GOVERNMENT OF KII:)BATI
POSITION DESCRIPTION

Miuislay: Moty of Foreign Aflairs and Immigration

Position Title Assistant Protocol 3. Salary Level: 1.15-14 4. Division: Cooperate Service
RS

Reports To: ¢ cnior Assistant Secretary ]_ 6. Direct Reports: Regist) - Statf

Primary Obje. tive of the Position: To assist the protocol officer on il Protocol and corporate ser ice responsibilitic s inclu.
=-tevnal lrave! arangement’s and logistics for the Beretitenti, organi-ing high level visits ensuring that proper probi cols a .
decorded, sery g and luoking after the VIP lounge at the Afrport.

Posilion Over iew

Financial: N & 10. Le;:al: Diplomatic Privileges- Vieana Convention Act 19+
(re /ised 2004)
* “onsular Relations- Vienna € cnventions Act 199
- loreign Representative- Privileges and Immurn. ties A. ¢
1967 (i evised 1995)
- liternational Organisations- ’rivileges and fmi winiti- &
1992
: Diplomatic and Consular Officers ~ Oath and | ses Ac
(Revie d in 1988)
:“hemical Weapon Act 2005
n138port act
rimigration ordinance
: itizenship act

Litternal Stake alders: 12. Exter. 1 Stakeholders:
- Kegistry sioof

o Dirive s Trovel agencies

“  Acdenint st af »  Cu.tomers

<

ey Cretary

13

1!:~|.u{} Se ::lctl‘_\-
G A Taitt Secretary

- Lurector of sola Pacitie

re s pos it descs ent provades i compreliens. ve, but not exhnustive, ontline of ti" ey activities of the role. It is an ¢ vpectation that o i ay be
r2quired to perform additional dufie- 1s required,

Vporaved By 1\.._..._\\_(’//* Date of 13510 (2‘)?(/ /s i J
= e L ._17[ .




GOVERNMENT OF K (RIBATI
POSITION DESCRIPTION

<« Pyalocol ’ To be roferred to Manager:
¢ livoking and arrange HE's flizht commitments and as5.
Lo be reterred to Manager toreign and local customers for their overseas hravel i ding,
- Liay to do activities- catering for state House thwir visas and others.

tunctions catering lor VIP Lounge, air ticket and
accomm fation bookings, organising H.E's gifts.

- lo pet el wrance on other issues requiring Senior
Uitficials 1avolvements when PO is not available,
such as oo leave or on Official Commitments. (
Secretary DS, SAS, DAP)

- Weekly- 15 get weelly plans or to get confirmations
on delegenions list or flight details and programs
from PO

v

KLY ACCOIINTABILITIES (Include linkage to KDP, MOP and Divisional Plan)
KDP/i PA: eg. 1. Human Resource Development and 5. Good Governance

- MOP Outcomie: 1. HRD 1.3 and 5. Governance 5.1.1

Divis. smal/Departmental/Unit Plan:

ey Resuit Area/Major Major Activities/Duties Pe.formance Measues/Oul « ues
Respo..sibilities

L&

[ #

Bonriki International for VIPS 1. Timely requests =c1i .

I Mulll ieral Affairs & 1. Sending diplomatic notc » (port courtesies and

Asia | citic securijty requests)

2. lmmis ration 2. Liaising with immigration on incoming airerafts 2 Tiinely requests senl

for clearance and immigration vorks.
L ey Challeny s 14. Sel.-ction Criteria
« Working, ..ter hours (state house tunction, serving at 14.1 POR (Position Qualification Ik equirement):
VI Loung @) Fducation: Form 6 Certificates / Form 5 with 1 year 1 2levatt

experh nce

Uit i pusttion des vption provides a vemprehensioe, but not exhaustive, outline of the key nctivities of the role. It is i expectation thal oty
required to perform additional dulws as required.
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GOVERNMENT OF KII (BATI
POSITION DESCRIPTION

~  Alality 1o 5] -ak infroot of high level audience ) _ e
«  ren zcling bosehi standard PI'C}IOL!)I service required for 14.2 Key viiributes (Personal Qll,ﬂ]iﬁt‘:ﬁ)I
le Beretites .

Knowlec 52

* Proficient in both written and spoken of the Kivib. i and
Er jlish Language
Kiowledge of the Kiribati Custoimns and Tradition,
Alulity to handle pressure
¢ Cuswmer and Personal Service

L]

[ ]

¢ Computer Literate
o (I rical
Skills
¢ Aurive Listening
s Spoaking
» Sc.ial Perceptiveness

¢ Coordination
¢ Seivice orientation

Attribut. 5

+ H Iphal

o Cative/ open minded and or;:«nised
» H.rd-working/ Strength & St ing

» R« oonsible

«  Puljent

e Punciual

o Teimwork

= Nlalurity

Nevs ponttionr desc priont provtdes 1 conprehens ve, but rot exhaustive, outhine of i1 - hey activities of the role. It is an « pectation that Vot L ay be
1equired to perform additiona] dutic 1s required.
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