1. Ministry: Public Service Q.m,mno ‘

2. Position Tiile: Depu ty Secretary

5. Reports To: Secretary

7. Primary Objective of the Position:

GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

Lo ensare that the Ministry enbances and sustains a uality service to all clients and that the MOP objectives arc archived within budygpet so as
Lo vontribule to the achievement of Covernment poals and objectives.

8. Position Overview

G Financial;

P Iaternal Staokeholders:
e Stafls
*  Donors (Ausaid/NZ/ others)
a5

o Board members

o be velereed 1o Manager:

Preparation -

= MOP preparation and progress report

o Posling of Registey Stalf

= Personal matlers related to NCS

e Preparction of Cabinel Pape

A oniend M_wﬂ

r b iation procides u compreliensios, bt wof extwustioe, oudline of the key activities

16 1egal:

: 12, Lxternal Stakeholders:
+  All Ministries
a5y

«  KANGO

= KCC]

e Public {castomers)
To be referred to Manager
»  Personal matlers ro

= Budget
e [HRM framework

rinpuived to petform additivunl dulies us reguired,

af the yole

= MOP preparation and progress report
ated to NCS

e AHis i expectition thal ou g e




GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

5 : YK ﬁb
= MOP Oufcome:
" ::.:«S:.&\bmﬁ:ﬂh:wmia VUit Plans

m

Key Result Area/Major ~ Major Activities/Duties i
Responsibilities N S T
Customer Service (Client Service) Provide advice to technical officers of the Ministry of b,i arate advice is provided within bwo
Administration requirements, including budget, and days of requc :
" ]
planning requirements.
I8
:ﬁﬁ_oﬁ:,:_ administration for the Ministry Lo ensure Al Ministry Administration is accurate
i MOP requirements are met through preparation of Fand completed on e
I
Faf:#, tpapers, briefings, and disvussion papers m
1
C Stratepic Planning and Reporling MOP preparation wmpleted and submitted on lime ,
Progress report on achicvement of MO activifies Progress reports completed and
| submitted o NPO on time
: Vote transfers are actioned as required |
m by Divisions/ Vole Managers. “
| Authorize expenditore U ALLPY/LPO actioned within L day of
m . receipl, in accordance with delegation
_ . N . _ - 1 and financial regulations
Peapie Management Devetop TTRM framework for the Ministry under the Accuraie .n:i limely submissions in line
advice from the Secretary with the HRM (ramework for the
Minisbry.

Phiis i position deseriptivi provides a compreliensios, bt nof exhaustive, outling of the key actioitive of the role. 10is wn expectation that yow sy be
required te perforn adiditional dudics as required.

“Approved ?< Dale of Issue




GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

11. Selection Criterfa

111 POR (Position Qualification Requirement):

administration activities of the Ministry o ensure thal Education: Postgraduate qualification

techuical stalf can perform their roles effectively. This may

include providing advice Lo technical stafl on Lxperience: b years relevant work experience at senior management level
adiministrative matlers. or 7 vears relevanl work experience al middle managemend level,

112 Key Altributes (Personal Qualities):

1. Knowledge

o Cuastomer and Parsonal Service
" o Admindstration and Management

o Personnel and Fluman Resources

2. Skills:
W o Spealing:

lalk to others to convey information effectively

Active Listening

o Social Percepliveness

S

“ , o Monitoring

o Cribical thinking

Learning Stralegries
o Negotiation

Persuation

3. Atlribules
o Lficient

o Lective
o Ionovalive

s s position descriplion proeides a corpreheasioe, bul not exhaustice, oulline of the key activities of te rofe. 11 is an expectistion Hud you naay be
reguired fo perforss additiosal duties as requidred.,

;rm.mﬁdwrm by: , o Date of Tssue:




GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

o Crealive

o Approachablg
o Cooperative

o Pair

o hardworking an
o sharing

This is postiicn deseription peoviiles a copprehiensior, bitk not exhousloe, outline of the key activities
required o perform additional duties as required.

o interested in meeling ﬁeﬁic

1w dedicated

af the role. 11 fs un expectation that yon sy be

Approved by o _ Date of lssue:




