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LIPERM
INTRODUCTION

This multilingual information brochure of access to local employment services
grounds on our experience during the social and working integration activities
required by the 'LIFE: Work, Integration, Training, Empowerment” Umbria
Region project, carried out in partnership with ANCI Umbria, Frontiera Lavoro,
Cidis onlus and ABN A&B Consortium social network under the Asylum,
Migration and Integration Fund 2014-2020.

The guide akes adventage of this know how and is the direct result of a
laboratory that focused on a wide comparison on the theme of work among
migrants of different nationalities, age and migration paths, involving both
those who have already had work experiences and those who were facing for
the first time the job hunting matter.

This guide aims to be a useful tool for asylum seekers, holders of international
protection, women who have come to Italy for family reunification and MSNA
who have chosen to live in the Umbria Region and who must therefore face
the experience of job placement.

In fact, in the following pages, attention is placed on the importance of
writing the curriculum vitae and on public and private services that support
the research and job placement, as well as on the legislation and for worker
defense ways.

This brochure is based by the principle that an immigrant during his job hunt
must be aware of his skills and the opportunities offered by public and private
job services, thus aiming to develop as much as possible his independence in
the job search that could correspond to his expectations and needs.
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LIPEMY
A CURRICULUM VITAE

The curriculum vitae is a very important document that you must prepare
very carefully before starting your job search.

This document, simply called curriculum or cv, is a paper that contains
information about you, such as your name, your address, your contacts
(telephone or e-mail) and information related to your education and training
path and above all your professional experiences, together with a brief
description of your skills and attitudes.

A well-made curriculum can be an important way to obtaining a job position
or an interview with the employer, the first step fowards a future hiring.

In Italy, all employers or employment centres and agencies will always ask
about your CV in order to apply for job offers, that is why it is fundamental
to have this document updated and with all the information.

In order to better prepare your curriculum you can use the website https://
europass.cedefop.europa.eu/, which will allow you to download a model with
the instructions to fill it, otherwise you can get help from some institutions or
associations that deal with job placement.

If you want to write your CV on your own not using the downloadable models,
remember that it must contain at least the following information:

®  PERSONAL NFORMATION
@

Your name and surname, your residential or home address, your telephone
number or your e-mail address.

%3 EDUCATION AND TRAINING COURSES

Your fraining path: you will have to indicate the qualifications, diplomas or
cerfificates you have and the dates on which you obtained them together
with the name and address of the schools, institutes or institutions where you
have studied.



PROFESSIONAL EXPERIENCES

You will have fo list the main work experiences you have carried out or
are carrying out, indicating the start and end dafes of the working period
and listing the main tasks performed. In addition, it will also be necessary to
indicate the name and address of the company where you worked.

i LINGUISTIC AND COMPUTER SKILLS

In this section you will have to indicate which is your native language and
other languages that you speak fluently, together with your computer skills,
ie. how well you can use a computer and possibly detail the software and
programs you know.

Q+ INTERESTS AND ATTITUDES

In this section you will have to indicate what are your interests, particular skills
or attitudes that you have and can be used by the employer to get to know
you better and to understand a little more what your character is.

ﬂ PRIVACY

The last section of the CV must contain a reference to the applicable Italian
and European legislation regarding privacy, because this document contains
information relating to your life and you have therefore give your permission
to use this data.

WARNINGI
Always remember to date and sign your CV

when you deliver it to an employer, and keep it updated by
adding all the new training or professional experiences you will carry out.
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A HOW CAN [ FIND JOBy
@ EMPLOYMENT CENTRES

@ What are they

The employment centres are public offices distributed throughout the Italian
territory that provide information and services to people and enterprises
with the aim to promote employment and the economic development of the
territory.

These offices offer many services, but the main one is matching job supply
and demand. That is why they collect and store in a database the job-seekers’
CVs and the companies staff requests.

All immigrants who have a residency permit and an Italian identity document
and tax code can register at the employment centres in the Umbria Region,
which carry out their activities totally free of charge.

Registration in the Job Center is not compulsory, but it is important. Only if
registered you can access and apply for job vacancies in their database, apply
for some supported free training courses or ask for unemployment benefits
if you are fired.

To access the service

To enter the services offered by the employment centres and to be able
to apply for company job offers, you must go personally to the closest
employment centre to the place where you live and register there. You
will receive your first orientation interview to start your job search and be
supported and helped along this way.

You can link to the services of the employment centre via the web address
https://lavoroperteregione.umbriait. Once registered you can look for job
offers, read them and apply directly through the web portal. If you prefer, you
can go to the employment centre where you will find the same job offers
printed in paper format and where you will have the opportunity to apply for
with the help of the office workers.



Each Employment Centre has also a network of local offices throughout the
regional fterritory, and there arre also offices for disabled people and protected
categories (Law 68/99) but only in Terni and Perugia.

This last offices are specialized in the job placement of people with disabilities.
If you are disabled, we recommend you to go directly to these offices. The
office workers will register you at the job centre and will explain you the
opportunities exclusively reserved for youl

Where can you go

Below is the list and contacts of the employment centres and the respective
territorial offices found in the Umbria region.

N.B. Constantly check for any changes by connecting to the website http://

WWW.regione.umbria.it/lavoro-e-formazione/arpal-umbria/centri-impiego-e-
sportelli-territoriali where you will always find updated information.

