented to
the general manager and approved, the
employee is assigned to the position; By
preparing a letter mentioning the rank and
salary, it will be supported by the general
manager and the relevant work leaders to
whom they are delegated.

5) Both the placement and complaint
investigation committee will provide the
necessary response to the information you
request.

6) Regarding the accuracy of education, work
experience and other documents, discuss with
the placement committee and the management
of the organization, if suggestions are made by
setting a time limit for checking fake evidence,
according to the actual evidence obtained
during the investigation process, on the basis
of the actual evidence obtained during the
investigation process, the necessary
information and facts shall be gathered and
complied in order to establish disciplinary and
criminal chargesaccording to the collective
agreement and the law, as the case may be.

7) In relation to sub-paragraph (6) of this article, a
leader or employee who exposes himself before the
recommendation will be pardoned by the relevant
law and will be made to compete with the correct
evidence.

16. Duties and responsibilities of leaders and
employees

1) Submitte the original and copy of the required
documents according to the placement directives
and the requirements of the organizational study:

2) Based on actual evidence, the employees of the
organization should track down the employee who
wants to compete without his skills by providing
false evidence; as soon as it is known that there is
an employee assigned with false evidence, it is
necessary to immediately inform to the general
manager of the organization to take corrective
action.
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Section four

Human resource placement criteria, scoring etc

Placement result notification system
17. Placement criteria and scores assigned
1) In addition to the required skill requirements,
the placement qualification criteria serve as a
identification tool to be able to
the

balanced

assign employees to appropriate

positions.
2) Therefore, the following are the general
placement criteria to enable qualified employees
to fulfill

organizational study and approved for placement.

the positions approved by the

Table 1: Placement criteria and scores assigned
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N Evaluation Points assighed (%)

0 Criteria Manag | Professio | Professi
ement nal onal
Positio | positions | positions
ns of of level of level
team 13 and 12 and
leader | above below
and
above

1 | Examination 25 25 -

2 | Educational 20 35 45

3 | Work 15 25 40

4 | Performance 10 10 10

5 | Leadership skill | 25 [FS e

6 | Record quality 5 5 5

Total 100 100 100

~ 18. Exam Sco ring

1) Competitors who meet the criteria have the

right to choose three positions:

4 P01 117N0(%)

/ Povaolls | (177 RLE 13 | R4E 12

& DNLCHT | oml§ AS hHe | AS hn.ge
hn.e nage 03~
nage RLE (¥4
A AT - AT -
Phool-C | PQAo-2 | POAOD-P
A A oA
@V | ooV an @ (Vf

1| 419 25 25 -

2 | P19uC T 20 35 45

3| PN APL 15 25 40

4 | P0é- 10 10 10

5 | phmecrt | 25 [N

6 | PULC 5 5 5

Pl
m/L9°C 100 100 100

2) You can take the exam only once. For the

other positions for which you are competing,
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the results of the exam taken once will be

binding and the performance is presented as

follows:-

a. depending on the status of the position, a
written or written and practical test may
be given to the candidates applying for
the positions of professional or

supervisor positions of level 13 and

above, according to the organizational
the

the

study document approved by

organization as determined by
organization;

b. The type of professions that will be given
in written and practical tests will be
changed to 25% of the 100% test given

by the organization's management.

Example: If the candidate scores 50% in the exam,
the result will be converted to 50*25/100= 12.5. So
his score out of 25 will be 12.5. Therefore, the

results of this process are combined with other

criteria.
19. Educational qualification Scoring
After any contestant meets the minimum

Educational qualification and level set for the
position in the organizational study and registers for
the competition, the points given for Educational
qualification are presented with a difference of two

points according to the set level as follows:-
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1 Below 12th / 10t grade 31
2 Completed the in the 33
previous/new
education system 12th
/ 10t grade
3 1 year diploma 35
(10+1/12+1) grade 1
4 Technique and 37
vocation diploma
5 College diploma 39
(10+3), grade 3-5
6 First degree 16 31 41
Second degree 18 33 43
7 (masters)
8 Doctorate degree 20 35 45
(PhD)

20. Work experience scoring

Any supervisor or employee must meet the
minimum direct or relevant work experience set for
the position for which he/she is applying.

