GOVERNMENT OF KIRIBATI
FOSITION DESCRIPTION

I Ministry: Ministry of women, youth, sport and social uffuirs )
2. Position Title: Administrtive Socil Welfare | 3. Salary Level: L15-13712-11 4 Division: Social Welfare Division
Officer J
|

8. Reports To: Principal Social \Welfare Officer | 6. Diregt Reports: WIW/ICW/Youth Officer

v Primary Objective of the Position:
To ensure that all services of MW Y SSA are available on the ouser islands, carried out effectively and efficiently, in Hue with the vision. mission, Operational
Plan of the Ministry and be all within the resource available To bridge the passage between MWYSSA and the Bhund ¢ cuncil
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4, Finangial W Tegal Te ray note Mwenga Ay,

Pl Tonternal Btakelaldees, © B2 Exaernal Stakeholders;

- BOGO Uit {Conmmunities) P Development Partners

= Youth Division - Mayors, Island Clerks and ASWO

- Disabibity Unit - Key line Ministries

- Women Development 1 nig - Donors Ageneivs & Development pactners ( AudAid BFAT, Seepe Glabal, UN
- Sport Division Women, NAAid)

- Waumen Uinbrella AMAK
- KFHA and Faith Based Organisation

1o be referred 1o Manager: = Red Crons, Poliee, Crsis Centre (Nawerowerg)
-~ Antending to the needs of the comaunity refated to sport - AGs OFfice. OPL. MOE. MENMS
development, social welfae amd couseling, ¥outh = Comainitivs & NG

development. NGO! Disabilite, Women development, elderly

fimd and other related Tssues tha are within the portfolic of the l'o be referred o Manager

Minisiry on the Owmer islangs, Activitiva ur responsibilities that have finanvial, social and legal/palitical
imnphications

Thirs v prstdiong dvsergrson provad mjavhiensioe. it oot exluustioe. outline of e Ley activitnes of the roie 1 1 vt eygwrtetion tal yo way be
reqirised {o perferm adihibwnal dutivs as resgisied
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- Customer Service

E

Inlormation ang resgarch

Strategic planning and reporing

Resouree Management
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e . Major .Activji_tixanfl!gﬁe.«: N

Provide efficient services 1o chents

Provide support 1o the istand eounc
the portfolio of the M WYSS5A

Liaise with the Ministry or HoDjes

KIRIBATY

(Include Ifﬁi}rgé gm}i’m;, i{GP@ﬂ; ﬁiviﬁi&rm;‘}'f;?ﬁ}m

. i
il o areas around

Loneerned oa any

matiess required from ejther islmnd couneil or cliemt

Cary out & Survey or data collegtip

islands, whenever required or adyis

it Oi the outer

' ngformam;e Meas_qnquggﬂmm

= The levei of cijept salisfaction wiry
the services provided by
adrainistrative assistant

l * Network with the istand councj

[ = The number of ¢ases directly

] reparied 10 MWYSSA beacipanter

! from either elient of isia;;dmlmci }
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| Survey froms or report be retdrmed (o

ed from MWYSSA , MWY58A no later than tvo weeks adter the

hgaj{gﬁaﬂer ) ] (ftﬂgi line L . P .
Develop g yearly wiorkplan which is aligned with the f - Completion a5 submission ofa

Ministry operation plan

capy ofthe workplan o time

Provide Progress report of workplan on the Quarterly | - Submision of Teport two wecks
basiy ' after fie end of the quarter
Pravide report of wctivities not reflected in the worly - | - 'i“i:}ré}y submission of the repor
plan o i Chids . -

Hstimate the cogt of implementing the Workplan R o mpletion and submission of
Efficiont uge of resouress provided by MWYSS A # Proposad budgel two weeks afer
Liniso with MWYSSA prior ta CATTYIng oul agtivitipy | D the deadline

that are not covered in the workplan and wil 1y ve
financial tmplications fo undorsement

il nof exfuiesiine, Wne of the fey
tespared 1o perform addip, f
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GOVERNMENT OF KIRIBATI

POSITION DESCRIPTION
16, Key Challenges o 1k Selaetion Criterin
*  Akey challenge of the pust is to ensure the workplan is tulty . ELIPQR (Position Qualification Requirement);

implemented. lssues related o the portiolio of MWY SSA be
addressed in an efficient pid effeclive mner and in line with the  Edueation: Form 7 certilicate with knowledge and <kills in counselling, child

existing policies and laws profection
*  Victims of domestic vinlence be accorded with appropriste servicey Or
#nd in accordance with CYPIW jnd family Aet  Diplema in ¢ oy Work with work experienice in conselling

: oo Besprdd should he g component of the package of administrative
Assistant Service. excreised al all limes and 1o all fevals of the
Comnumity

UL2 Key Attributey {Personal Qualities):
Effective comselling skills, fluent in both English and K, effective
communication skills, patient, flexible and be ahidal by vamselor's code of
ethics

Tins oo posifyon dess mption provides o comipaehessare, bt pod exhastioe, oirtlie of the ke gelioshien of Hie rode, 1 g ¢ erectintian byt pay i
it o perforsr additional o ties - Fenined
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