CENTRO PER L'MPEGO* DI PERUGIA  SPORTELLO DI CITTA" DELLA PIEVE

Via Palermo, 106 Piazza Gramsci - Palazzo della

Tel. 075 3681973 - 075 3681974 Corgna
incontrolavoro@regione.umbria.it Tel. 0578 298029

SPORTELLO DI BASTIA UMBRA SPORTELLO DI MARSCIANO

Piazza Moncada, snc Edificio Uffici Via Togliatti, /A (palazzina ex IPSIA)
Umbriafi ere Tel. 075 8742219

Tel. 075 8012740 lavoromarsciano@regione.umbria.it

lavorobastia@regione.umbria.it
SPORTELLO DI MASSA MARTANA

SPORTELLO DI CASTIGLIONE DEL Via Mazzini, 3

LAGO Tel. 075 8951730

Via del Progresso, 7 lavoromassa@regione.umbria.it

Tel. 075 9652479

‘ N * employment centre
lavorolago@regione.umbria.it



SPORTELLO DI TODI

Via del Monte, 23

Tel. 075 8956867 - 075 8956868
lavorotodi@regione.umbria.it

CENTRO PER L'MPIEGO DI FOLIGNO
Piazza XX Settembre, 15

Tel. 0742 340655
lavorofoligno@regione.umbria.it

SPORTELLO DI BEVAGNA

Corso G. Matteotti, 58 (Palazzo
Comunale)

Tel. 0742 368135
lavorobevagna@regione.umbria.it

SPORTELLO DI GUALDO
CATTANEO

Piazza Umberto |, 3

(Palazzo Comunale)

Tel. 0742 929448
lavorogcattaneo@regione.umbria.it

SPORTELLO DI GUALDO TADINO
Piazza Lucantoni

Tel. 075 913111
lavorogtadino@regione.umbria.it

SPORTELLO DI NORCIA
Regione Umbria - Presso COAR
Tel. - Fax 0743 828173
lavoronorcia@regione.umbria.it

SPORTELLO DI SPOLETO

Via San Carlo, 1

Tel. 0743 46658
lavorospoleto@regione.umbria.it

LIFELM

CENTRO PER L'MPIEGO DICITTA’ DI
CASTELLO

Via Martiri della Liberta, 20

Tel. 075 8553302
lavorocastello@regione.umbria.it

SPORTELLO DI GUBBIO

Via della Repubblica, 15

Tel. 075 9273417
lavorogubbio@regione.umbria.it

SPORTELLO DI UMBERTIDE

Piazza Michelangelo, 21/A

Tel. 075 3682100
lavoroumbertide@regione.umbria.it

CENTRO PER LMPIEGO DI TERNI
Via Annio Floriano, 16

Tel. 0744 4831
lavoroterni@regione.umbria.it

SPORTELLO DI NARNI

Piazza dei Priori, 1 (sede comunale)
Tel. 0744 747265
lavoronarni@regione.umbria.it

CENTRO PER LMPIEGO DI ORVIETO
Vicolo del Popolo II, 5

Tel. 0763 341728
lavoroorvieto@regione.umbria.it

SPORTELLO DISABILI E CATEGORIE
PROTETTE (L.68/99)- PERUGIA

Via Palermo, 106 (I ° Piano)

Tel. 075 3681977 - 075 3681968
legge68perugia@regione.umbria.it



SPORTELLO DISABILI E CATEGORIE PROTETTE (L.68/99) - TERNI
Via Annio Floriano, 16

Tel. 0744 4831

legge68terni@regione.umbria.it
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@'{# EMPLOYMENT AGENCIES
()

@ What are they

Employment agencies are private entities authorized by the lIfalian state
to offer work intermediation services, that is, a link between job offer and
request. Sometimes they can also offer training opportunities, both free and
paid, thus facilitating job placement.

The service is carried out by the agencies through the collection and storage
of both the CVs of people looking for a job and the requests for staff from
companies.

Some agencies, called temporary employment agencies (Agenzie di Lavoro
Interinali), offer workers’ services directly to the companies, this means that
the worker is directly hired by the agency for a (generally short) period of time
and "lent” as a worker to a company. Many of these temporary employment
agency offers are short-term contracts but are good opportfunities to enter
the world of work.

To access the service

Both employment and temporary employment agencies can be contacted
directly or through their websites, in both cases you will be asked for a
registration and your CV.

For registration, it is necessary to have a valid identity document at hand,
a tax code card, a residency permit or a renewal request receipt together
with the expired residency permit. In case of direct access to the agency,
after registration, the office worker will tell you about both job and training
opportunities, while in case of access via website, we invite you to carefully
read the given information and the available job offers to which you can apply
directly and if it is the case, confact the-agency-for-more information.



WARNING!

In Italy the law forbids agencies or private intermediaries from asking
or taking money from people looking for work.

Where can you go

Below is a list and confacts of the main employment and temporary
employment agencies in the Umbria Region, but we invite you to constantly
check for any changes by connecting to the website http://www.regione.
umbria.it/istruzione/accreditamento-  dei-servizi-per-il-lavoro/elenco-dei-
soggetti-accreditati-ai-servizi-per-il-lavoro where you will always find
updated information.

