BASIC RESOURCES FOR
JOB-SEEKING, TRAINING &
THE IMMIGRANT
POPULATION

APRIL 2006




In its role as a local community information centre, one of the services offered
by the library, the Biblioteca de Cultura Artesana, is to make information
available to the public.

For the first time, a guide has been drawn up with information on basic
resources concerning those fields of interest most commonly cited by users:
information on employment and training. A section has also been included with
useful information that is specifically directed at the immigrant population.

The main purpose of this guide is to offer all interested parties the information
they seek, from model CVs and covering letters or links to some of the main
organizations that offer training courses to job-seeking resources.
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MODEL CVs AND COVERING LETTERS

- FUEIB (BALEARIC UNIVERSITY-ENTERPRISE FOUNDATION)
http://www.fueib.com/recordcard.php?id=182

(Catalan, Spanish)

With examples of model CVs, covering letters and business cards in Spanish
and other languages.

JOB-SEEKING RESOURCES

COUNCIL OF MALLORCA DIRECTORATE FOR PROGRAMMES &
EMPLOYMENT. ADVISORY, TRAINING & EMPLOYMENT SERVICES
General Riera, 111
Tel. 971173660/971173760
Fax: 971173732/971173935
http://www.conselldemallorca.net
(Catalan)

Offering the following services:
- Labour Integration & Training Department
(agilabert@conselldemallorca.net)
Employment advisory service (OLOA).
Supervision of training and employment workshops.
Training courses in furniture restoration and wooden-boat-making.

- The Advisory Service organizes group initiatives, such as:
Job interview workshops
DAPO groups (personal skills development for employment purposes)

- FSE-RMI Programmes (fmoll@conselldemallorca.net)
Directed at people prone to social exclusion and those encountering
problems integrating into society or the labour market.
Programmes can be joined throughout the year. A personal pathway for
integration is designed for each individual.
Each programme has a specific design and characteristics.

- Network of RMI Occupational Training Projects, run under a collaboration
agreement with other organizations. A total of 12 training projects are held
throughout Mallorca as a whole.
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- PORTAL OF THE DEPARTMENT OF LABOUR & TRAINING OF THE
GOVERNMENT OF THE BALEARIC ISLANDS
http://treballiformacio.caib.es/portal/index.ca.htm

(Catalan, Spanish, English, German)

Occupational guidance, information on employment and training courses, and
an employment search engine. Addresses of interest.

- IMFOF (MUNICIPAL INSTITUTE OF LABOUR & OCCUPATIONAL TRAINING)

Tel. 900139138 (free phone)

http://www.imfof.es

(Catalan, Spanish)

Information for all the population on training and employment. It includes an
employment service (the “Job Club”)

- OCCUPATIONAL GUIDANCE NETWORK, ATTACHED TO THE SOIB
(BALEARIC EMPLOYMENT SERVICE)

http://www.soib.es/

(Catalan, Spanish)

The SOIB runs a service which comprises a number of Employment Information
Points (PIL in Spanish). There are currently PILs in 31 town halls in Mallorca.
The PILs offer citizens information on occupational training courses (run by the
Department of Labour and Training) and on job offers that that SOIB receives
daily.

- INEM (NATIONAL EMPLOYMENT INSTITUTE) / SOIB.
Tomas Forteza, 40 (ground floor)

Palma

Tel. 971469112/51

- SOAIL (IMMIGRANT ADVISORY & LABOUR INTEGRATION SERVICE)

Son Ferragut, 1

Tel. 900502637 (free phone)

http://www.ifesbaleares.com/html/lab2.html

(Spanish)

A FREE service that forms part of the SOIB’s Occupational Guidance Network,
run by IFES-UGT, the Government of the Balearic Islands and the European
Social Fund. Its main aim is to offer advice and guidance to people with regard
to labour integration, better job opportunities and training. It also has a notice-
board with job vacancies and information on courses.

- PALMA CITY COUNCIL OFFICE FOR EMPLOYMENT INFORMATION AND
OCCUPATIONAL ADVICE

http://www.lticlients.info/smo/index.php

(Catalan)

Information on grants, courses, selection exams etc.
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BALEARIC BRANCH OF COMISIONES OBRERAS (TRADE UNION).
OCCUPATIONAL INFORMATION AND GUIDANCE SERVICE
Francesc de Borja Moll, 3
Tel. 971726060
http://www.ccoo.illes.balears.net/orientacion/index.html
(Spanish)
A free service aimed at promoting workers’ personal, social and professional
development. Its activities include the diffusion of information, guidance on
labour integration, and the monitoring of the labour integration process and the
specific problems of non-EC immigrant groups and women.