The candidate must meet the minimum direct or
relevant work experience set for the job category
and only the direct or relevant work experience after
registering for the competition will be given points
as a comparison criterion

The points given for the relevance of work
experience will be based on the below two point
difference in the set category.
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Table 5: Scoring of professional positions level 12

and below
N Direct/relevant work Points
1 | Below 2 years 32
2 From 2 years up to 4 34
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21. Scoring of performance appraisal results

1) The average result of the 2014 fiscal year will
be the job performance evaluation criteria for
the competition.

2) In the 2014 fiscal year, since all leaders and
employees have passed the evaluation process,
the evaluation results of all management
members and employees will be approved by
the organization's management and submitted to
the  Directorate of Human  Resource
Development and Management;

The results of the 2014 fiscal year's work
performance will be forwarded to the placement
temporary committee in a timely manner, and
the scoring will be done according to Table 6.

3)

Table 6: Scoring of performance appraisal results

Point assigned
N Performanlce Positions of | Positions
o) apprallsa team leader | below team
result and above leader
1 | 75% and above 10 10
2 | From 70% up 8 8
t0 74.99%
3 | From 65% up 6 6
10 69.99%
4 | From60% up to 4 4
64.99%
5 | Below 60% 2 2

22. Leadership skill assessment scoring

This qualification criteria consists of the four main
leadership skills qualification requirements filled by
the management of the organization and includes
those competing for the positions of team leader and
above:

1) As the criteria for this evaluation are leaders and

employees competing for positions at different
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2)

3)

levels of responsibility, the points filled once for
factory manager and directorate director are used
for factory manager and directorate director
positions at the same level.

One-time leadership skill assessment results for
candidates who applied for all team leader
positions, including branch factory deputy
manager, head of legal services, will be used for
the same team leader positions.

Regardless of what is stated in subsection (1)
and (2) of this article, the results of the
leadership assessment completed for the director
of the directorate and similar candidates cannot
be used for the team leader. The overall scoring

is as follows.
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Table 7: Scoring of leadership skill evaluation

No

Quialification criteria

point

1

Decisiveness challenging situations

7

11

The ability to pass the proper decision on
matters that are relevant to his department
and level based on the procedure

2.5

1.2

Ability to come up with new ideas and
solutions to tackle challenges the
encountered and add values; and with
entrepreneurial skill

2.5

13

Ability to withstand and

understand opportunities

challenges

Managing tasks based on the plan and
reporting ability

21

Monitor performance based on the plan
and report the same

2.2

Ability to perform the planned tasks in the
required time. Quality and const
effectively2.3

2.3

Ability to assess employees; comply with
working hours and ensures that others
comply

Sense of being servant to the public,
communication and fighting malpractice

3.1

Ability to work in collaboration and
coordinating with supervisors, colleagues
and other employees; ability to coordinate
others

1.5

3.2

Ability to patiently handle and resolve dispute
among employees; ability to consult others to
resolve such disputes they may come across

1.5

3.3

Respect to customers and provide service
efficiently

1.5

3.4

Ability to fight theft and malpractice

1.5

Supporting employees and enhance their
motivation

4.1

Assign task to employees jointly and
individually

4.2

Experience in identifying work related
gaps on employees and support them to fill
such gaps and

Total

25
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23. Record quality

The standard of record quality refers to
disciplinary action taken against the employee
within one year, and does not include
disciplinary action taken one year prior to the
date of approval of this policy.

Subject to the expression of sub-paragraph (1)
of this article, the scoring of archive quality
shall be done in accordance with Table 8:-
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salary fine
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Porr NI 4 | Written warning 3
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Section five
Grievance submission and resolution procedure

25. Establishment of a temporary grievance
investigation committee

1) An  temporary  Grievance  Investigation
Committee will be established by the general
manager of the organization, consisting of a
chairman, four members and one non-voting
secretary, who will investigate the complaints of
employees who have complaints about the
implementation of the placement and make a
decision;

2) The chair of the committee, two members and one
non-voting secretary will be appointed by the general
manager of the organization, and the two members
(one woman) will be the representatives of the basic
workers' union of the organization.