JOB Italia SPA - CITTA' DI CASTELLO ~ GI GROUP SPA

Via Dante Alighieri, 11 Via Mario Angeloni, 6/8
Tel. 075 8522760 Tel. 075 5011602
cittadicastello@ jobitalia.net perugia.angeloni@gigroup.com

ADECCO - CITTA' DI CASTELLO MANPOWER - PERUGIA

Viale R. De Cesare, 12 Via Mentana, 4

Tel. 075 8523017 Tel. 075 5008919
cittadicastello.decesare@adecco.it perugia.mentana@manpower.it

UMANA - CITTA' DI CASTELLO OBIETTIVO LAVORO - PERUGIA
Via Ferrer, 23B Via Campo Di Marte, 2/Q

Tel. 075 8556655 Tel. 075 5055941

infocdc@umana.if perugia@obiettivolavoro.it
ADECCO - PERUGIA Studio Locuste - Qui cambio lavoro
Via Cacciatori Delle Alpi, 12/14 Via della Pallotta, 26

Tel. 075 5727209 Tel. 075 5837575

perugia.cacciatoridellealpi@adeccoit  curriculum@locuste.net
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UMANA - PERUGIA
Via Settevalli, 60/D
Tel. 075 5004617
infopg@umana.t

AGENZIAPIU Sp.A
Via Nino Bixio, 63
Ponte San Giovanni (Pg)
Tel. 075 5996754
perugia@agenziapiu.com

JOB Italia SPA - PERUGIA
Via Nino Bixio 81/A
Ponte S. Giovannl

Tel. 075 5990857
perugia@ jobitalianet

MANPOWER - FOLIGNO
Piazza Garibaldi, 2
Tel. 0742 691353

foligno.garibaldi@manpower.it

= |
[
! [l
|
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UMANA - FOLIGNO
Via Treviso, 2/C
Tel. 0742 6777377
infofol@umana.it

MANPOWER - TERNI
Piazza Tacito, 4/5

Tel. 0744 432392
terni.tacito@manpower.it

OBEETTIVO LAVORO - TERNI
Corso Vecchio, 205/207

Tel. 0744 428915
terni@obiettivolavoro.it

UMANA - TERNI
Via Gaeta, 12

Tel. 0744 220218
infotr@umana.it




.@ INTERNET, WEB AND ONLINE SERVICES

@ What are they

Besides the sites of the employment / temporary employment agencies, you
can find other websites of online agencies that offer the same services to
match job offers and request.

You can type "job search” or "job offers'on the search bar of Google or
Yahoo, etc .. and you will have many links to websites of online agencies.

Be careful though, some sites are more reliable than others. You can verify
their reliability, checking if they have the Minister of Labor and Social Policies
authorization for the activities they declare to carry out.

@ To access fthe service

The online agencies require a registration for the account with and the upload
of your curriculum. Make sure that you have a personal e-mail, this is necessary
for you to register on the site.

After completing this procedure, you can search for the job offers that most
interest you, which you will find listed by kinds of works, territory or city.
Once you have identified the offer you are interested in and you want to apply
for, since you have already given all your data for the registration, you only
need to click on the link indicated and your application will be automatically
sent.

After that, if you are selected for the interview, the website operators will
contact you at the phone number or e-mail address you entered during the
registration procedure.

12
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Where can you go

You can learn how these websites work by visiting one of the sites listed
below, which are three of the major web portals that offer this type of
service in Italy.

Indeed: https://it.indeed.com

Monster: www.monster.it

InfoJobs: www.infojobs.it

13



2] SELF-APPLICATION

@ What is it

Another way to look for a job is to apply by yourself, which means that you
directly try to contact a company or employer for which you would like to
work, and offer yourself as a worker, even if they have not posted staff
search ads or you do not know whether the company you have chosen is
looking for staff.

If you want to contact a company to search for a job, but you don't know if
it is looking for staff, you can anyway contact it and leave your CV.

@ What do you need

To look for work through the self-application method you need to have your
CV and to contact the companies that inferest you or fo which you think your
application may be of interest.

Do not be shyl Companies are constantly receiving resumes, despite the
absence of published staff search ads. All these curriculums are collected
and stored by the company in an archive and when they starts fo search for
workers, theywill take into account the curriculums kept and if they finds
among them the profile of a worker compatible with the one sought, they
will contact the person for a first. inferview. So remember that if you use the
self-application method, you can be called for an interview many months after
leaving your CV to the company.

Where can you go

This is up to youl You can confact any companies. However, you should
prepare a plan or a list of companies, checking first atheir characteristics order
to understand better how to introduce yourself.

Remember, to be successful in finding a job through a self-application you
need to work hard, confact many companies and give many CVs, do not be
discouragedl

14
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.5;‘3. ASSOCIATIONS

@ What are they

In Umbria there are many associations or institutions that offer free orientation
and job search services. These institutions or associations organise "social
sdministration offices” or "social-working inclusion” for specific targets such
as women, immigrants, young people or other subjects in disadvantaged
situations. In particular, the offices for social-working inclusion can help you
writing your curriculum and guide you in finding a job.

@ To access the service

When you access the counter remember to always carry a valid identity
document, the tax code card and the residency permit or its renewal receipt,
together with the curriculum.

Where can you go

The Town Hall orthe Social Services Office of the fown where you live can
give you information on where to go and who to confact fo benefit from
these services.

