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Notice of an available permanent position 
Any employer wishing to recruit staff must declare a job vacancy with the National Employment Agency (ADEM). Declarations are made using a simplified job vacancy declaration form, which incorporates the ADEM occupational classification system (ROME code).
To declare a job vacancy, the employer has two options:
declare the job vacancy via MyGuichet, the interactive platform of guichet.lu, which allows administrative procedures to be carried out electronically in a secure manner using a LuxTrust certificate;
declare the job vacancy using the PDF form available at the following link:
https://adem.public.lu/fr/employeurs/declarer-poste-vacant.html
It is sufficient to download the “Job vacancy declaration” form and send it to ADEM by email, fax or by post.
At the same time, in the event of recruitment under a permanent work contract (CDI), the employer is required to inform employees working in the company under fixed-term contracts at the time the vacancy arises.
The same obligation should apply to temporary agency workers within the company.
In the absence of such information, the employee should be entitled to claim damages in compensation for the loss suffered.









(Name and address of employer)


(Name and address of employee)

(place and date)

BY REGISTERED LETTER

Concerning: 	Notification of a job vacancy for the position of [footnoteRef:1]________________________ in accordance with Article L.122-10 of the Labour Code [1:  Specify the position offered by the employer.] 


Dear Sir/Madam [footnoteRef:8722] , [8722:  Unnecessary wording should be deleted.] 

I hereby inform you that a position of_________________________________________1 under a permanent work contract has become available in the_____________________ department. 
I would therefore like to know whether you would be interested in submitting your application.
If so, I suggest that we meet to discuss this further.
In the meantime, please accept, Dear Sir/Madam, the expression of my sincere regards.

	____________
	(signature)



Note: In this document, terms used in the masculine form are for convenience only and are intended to refer to all persons, regardless of their sex or gender.