26. Duties and Responsibilities of the Grievance
Investigation Committee
1) Prepares an action plan for the activities to be
carried out;

2) From the day when the placement of workers is
approved and announced, it will receive the
complaint applications submitted in connection
with the allocation;

3) Ensures that complaints submitted are completed
in accordance with this policy;

4) According to the set schedule, he checks the
complaints and submits the proposal to the
general manager;

5) Organizes complaint applications, investigative
evidence and minutes;

6) The Secretary of the Grievance Committee
receives and signs complaints from the
complainants;
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1)

2)

committee examines the submitted
complaints from the minutes of the placement
committee meetings, the employee's personal
file and other relevant evidence and submits a
recommendation to the general manager within 5
working days of the complaint being submitted;
The proposal must be reviewed and responded to
by the General Manager within 5 working days;

Minutes of the committee with record number
should be kept. When the committee concludes
its work, it will hand over the work done and
documents to the Directorate of Human
Resource Development and Management to be
kept as evidence.

27. Timeframe for submitting grievance

An employee who claims to have a complaint
about a placement can submit the complaint in
writing to the Grievance Investigation
Committee within five consecutive working days
from the day the placement is approved and
announced.

In spite of what is mentioned in sub-paragraph
(1) of this article, if he is unable to submit the
complaint within the set time limit for
compelling or force majeure reasons, it may be
extended for three consecutive working days.

28. Complaint submission and resolution
process

1) If any employee complains about the
implementation of the placement, the
Grievance Investigation Committee has
the right to receive a decision by
submitting the complaint according to the
prepared complaint form within five
working days from the date of the
placement decision. However, the
complaint will not be accepted if it is not

submitted in accordance with this policy.

2) The Grievance Investigation Committee
will submit its proposal to the General
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MLy mwawie (AEPov. L0 @y PPod hmd Temporary removal and cancellation by the
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LA ATIN:- 1) A chairman or member or secretary of a

1. A7E P90 0L PPLd AMé hepdk placement  or  grievance  review
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from the committee or removed and
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replaced;
a) When nominated for placement or,

b) If he has sexual or physical or marital

relationship with an employee
nominated for placement,
c)If he forgets his assigned

responsibility and neglects his care
and diligence in his work and shows
partiality,

d) If he discloses a secret or shows or
discloses  the  minutes  and
information to non-members, he will
be removed from membership by the
decision of the general manager of
the organization without further
formalities, when evidence of other
similar  disciplinary offenses is
proven. He shall also be liable under
applicable law;

2) A substitute committee chair or
member or secretary may be replaced by
an individual who has been removed
from committee membership or s
unable to continue for valid reasons.

31 Regarding the employees who did not get
placement

1) The organization will support the
employees who ask for their pension
rights to be respected while they are at
work;

2) When the organization encounters
workers who have not been placed by the
organization and there is no other option
that can be assigned to them, it will be
submitted to the management board of the
organization for a decision.

32.Accountability

1) An officer or employee who deliberately
or negligently violates this directive will
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be held liable as per the Employer and
Employee Proclamation No. 1156/2011
and the collective agreement.

2) If malpractice is done in the placement
and evaluation process, accountability
and disciplinary action will be taken;

3) Any employee who hinders the
placement by providing wrong evidence
when he should provide correct evidence
and provides false information will be
liable according to the relevant law;

4) In relation to the company's placement
process, the leadership and employee
who causes violence or misconduct at
work will be subject to disciplinary

action in  accordance  with the
laborproclamation and the collective
agreement.

33.Inapplicable Laws

Any directives/directive and practices issued by any
organization that is inconsistent with this directive
will not be applicable to the matters covered by this
directive.

34Various Forms;
Various forms are annexed with this directive to as
part of this directive to assist its implementation
35. Effective date of the Directive
This Directive shall effective from the date it is
registered by the Ministry of Justice and uploaded
on its website.
March, 2023
Addis Ababa
Meskerem Kinfegebriel
Addis

Design, Construction and Consultation Enterprise

Ababa city Admintration Construction

General Manager
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