15



ﬁ? NEWSPAPERS, MAGAZINES, PUBLIC NOTICE BOARDS

@ What are they

Another way to look for a job is to check the job notices published in
newspapers, magazines, bulletin boards and public spaces.

In these bulletin boards you can find notices for short jobs, or housework, but
they may also refer to more stable or longer-lasting jobs. In these nofices,
they often search for education activity staff such as private English, history,
mathematics, etc lessons. thus offering small job opportunities, especially
targeted at young students or people who are at the beginning of their
teaching career.

@ To access the service

Very often these nofices are published by the employment or temporary
employment agencies, but it is also possible to find advertisements published
directly by the companies. The bulletin boards are public spaces that you
can find in different places such as: universities, cafes, restaurants and also in
special spaces along a street etfc.

Where can you go

Once you have identified the notice you are interested in, you just have
to contact the person, agency or company that published it by calling the
reference telephone number or writing to the e-mail indicated.

Here are some examples of job nofices you might find in a newspaper,
magazine or bulletin board:

6
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Commercial company ‘rossi srl” looks for sales staff for its central italy offices,
experience 2 - 3 years, diploma, age 18 - 32, good knowledge microsoft office, willing
for moving to the cities of rome, perugia, florence, milan. Send detailed curriculum
vitae, quoting the reference number 0023 by 10.12.2019 To the following address:
rossi sRL., Via cavur, 00100, rome. - Personnel office - fax 06 8989898

International company looking for independent collaborators, even part-time. Possibility
to work from home. Tel. 067549372 - E-mail. xxx@gmailcom

Group of real estate buildings leader in the construction of houses in rome looking for
expert carpenter masters with immediate availability. Necessary at least two years
experience and b driving license. Tel. 065789423 - E-mai: yyy@liberollt

N.B.

Another way to effectively use newspapers, magazines and bulletin boards
to find a work is through advertisements. In this case, it is the person who
is looking for a job who publishes a brief description of the job sought and
the educational and training and / or professional qualifications possessed.
In this way, by leaving your telephone number or e-mail in the ad, you could
be contacted, perhaps for a job interview directly by a company or by an
interested employer.

WARNING!

Some ads may hide "deceptions or scams” so be careful

7



A THE WORK RELATIONSHIP

The employment relationship is ruled by the contract, for this reason it is
important that you know the main features ruling the employment relationship,
the different types of employment contracts in Italy and your rights and
duties. Italian law provides that the employment relationship can be mainly
of two types: subordinate (or employee) or self-employment. Subordinate
work is that kind of work ruled by a contract where the employer indicates to
the worker how to carry out his work and the worker receives a pay for the
activity he will have to carry out.

As for self-employment, this is a way of working in which a person commits
to perform a work or a service towards another person with his or her own
job. The self-employed person manages his own business, decides the time,
place and way of doing his work.

Self-employment can be carried on with or without a VAT number: up to
5,000 euros per year you do not need a VAT number, otherwise is necessary
to get a VAT number. To get it you must go to the Income Revenue Authority
Office (Ufficio dellAgenzia delle Entrate) within 30 days from the start of
the activity or from the foundation of the company and also register to the
Chamber of Commerce (Camera di Commercio).

If you intend to start an independent activity you can find information and help
at the Employment Centres of the Umbria Region and the Perugia Chamber
of Commerce.

The dependent employment contract can be mainly of two types: either for a
fixed term or for an indefinite period. However, there are many other types of
dependent employment contracts. To read out more, visit the website www.
clicklavoro.gov.it.

All types of dependent employment contracts can be full-time, ie. with a
working time of 40 hours per week (eight hours a day for five days a week),
or part-time (part-time). The part-fime contract generally consists of for
three, four or six hours a day, for only a few days of the week decided by the
employer or for all the five working days.

The fixed-term employment contract is a contfract that has a deadline. This

18
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means that you will only work and be paid until the deadline set by the signed
employment contract. The fixed-term employment contract can however
be renewed or extended (ie. the durafion of the contract can be increased
beyond the initially set deadline), only if the initial period of the contract is less
than 3 years.

As regards the permanent employment contract, this does not have a final
expiry date and offers greafer guarantees and protections. From the moment
you are hired, you can work in the company until you or your employer decide
to end the relationship that may end due to the voluntary resignation of the
worker or the dismissal by the employer.

19



WARNINGI

Employee contracts are those that offer you the best guarantees:
companies, in fact, are obliged to insure you (through INAIL), so you are
protected in the event of possible damage to you and other people while
you are carrying out your work; pay income taxes in your place; pay pension
contributions to INPS;
- The confract may include a trial period of variable duration, generally
established in about 15 days. During this period, both you and the company
can end the employment relationship without nofice, or from one day to
the next.
- Even after the trial period you can always resign when you wish. However,
you are required fo give the company a notice period (generally 15 days)
before you can permanently leave your duties. Instead, the company is
required to pay you the "severance pay” (the so-called “liquidazione’), which
will be greater the longer is your employment relationship with it.
- Al information regarding the employment relationship must be
communicated to you in a writing way.
Below you will find all the information about the working conditions that
must be reported in the employment contract text:

* who is the worker;

- who is the employer;

- where the work takes place;

