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GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

Ministry:
Position Title: Coordination and
Project Officer - ) -
Reports To: Smaller Island States & 6. Direct Reports: None
Pacific Regionalism Coordinator (SIS &

PRC)

Primary Objective of the Position: To execute activities and functions of the Administration, Policy & Support S rvice ., Lo
work under direct supervision of the Smaller Island States & Pacific Regionalism Coordinater (SIS & PRC) and D -puty
sucretary. The position will also work collaboratively with the Multilateral and Asi«-Pacific Divisions to coordin: ¢ seukity,
funds and reporting on the implementation of projects approved by Cabinet.

3. Salary Level: L11-10/9-7 4. Division: Admin, Policy & St pport
- Services

Position Overview .
Financiak: NA - 10. Legal:

12. External Stakeholders:
o NEPO
~s CROP agencies, in particular SPC, SPREP, and FA
-« Overseas Missions in Suva, Taipei, and NY

»  Registry Staft

« Maultilateral & Asia-Pacific Teams
- IS

« Senior Assistant Secretary

« SIS & PRC

« Deputy Secretary

w  Secretary

To be referred to Manager
» Consultation on improving and developing rel tionship vith
the stated CROP agencies and regional and int snational
organisations of interest to Kiribati.

be referred to Manager: . -

iis 15 position description provides a comprehensive, but not exhaustive, outline of the key activities of the role. It is ai expectation that you .uay I

required to perform nmm_.n.on.nw., duties s required.
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GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

Update the relevant Ministry/ Agency on the Relevant Ministries/ A encivs
progress of the PPD. received updated repc. ts/progiess
. on their PPDs.
| (b) Project Coordination ~ | Collaborate with relevant Ministry/ Agency on the Progress reports prody ced s per the
reporting of approved projects progress of the implementation of the project. MFAI Strategic Plan’s
e FEpp— - e | processes/system.
Coordinate with the relevant Ministry/ Agency and Completion and Audii Reports
the National Audit Office on the completion and - received and shared w th DCCand
audit reports on the project. | presented to Cabinet ti rough MIALSs
Secretary.
| Communicate with relevant diplomatic and | TPNs drafted, in collal oratim with
development partners (donors) on the completion relevant Division (MA D/ APLY
and audited reports on the project. A “and sent to diplomatic developnnent
R : _— partners.
i (¢) Coordination & Mobilization Develop and map development partners and  Mapping completed o developraent
of development funds and facility | philanthropies funding, grants, programme of | partners and philanthi spies arc.s of

assistance and facilities including areas of focus and ~ focus and priorities id: ntifying

priorities. possible areas of coop: ratiost.

Research to seek funding facilities, scholarship and Funding established
training programmes that will increase Kiribati’s _
access. |

| Develop and maintain database of all projects Project database devel 'ped

~ Work closely with ITS to disseminate information | Information of develo; ment

| from development partners in respect of their i programmes and assis ance avi Hable
development programmes and assistance _ disseminated widely t « targit

| | . audience.

Fhiis is position description provides a comprehensive, but not exhaustive, outline of the key activities of the role. IF is an expectation that your ity I
required to perforn additional duties as vequired.
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GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

s Speaking

s Reading Comprehension
¢ Social Perceptiveness

¢ Time management

Attributes

s Strong Analytical thinking
o Ambitious

e Teamwork/ Helpful

o Creative

s Hard- working

¢ Self-confident

» Responsible

» Resourceful

» Patient

e Punctual

ovides a comprehensive, but not exhoustive, outline of the key activities of the role. It is an expectation that you iy by

Hhis is position description pi
required to perform additionnl duties as required. ’
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