- FUEIB (BALEARIC UNIVERSITY-ENTERPRISE FOUNDATION)

Edificio Javier Coll

Tafona, 1 (2" floor)

Es Secar de la Real

Tel. 971259697

http://lwww.fueib.es

(Catalan, Spanish)

An employment agency for university students who have been awarded over
50% of the required credits for their course or students who have completed
their university studies.

- INFOJOVE-CBDIJ (COORDINATING CENTRE FOR YOUTH INFORMATION AND
DOCUMENTATION)

Joan Lluis Estelrich, 9 (ground floor)

Tel. 971176600

http://infojove.caib.es

(Catalan, Spanish)

A service that offers information on self-employment, housing (with a list of flats
for rent), volunteer work, leisure etc. It has an employment service including
online job vacancies, information on labour legislation and free legal
consultancy advice.

- C1J (YOUTH INFORMATION CENTRE)
Ferreria, 11-13

Tel. 971725501

e-mail: cij@a-palma.es
http://cij.palmademallorca.es/
(Catalan, Spanish)

legalconsulta@a-palma.es: For all legal matters that come under the
scope of authority of the CIJ (housing, employment affairs, selection
exams etc).

sexconsulta@a-palma.es: For enquiries of all kinds concerning health
and sexuality.

cij@a-palma.es: For all enquiries of all kinds concerning the search for
employment, courses, workshops, grants, sports, volunteer work etc.
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webcij@a-palma.es: For all matters relating to the website, calendar of
events, Infomovil service etc.
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- CAEB (CONFEDERATION OF BALEARIC BUSINESS ASSOCIATIONS)

Aragon, 215 (2™ floor)

Tel. 971706010

http://www.caeb.es

(Spanish)

The Advisory & Employment Department offers a series of services and
programmes aimed at providing employment advice and improved professional
opportunities and at the promotion of employment and business creation. It has
an employment service for job-seekers and businesses and also offers training
courses.

-BALEAR EMPLEO

Francesc Garcia Orell 10 (2™ floor)

Tel. 971466426

http://www.balearempleo.com/

(Spanish)

An online employment service for businesses or private individuals in search of
work in the Balearics.

- EURES-INEM-SOIB NETWORK

SOIS office: Mateu Enric Lladé

Tel. 971728625/971728377

http://europa.eu.int/jobs/eures.

(in 20 languages)

Job vacancies throughout Europe. The Eures network aims to help people find
work by offering information at a European level to both workers and
businesses.

JOB-SEEKING PUBLICATIONS

- NEWSPAPERS: DIARI DE MALLORCA, ULTIMA HORA, BALEARS, EL
MUNDO.

In newsagents, bookshops and THE LIBRARY

Frequency: daily

Preferably at weekends

- SEGUNDA MANO MAGAZINE

In newsagents, bookshops and THE LIBRARY

Frequency: Mondays, Wednesdays and Fridays

- VENTA Y CAMBIO (Ask Rosa from DL where it can be found in the library)
In newsagents, bookshops and THE LIBRARY
Frequency: weekly
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TEMPORARY EMPLOYMENT AGENCIES
Agencies that provide other user-firms with temporary members of staff. The latter are hired by
the employment agency under an “outsourcing agreement”.

- ADECCO

Inddstria, 18 (ground floor)

Tel. 971780676
http://www.adecco.es/BuscarEmpleo/CandidatoFiltroOferta.asp
(Spanish)

Jobs related to banking, insurance and work in different industrial estates.

- ALTA GESTION

Av. Argentina, 4 (ground floor)

Tel. 971453338

http://www.altagestion.es

(Spanish)

Jobs related to the hotel and catering trade, call centres, distribution, agriculture
and livestock, and the motor industry.

- ATTEMPORA

Industria, 17 (ground floor)

Tel. 971457287/902336600
e-mail: mallorca@attempora.es
http://www.attempora.es
(Spanish)

- CALIDIER

Teodoro Llorente, 8 (ground floor)

Tel. 971286084/971220885

e-mail: calider.baleares@calider.com

A temporary employment agency from the Bai Group. It specializes in work
relating to the hotel and catering and service industries.

- FASTER IBERICA

Aragon 40 (mezzanine floor, door 1)
Tel. 971245303

e-mail: pmallorca@faster.es

- FLEXIPLAN

Paseo Mallorca, 19 (ground floor)

Tel: 971220077

e-mail: ammolina.flexiplan@eulen.com
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- HORECA ETT-ADECCO
Arxiduc Lluis Salvador, 15
Tel. 971206900

Jobs related to the hotel and catering trade and the airport.