- the starting date of the employment relationship;

- how long the work will last;

- the duration of the trial period (if any);

- the working hours;

- the classification, level and your qualification;

* the remuneration;

- the duration of paid holidays;

- the terms within which you can end the employment relationship (notice
periods).
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Where can you go

For more information you can connect to the website www.lavoro.gov.it or
www clicklavoro.gov.it

APPRENTICESHIP

@ What is it

Apprenticeship is a special employment relationship in which the employer
undertakes, in addition to the salary, also to fteach the apprentice (ie. the
worker) the technical skills to become a qualified worker.
It is a contract targeting young people that allows companies to have some
tax breaks.
The apprenticeship consists of three different types of confracts:
- apprenticeship for the fulfillment of the right-duty of education and training,
for young people aged 15. It allows themto obtain a professional qualification
to fulfill the right-duty of education. The maximum duration of this contract
is 3 years;
- apprenticeship for the acquisition of a diploma or for advanced training
courses, intended for young people between 18 and 29 years of age. It allows
the achievement of a secondary, university or higher education qualification
diploma and higher technical specialization. Its duration, for the profiles
concerning training, is established Region by Region.
- professionalising apprenticeship, for young people between 18 and 29. It
allows you to obtain a professional qualification and acquire basic skills. It can
have a minimum duration of 2 years and a maximum of 6.
The apprenticeship contract can be stipulated in any sector and to be valid it
must indicate:

the work performance that the apprentice must carry out;

the individual training plan;

the qualification that is acquired at the end of the contract.

21



TRAINING INTERNSHIP

It is a temporary experience within a company, with the aim of acquiring
practical skills by young people still engaged in the school and training cycle.
The training internship is characterized as a direct experience in the company
useful for starting to understand the organisation and procedures that rule the
world of work. It does not constitute an employment relationship, however,
during its performance trainees have well-defined tasks, rhythms, schedules,
deadlines and responsibilities. Even if a remuneration is sometimes provided,
this aspect is of absolutely minimal importance. In fact, the purpose of the
internship is to provide direct knowledge of the technologies, business
organization and production processes present within a specific company. It
therefore constitutes an opportunity to get o know and be known. It is for
these reasons that the internship proves more and more often a useful tool
to get in touch with potential employers and to place themselves on the job
market.

i
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-%} RIGHTS AND DUTIES OF THE EMPLOYEE

Schedule
The contract stipulates: enfry time, exit fime and breaks.

Overtime

Work performed beyond normal working hours, which the law (Legislative
Decree 66/2003) establishes in 40 weekly hours (Daylight Saving Time). In
fact, the matter is regulated by national collective labor agreements (called
CCNL), which set maximum limits (daily, weekly and annual), ways of overtime
services, economic treatment, compensatory rests. In the absence of
contractual regulation, the law establishes the maximum recourse to overtime
work in 250 hours per year. In this case, the use of overtime requires the
worker's consent.

Salary

The salary is the pay you will receive for the work done and it changes
according to the type of job, the qualification and the different sectors of
work. Remuneration is established in national collective labor agreements. Also,
at he Christmastime, employers must pay you an additional month’s salary
(called "tredicesima’). The report listing all the elements relating to the amount
and composifion of the gross and net remuneration due to the worker for
a given period of work is called the "busta paga" (pay slip). According to
law 5/1953 the employer is required to give it together with the payment
of the remuneration. The same law indicates the compulsry data it has to
show: personal data, professional qualification, reference pay period, detail of
the items that make up the monthly or hourly wages, social security and tax
deductions, family allowance, tax deductions, signature, initials or stamp of the
employer.

Right to study
If you are a working student, do not forget the benefits and preferential
treatments that this particular status offers you, in fact you can attend school

23



courses having the possibility of obtaining special permits and a particular
working time.

Diseases and accidents

In case of illness or accident at work, you are guaranteed to keep your job for
the time established in the CCNL.

The first three days of absence are paid by the company itself; starting
from the fourth day in the event of illness, there are remuneration allowances
paid by the National Social Security Institute (it is called INPS and is a public
institution that has the duty to pay: old-age, invalidity and social pensions;
sickness allowances or maternity; unemployment benefits, mobility and
unemployment insurance). In the event of an accident, the benefits are paid by
the National Institute for Insurance against Accidents at Work (it is called INAIL
and deals with the prevention of accidents in the workplace and the insurance
of workers at risk in the event of an accident).

Occupational safety

Employers must take all those measures, required by law, regulations and
contracts, necessary to protect the health and physical integrity of workers
and therefore yours, too.

This means, for example, preventing possible accidents caused by the use of
the machinery or dangerous working methods; having occupational hygiene
and protection measures to monitor physical and chemical factors that can be
harmful to workers’ health.

You can get information at the following link: https://www cliclavoro.gov.it/
Cittadini/Sicurezza-sul-lavoro/Pagine/default.aspx

Trade Union activity
You have the right fo join trade union associations, fo express your thoughts
and to carry out union activities, inside and outside the workplace.

Strike
The strike is your right and cannot be the cause of dismissal, however, it
entails the suspension of remuneration for the strike period.
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Marriage leave

In case of marriage, the employer must give you a 'marriage leave’ lasting 15
days, starting from the third day before the wedding.