- LABORANDI

Eusebio Estada, 29 (ground floor)
Tel. 971296764

e-mail: laborandi@telefonica.net

- TYT TRABAJO TEMPORAL / TEIS
Plaza Garcia Orell, 1 (ground floor)
Tel. 971466426/971770866

e-mail: seleccion@tyt-ett.com

- VEDIOR LABORMAN ETT
Menorca, 20 (ground floor)
Tel. 971288783

Contact: Eva MaVallejo
e-mail: emvallejog@vedior.es
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SCHOOLING & EDUCATION

- MINISTRY OF EDUCATION, CULTURE & SPORT
WWW.Mmec.es

(Spanish, Catalan, Basque, Galician)

Information at a national level

EDUCATIONAL INFORMATION SERVICE OF THE BALEARIC

DEPARTMENT OF EDUCATION & CULTURE
Capita Salom, 29
Tel. 971176500

- MUNICIPAL ADVISORY & SUPPORT SERVICE FOR EDUCATION &

TRAINING (SMO)

Gregorio Marafion (no street number)
Tel. 971244976 /971242642

e-mail: educacio@palma.es

- DIRECTORATE GENERAL FOR PROFESSIONAL TRAINING
Pasaje Guillem Torrella, 1

Tel. 971177509

http://dgfpie.caib.es/

(Catalan, Spanish, English, German)

SCHOOL ADMISSIONS OFFICES

- LIST OF SCHOOL ADMISSIONS OFFICES IN MALLORCA
http://www.caib.es/govern/sac/fitxa.ca.jsp?codi=9411&coduo=36

- SCHOOL ADMISSIONS OFFICE IN PALMA
Ruiz de Alda, 4
Tel. 971732880

OFFICIAL RECOGNITION OF FOREIGN QUALIFICATIONS

- MINISTRY OF EDUCATION, CULTURE & SPORTS
http://wwwn.mec.es/mecd/titulos/convalidacion.html
Ministry information
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- INFOJOVE

http://infojove.caib.es/dossierhomologacio.pdf
(Ask the librarian for a copy of the “Education Dossier” to photocopy)

Information on formalities and procedures in Mallorca

UNIVERSITY EDUCATION

- UIB ACADEMIC INFORMATION OFFICE
Edificio Son Lledd

Crta. Valldemossa, Km 7'5

Tel. 971173000

- UNED (NATIONAL UNIVERSITY OF DISTANCE LEARNING)
http://www.uned.es/webuned/home.htm

(Spanish, English)

At a national level

- UNED (NATIONAL UNIVERSITY OF DISTANCE LEARNING)
http://www.uned-illesbalears.net/

(Catalan, Spanish)

At a Balearic level

ADULT TRAINING

- PALMA CITY COUNCIL MUNICIPAL ADULT TRAINING SERVICE
http://www.lticlients.info/smea/cursos.php?menu=3

(Catalan, Spanish, English, German)

Information on courses organized by Palma City Council

- IMFOF (MUNICIPAL INSTITUTE OF LABOUR & OCCUPATIONAL TRAINING)

Tel. 900502637

http://www.imfof.es

(Catalan, Spanish)

LIST OF IMFOF COURSES FOR 2006 http://www.imfof.es/fdb/f0e7b554b4aa.pdf
Information on training courses for people of all kinds.

- OCCUPATIONAL TRAINING PORTAL (BALEARIC DEPARTMENT OF LABOUR &
TRAINING)

http://www.formaciocaib.es/
(Catalan, Spanish)
Occupational training portal. Course search engine.
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- YOUTH PORTAL (GOVERNMENT OF THE BALEARIC ISLAND'S INFOJOVE
NETWORK)

Joan Lluis Estelrich, 9 (ground floor)

Tel. 971176600

Fax: 971784904

http://infojove.caib.es

(Catalan, Spanish)

A service that offers information of all kinds on education and training (grants,
courses, languages, university admission for the over 25s etc). It also offers
information on free training courses in Palma

CATALAN AND SPANISH LANGUAGE COURSES

- PALMA CITY COUNCIL MUNICIPAL ADULT TRAINING SERVICE
http://www.lticlients.info/smea/cursos.php?menu=3

(Catalan, Spanish, English, German)

Information on language courses organized by Palma City Council

. COFUC (CONSORTIUM FOR THE PROMOTION OF THE CATALAN LANGUAGE &
FOREIGN PROMOTION OF BALEARIC CULTURE)

Capita Salom, 29, (1% floor, door 6)

Tel. 971784685

e-mail: cofuc@caib.es

. PARAULA, LANGUAGE CENTRE

Pare Bartomeu Pou, 31 (ground floor)

Tel.: 07176 13 01

Catalan self-learning centre, and different level courses for adults.

- SELF-LEARNING CENTRE & COURSES FOR FOREIGNERS
Julia Alvarez, 7
Tel. 971761301

- UIB (UNIVERSITY OF THE BALEARIC ISLANDS)
http://www.uib.es/depart/dfe/curso/index.htm

-AULA CULTURAL
Marti Costa, 4 (1° floor)

- MALLORCA SENSE FRONTERES / MALLORCA WITHOUT BORDERS
Pasaje Particular Santa Catalina de Sena, 1 (5" floor door H)
Tel. 685269609

- PALMA CITY COUNCIL CULTURAL CENTRES
From time to time, Palma City Council’s cultural centres organize courses in
Spanish for foreigners, among other subjects. These courses are very
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reasonably priced and varied (with courses in languages, computer studies,
photography, cooking etc). The following cultural centres can be found in
Palma:

CULTURAL ADDRESS TEL
CENTRE
El Coll den Albufera, 1 971 74 36 23
Rabassa
El Jonquet Moli d@en Garleta, 26 971 45 20 81
Escorxador Emperadriu Eugenia 971 75 08 25

(no street number)

Establiments Pl. de la Immaculada 971 76 82 55
(no street number,

1 floor)
Poligon de Ciutat de Querétaro, 971 24 82 41
Llevant 3
El Puig de Sant Corralasses, 4 971 72 02 30
Pere
El Rafal Vell Pere Ripoll i Palou, 7 971 47 43 32
Sant Jordi Paul Bouvij, 31 971 74 20 20
Santa Catalina  Despuig, 62 (1 971 28 56 79
floor)

Son Ferriol Lleo XllII, 63 9714295 04
Son Oliva José Maria 971 20 99 64
Usandizaga (no

street number)
El Viver Mestre Perosi, 13 971 47 54 61

(1% floor)

- OFFICIAL SCHOOL OF LANGUAGES

Aragoén, 59

Tel. 971421314

Fax. 971421208

E-mail: eoi.palma@educacio.caib.es

http://www.eoipalma.com

(Catalan, Spanish)

Information on official courses in English, French, German, Italian, Russian,
Arabic, Catalan, Catalan, and Spanish for foreigners.
http://web2.caib.es/sac/annexos/cat/11971 3.PDF

(Catalan)

It contains a list of all the official schools of languages in the Balearics.
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SPECIFIC SERVICES FOR WOMEN

- BALEARIC INSTITUTE FOR WOMEN

Aragon, 26 (1% floor)

Tel. 971775116

http://ibdona.caib.es

(Catalan, Spanish, English and German)

It has a free information centre with employment advice and information on
legal matters, the promotion of employment, social services, healthcare, family
planning and associationism. It has a service that helps women who are the
victims of abuse and a specialist documentation centre/library.
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‘MINISTRY OF EMPLOYMENT AND SOCIAL AFFAIRS. SECRETARY OF
STATE FOR IMMIGRATION & EMIGRATION

http://extranjeros.mtas.es/

(Spanish, English, French)

-DEPARTMENT FOR IMMIGRATION & COOPERATION. GOVERNMENT OF
THE BALEARIC ISLANDS

Sant Joan de la Salle, 7

Tel. 971177434
http://www.caib.es/govern/organigrama/area.ct.jsp?coduo=3349

(Catalan, Spanish, English, German)

- DIRECTORATE GENERAL FOR IMMIGRATION. GOVERNMENT OF THE
BALEARIC ISLANDS.

2nd INTEGRATED PLAN TO ATTEND TO THE IMMIGRANT COMMUNITY
OF THE BALEARIC ISLANDS (Legislative Decree PM 1320-2005)
http://dgimmi.caib.es/esdeveniments/pla_immigracio/index.html

(Catalan, Spanish)

- INSTITUTE FOR SOCIAL SERVICES & SPORTS IN MALLORCA.
General Riera, 67

Tel. 971761563

http://www.sinstitut.net/

(Catalan, Spanish)

SPECIFIC SERVICES FOR THE IMMIGRANT POPULATION
(For information on healthcare, applying for a social security health card etc, ask the librarian for
a copy of the “Health Dossier” to photocopy)

- OFIM (IMMIGRANT INFORMATION & ADVISORY OFFICE)

Sant Agusti, 14 (ground floor)

Tel. 971710212

A specific office with information, advice and guidance for immigrants living in
Palma. It offers all kinds of services from the handling of legalization procedures
to housing, employment etc.

- RED CROSS

Regional office:

Avda. Gaspar Bennazar, Arquitecte, 73
Tel. 971295000
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It supervises formalities for immigrants wishing to return to their countries of
origin.

- IMFOF (MUNICIPAL INSTITUTE OF LABOUR & OCCUPATIONAL TRAINING)

Tel. 900502637 (free phone)

http://www.imfof.es

(Catalan, Spanish)

It runs a specific personal monitoring service for immigrants with a certain
degree of autonomy.

- SOAIL (IMMIGRANT ADVISORY & LABOUR INTEGRATION SERVICE)
- Sant Cristofol, 49 (ground floor)

S’Arenal de Llucmajor

Tel. 971440637

- Angel Guimera, 48 (ground floor)

Palma

Tel. 971203181

- CLIJ (YOUTH INFORMATION CENTRE)
http://cij.palmademallorca.es/cat/legal/alimmigrants0.htm

(Catalan, Spanish)

Information for young immigrants on how to obtain official papers, training and
employment, how to apply for a citizen’s card or register as a resident, the
addresses of consular offices and embassies etc.

STUDIES ON IMMIGRATION IN THE BALEARICS

- TRIBUNA DE LA MEDITERRANIA / MEDITERRANEAN FORUM (BALEARIC
UNIVERSITY-ENTERPRISE FOUNDATION)

Edificio Javier Coll

Carrer de la Tafona, 1 - Es Secar de la Real

Tel. 971259696

Fax: 971259675

http://www.tribunadelmediterraneo.com/index.htm

L’OBSERVATORI PER A LA INMIGRACIO / OBSERVATORY ON

IMMIGRATION (IMFOF, MUNICIPAL INSTITUTE OF LABOUR & OCCUPATIONAL
TRAINING)

Avda. Gabriel Alomar Villalonga, 18 (1 floor)

It carries out studies and draws up reports that are published periodically on
subjects relating to immigration in the Balearic Islands.

www.imfof.es

(Catalan, Spanish)
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ASSOCIATIONS

(Ask the librarian for a copy of the “Associations Dossier” to photocopy)

- FAIB (FEDERATION OF BALEARIC IMMIGRANT ASSOCIATIONS)

Bisbe Joan Maura, 31 (ground floor)

Tel. 971200261

Fax: 971203557

http://www.faib.org.es

(Spanish, English)

It offers guidance and information to immigrants and immigrant associations in
the Balearics.

. ASSOCIACIO PAU | SOLIDARITAT / ASSOCIATION FOR PEACE &
SOLIDARITY

pauisolidaritat@ccoo.illes.balears.net
http://www.ccoo.illes.balears.net/asociaciones/pau/index.html

(Catalan)

It cooperates in Latin America, North Africa and the Near East

- ASSOCIATION OF MOROCCAN IMMIGRANTS IN THE BALEARICS
http://www.rifbalears.org/usuaris/aimibbalears/index.php
(Spanish, Catalan, French)

- ATENEU ALCARI

Tel. 971700498

It has an employment service and a training service that includes a pre-training
programme, two occupational training initiatives, and employment initiatives.

- INTRESS (INSTITUTE FOR SOCIAL WORK AND SOCIAL SERVICES)

La Rambla, 15 (2" floor, door 1)

Tel. 971715029

http://www.intress.org/

(Catalan, Spanish, Basque, Galician, English)

Its aim is to help promote, manage and improve the quality of social welfare
services and services for people of all kinds.

Centres and services:

Immigrant Reception Service & Social and Occupational Promotion (Palma):
Intress@belmart.com

Youth Information, Employment & Loans: siopj@a-palma.es

llla Education Centre: illa@intress.org

Migjorn Occupational Training Centre: migjorn@intress.org

Minimum Income Workshops: rmi@intress.org
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OTHER LINKS OF INTEREST

- MALLORCAWEB
http://www.mallorcaweb.com/directorio/
(Catalan, Spanish, English, German)
General information about Mallorca

- PLA DE MALLORCA MUNICIPALITIES
http://www?2.mancomunitatplademallorca.net/wms/ofo/imgdb//archivo_doc16538
535.doc

(Catalan)

List of useful job-seeking addresses and resources.
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