Maternity

In case of pregnancy, absence from work is compulsory for 5 months
(generally in the last fwo months of pregnancy and in the first three months
after the birth of the baby) and you will receive about 80% of the normal
remuneration. It is imporfant fo know fhat:

- you cannot be fired from the start of gestation until the child turns one year
old;

- you have the right to take advantage of an additional 6 months of abstention
from work paid at 30% of the salary, up to 3 years of the child, or without
payment of any benefit if between 3 and 8 years of the child.

So far we have talked about your rights as a worker, but of course there
are also the duties you need to respect.

In particular you will have to be:

- diligent, that is to do your work with care and commitment;

- have fair behavior towards the employer, that is not to do the same job
in competing companies and keep secrets, that is, not to share news relating
to the production processes of the company you work for;

- observe the instructions of the employer and his collaborators.

In the event that you do not comply with the contractual obligations, the
employer may take disciplinary measures, establishing sanctions according to
the seriousness of the violations carried out, as stated in the CCNL.

They are:

- verbal warning, that is, to warn you in an unwritten form;

* a written warning, that is, writing a warning to the worker;

- the fine for a certain number of hours (generally 3 hours);

- suspension for a few days from work;

- dismissal, in the most serious cases.

In any case, you have the right to know the reasons for the penalty and to
defend yourself.
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@ﬁﬁ PROTECTION OF THE WORKER

During any work relationships, problems or misunderstandings may arise
between workers and employers. In these cases workers are not left alone
to try to assert their opinions against those of the company but are helped
by associations that protect the their workers rights. These associations are
called "trade union organizations” or more simply "trade unions” and are generally
present both within the company in the form of people who directly represent
the trade unions (RSU), and outside, in the official offices of the trade union
associations. To take part in union activities within the company organized by
the RSU, you must be registered with the union of reference (CGIL, CISL, UL,
etc. ..). If you believe that your worker rights are not guaranteed or respected,
even if you were not formally registered with a union, you can contfact the
RSU present in your company, or if this is not present, the headquarters of the
union of reference.

Below there is a list of the main offices of the most important Italian trade
unions in the Umbria Region:

CGIL - CAMERA GENERALE DEL LAVORO
Uffici vertenze sul territorio regionale

Via Bellocchio, 26 - Perugia

Tel. 075 5069803

CISL - CONFEDERAZIONE ITALIANA SINDACATI LAVORATORI
Uffici vertenze sul territorio

Via Campo di Marte, 4/Q1 - Perugia

Tel. 075 5067458 e 075 5006604

usr_umbria@cisl.it

UIL - UNIONE ITALIANA DEL LAVORO
Via Ruggero D'Andreotto, 5/A - Perugia
Tel. 075 573015

urumbria@uil.it
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UGL - UNIONE GENERALE DEL LAVORO
Via Savonarola, 74 - Perugia
Tel. 075 5837526
segreteriaregionale@uglumbria.it

Durante le attivita di ricerca attiva del lavoro potresti avere la necessita di
rapportarti con alcuni uffici pubblici, percid un elenco dei soggetti che
potrebbero essere coinvolti in questo processo potrebbe risultarti utile.
Oltre ai link gia segnalati, sulla base della nostra esperienza abbiamo preparato
questo elenco per tel

MINISTERO DEL LAVORO E DELLE POLITICHE SOCIALI - www .lavoro.gov.it;
www.clicklavor.gov.it

MINISTERO DELLINTERNO - www.interno.gov.it

MINISTERO DEGLI AFFARIESTERI E DELLA COOPERAZIONE INTERNAZIONALE
www.esteriit

REGIONE UMBRIA

GIUNTA REGIONALE

Palazzo Donini Corso Vannucci, 96 - Perugia
Centralino Tel. 075 5041

Palazzo Broletto
Via Mario Angeloni, 61 - Perugia
Centralino Tel. 075 5041

Sede Piazza Partigiani

Piazza Partigiani, 1 - Perugia
Centralino Tel. 075 5041
Posta elettronica istituzionale
urp@regione.umbria.it
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REGIONE UMBRIA - Terni
Centro Multimediale

Ple Bosco, 3A

Centralino Tel. 0744 4841

COMUNE DI PERUGIA

Corso Vannucci, 19
Centralino Tel. 075 5771
urp@comune.perugia.it

Web: www.comune.perugia.it

COMUNE DI TERNI

Piazza M. Ridolfi, 1

Centralino Tel. 0744 5491
Ufficio URP Tel. 0744 432201
Web: www.comune.terniif

PREFETTURA DI PERUGIA
Piazza Italia,

Corso Cavour, 125

Tel. 075 56821
prefetturaperugia@interno.it

PREFETTURA DI TERNI
Viale della Stazione, 1
Tel. 0744 4801
prefettura.terni@interni.it

QUESTURA DI PERUGIA
Via del Tabacchificio, 21
Tel. 075 50621

urp.quest pg@pecps.poliziadistato.it

QUESTURA DI TERNI

Via Roberto Antiochia, 12

Tel. 0744 4801
urp.quest.tr@pecps.poliziadistato.it

POSTE ITALIANE - PERUGIA
Piazza Giacomo Matteotti, 1
Tel. 075 575812

POSTE ITALIANE - TERNI
Piazza Solferino, 12A
Tel. 0744 546716

TRIBUNALE ORDINARIO DI PERUGIA
Piazza Matteotti, 1

Tel. Centralino 075 54051
tribunale.perugia@giustizia.it

TRIBUNALE DI TERNI
Corso del Popolo, 40
Tel. Centralino 0744 3981
tribunale.terni@giustizia.it

AGENZIA DELLE ENTRATE -
PERUGIA

Via Canali, 12.

Tel. 075 911011
dp.perugiauptperugia@agenziaentrateit

AGENZIA DELLE ENTRATE -TERNI
Via Bramante, 45

Tel. 0744 3961
dp.terni.uptterni@agenziaentrate.it



INPS Perugia
Via Canali, 5
Tel. 803164
URP Perugia@inps.it

INPS Terni

Via Bramante, 13
(scala D, 2° piano)
Tel. 803164
URP.Terni@inps.it

Azienda Unita Sanitaria Locale
Umbria N. 2 - Terni

Via Bramante, 37

Tel. Centralino 0744 2041
URP Tel. 0744 204841-204610

Azienda Unita Sanitaria Locale
Umbria N. 1 - Perugia

Via del Giochetto

Tel. 075 541
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ey
WORDS OF THE WORK

APPRENTICESHIP:  dependent employment relationship in which an
unqualified young man between 15 and 29 years of age, gives his work
and receives at the same fime the necessary teaching from the company
to qualify.

SELF-EMPLOYMENT: different from dependent work, can be achieved
through the freelance profession, or forms of self-employment.

PAY SLIP: sheet given to the employee at the time of the salary. It contains
all the data relating to the employment relationship: fixed elements of the
remuneration, gross and net remuneration, deductions, holiday situation
and permits.

CHAMBERS OF COMMERCE: economic institution that have functions of
representation, advice and defense of the interests of the various economic
categories (industrialists, traders, craftsmen, farmers). The Chambers of
Commerce also plays important administrative roles such as, for example,
keeping the register of companies and issuing the relative certificates.

PROTECTED CATEGORIES: people who are civil, work (for accident or
occupational disease) and war disabled; refugees, victims of terrorism and
organized crime.

EMPLOYMENT CENTERS: offices that offer their services to those who are
looking for work and to companies. They act as a meeting point between
job offers and demand. They also offer, among other things, information,
orienfation to targeted services for the disabled and disadvantaged
categories; provide to the companies information and advice on regulations,
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facilitations and incentives for employment, pre-selection and reporting of
names for hiring, publicity of job offers.

JOB INTERVIEW: meeting of a person who is looking for a job with a
representative (recruiter, chief of staff, owner) of the company who
needs workers to complete their staff. The interview always takes place
by appointment and is aimed at assessing whether the candidate has the
appropriate requirements to fill a specific professional role within the
company.

SKILLS: set of resources (knowledge, skills, etc.) that a person must have
in order to effectively deal with their inclusion into a working context, and
more generally to face their professional and personal development.

COOPERATIVE: association of people (or partners) in order to obtain more
advantageous conditions from the joint management of an economic
activity than those offered by the market; normally favored by fiscal
measures issued by various governments to facilitate the work of farmers,
arfisans and construction workers.

UNEMPLOYED: person looking for a job, having lost a previous job. An
unemployed person is defined as long-term if his unemployment has lasted
for at least 12 months.

JOB DEMAND: all the requests for workers expressed by employers,
private and public. It represents the total number of jobs that are needed
at a given moment in the various sectors and economic and production
sectors.

VOCATIONAL TRAINING: the training path that must be taken to approach
a job and fo be ready to enter (or re-enter) the world of work. Its main
purpose is to provide people with skills, knowledge and abilities that
increase their value on the job market. It is an extremely flexible system
(based on market needs) and with a strong variety of courses: from
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compulsory training (deriving from the right-duty to education and training
up to 18 years) to education and technical training higher education (IFTS),
to continuous and permanent training.

IFTS: abbreviation for Higher Technical Education and Training. These
are courses for young and adults, employed and unemployed, who after
graduating infend to specialize by acquiring a higher qualification and
specific skills. They have a duration ranging from 2 to 4 semesters and
refer to professional figures who have a large spendability on the labor
market.

INAIL (NATIONAL INSTITUTE FOR INSURANCE AGAINST ACCIDENTS AT
\WORK): institution that deals with the prevention of accidents at work and
the insurance of workers at risk.

UNEMPLOYMENT BENEF|T: allowance to which any worker made redundant
by private companies or public bodies is entitled.

SICKNESS  ALLOWANCE: economic benefit that replaces the salary
received by employees, private and public, during absences due to illness.
The worker who falls ill has the obligation to communicate the state of
illness by sending the medical certificate to the INPS and the employer
within two days, indicating the address where it can be found for any
check-ups. It is also required to be present, at the address indicated, for
the duration of the disease in the time slots provided for by law (from 10
to 12 and from 17 to 19) including Saturdays and Sundays.

UNEMPLOYED: person looking for first job, having never done any job.

INPS (NATIONAL INSTITUTE OF SOCIAL SECURITY): most important public
pension institution whose task is to provide pensions (old age, invalidity,
social pensions); sickness or maternity allowances; unemployment benefits,
mobility and unemployment insurance.

TEMPORARY WORK: employment contract in which the worker is hired
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by an temporary employment agency to be temporarily used by other
companies that request him.

OFF THE BOOKS WORK: a certain employment relationship does not
comply with current employment legislation. The most common violations
are that the employer does not make the hiring through the Employment
Agency, and therefore omits to communicate this hiring to him; that social
security contributions are not paid to the worker; that upon payment of the
salary the paycheck is not delivered to the worker, with all the indications
provided.

DISMISSAL: termination of an indefinite-term employment relationship,
which can take place either by the will of the worker or by that of the
employer. In both cases, the counterparty must be given the notice period
provided for in the respective national collective labor agreements of the
category. Dismissal by the employer can only occur for just cause or
justified reason.

OCCUPATIONAL DISEASE: illness contracted due to the work tasks which
occurred during the work period or arose after the end of a risky work.
Workers with occupational diseases are entitled to receive all tfreatments
free of charge until complete recovery, in addition to the allowance agreed
by confract.

LABOR MARKET: where the different types of job applications and offers
meet, which connect employers with those looking for employment.

JOB OFFER: all those who "offer’ work on the market, looking for
employment. The set of requests from companies that offer jobs is
instead defined as job demand.

SOCIAL SECURITY COSTS: all the compulsory payments for social security
management, such as those for accidents, for the treatment of illness, for
retirement.
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PROFESSIONAL ORIENTATION: the support and facilitation activities for

the decision-making process of a person facing a professional transition
(school / job, unemployment / job, job / job).

BASIC PAY: the minimum wage envisaged by the various national collective
labor agreements.

SOCIAL PARTNERS: group of associations representing the world of
companies and workers” organizations involved, by public institutions, in
consultation, negotiation and cooperation processes on certain subjects.

VAT NUMBER: in most self-employment activities, both in the case of
sole proprietorships, both in the case of companies in corporate form, and
in the case of freelance profession carried out with a habitual character,
there is an obligation to open the VAT number. To do this, it is necessary
to apply, by filling out a specific form, at the VAT Office (headed by the
Ministry of Finance) of your fiscal district. After this procedure, a company
is assigned a VAT number. It is a kind of identification code which must be
indicated on every invoice or receipt issued.

PART-TIME: type of work, part-time (20/25 hours) that can be used in
both fixed-term and permanent employment relationships.

RETIREMENT PENSION: pension treatment to which the employee is
entitled, in the event of early termination of the employment relationship,
only on condition that he has fulfilled the required contribution and registry
requirements.

DISABILITY PENSION: pension to which the insured worker or holder of
disability allowance is entitled with effect from 1 July 1984, who, due to
infirmity or physical defect, is permanently unable to carry out any work
activity.

SURVIVOR'S PENSION: type of pension that is due to survivors of pensioners
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(for example, spouse). The survivors, entitled to the reversibility or indirect
pension, are established by the pension legislation which has no relationship
with the inheritance law.

OLD-AGE PENSION: pension which, in the presence of the request for
seniority, is due to reach the age set for this pension (in general, 60 years
for women and 65 for men).

SUPPLEMENTARY PENSION: additional benefit,compared to the compulsory
one, that the worker builds in private pension funds by establishing an
individual social security position.

PERSON LOOKING FOR FIRST JOB OR UNEMPLOYED: person who has
completed, suspended or abandoned a cycle of studies and who has never
exercised a job.

PROFESSIONAL  QUALIFICATION: a qualification is obtained when a
competent institution assesses that an individual has reached a specific level
of learning, knowledge, skills and competences. The standard of learning
outcomes is confirmed by means of an evaluation or the completion of a
course of study. The learning and assessment of a qualification can take place
through a course of study and / or experience in the workplace. (OECD).
The characteristics of the professional qualification are the following: it is
granted by public and private institutions with the authorization of national
or local authorities for professional training; confers an official recognition
of value in the labor market and in its subsequent fraining; it can be a
legal title to practice a profession; is fundamental in the education and
vocational training sector.

TRADE UNIONS: institutions that collect representatives of the productive
categories. Thus there are workers’ unions and employers’ unions. The
history of the unions, however, is above all the history of the workers
(workers, peasants, clerks) who came together to defend the inferests of
their categories.
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INTERNSHIP OR EXTERNSHIP: period of training or professional improvement

spent at a university or a company, to acquire the professional preparation
necessary to carry out a certain activity.

EMPLOYEE SEVERANCE INDEMNITY (TFR): indemnity that the employer
must pay to each employee upon termination of the employment
relationship. It is proportional to the years of service provided and the
remuneration received. In the intentions of the legislator, this treatment
constitutes deferred compensation, with the aim of supporting the worker
in the face of the loss of wages.
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MY CHECKLIST

DRAFT OF CV IN EU FORMAT

NETWORK OF ASSOCIATIONS AND TRADE UNIONS

VISIT THE EMPLOYMENT CENTRE

ONLINE REGISTRATION

EMPLOYMENT AGENCIES MINMUM TWO

DIRECT CONTACT WITH POTENTIAL EMPLOYEES
HANDING OUT OF 10 CVS

PERSONAL NETWORK

WORD OF MOUTH
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USERNAME AND PASSWORD







I'AMORE E IL LAVORO SONO PER LE PERSONE CIO" CHE 'ACQUA E IL SOLE SONO PER LE PIANTE.



