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GOVERNMENT OF KIRIBATT
Position Description

Key result area |

_ Key Accountabilities
Major activities Ji ik

|
iy

Performance measuregs

responsibilities’ RIE

Assist the secretary in all Ministry administration

AR T4 )l L pec g

i | E

i
{ iy |

Staff queries accurately answered within 2 days of
receipt
Ministry administration ijs accurate, timely and in
accordance with NCS, financial regulations and
GoK Policy Jwa procedures.

Personnel Management is accurately dealt with in

line with public mm?_moo Human Resource
Management practices and systems

»

MOP and KDP MBEmEmEmaom_

. Oooau_:mﬁgw _mm_,\&o.w_ﬁmﬁ and submission of
project proposals to mowmmﬁ the MOP and KDP
goals

Supervise the implementation of approved
projects, including budget expenditure and
acquittal. ‘

All identified mom&awmfﬁé project proposals
submitted w =

2 ,
Amendments required g NEPO are attended
to within 2 weeks of advice by NEPO

|

Project reports and funds acquittals are
submitted on time _7

HR Management Framework
implementation

Assist the secretary in the implementation of the
HR Management framework in the ministry

People management is Tooﬁmﬁm? dealt with in
line with the Ministry HR Management
framework

o

Key Challeriges

Selection Criteria

|
_
__
|
|
_

A key challenge of the post is coordinating administration
activities of the ministry to ensure that Ho_riom_.ﬂmbu can perform
their roles effectively. This may include providing advice to
technical staff on administrative matters.

fields as follows:

Qualifications and experience:

Graduate Degree in Management/Public >g3m,imﬁ.mzo: plus related

This is position description provides a com

prehensive, but not exhaustive, outline of the key

activities of the role. Staff will therefore be

expected to comply with manager’s directions when and as required, which may include completion of duties not listed in this document.

Government of Kiribati, All
Ministries

Approved By;

Date of Issue:

2



»

P — by =

Position Description

|

At peak work times, ladditional working hours may be required to
meet deadlines. Overtime is not payable.

The post is occasionally required to liaise with Central Agencies
such as PSO and Finance to ensure that the ministry complies
with all policy and procedural requirements.

g =] GOVERNMENT OF KIRIBATI ~ ~+ ~— || _
| |

Degree in moomoHEOm\}ooo:bm:m\moﬁo_omw\ﬂ story Politics/Industrial
Relations/Human Resource Management with 3| years post degree work
experience at middle level (preferably at 1.11-1 0/9-7) involving
administration or HR management and supervision of staff or project
management.

Key attributes:
Ability to lead, motivate and supervise staff
People management skills

Ability to implement the NCS, Financial Regulations and other GoK
policy and procedures *

E:mso% in both English and Kiribati language

O&Ewnﬁoﬁ _EW.E 7&588@.50&“ Microsoft Excel, Email and Internet
facilities.'"'* -~ . e

This is position description provides a ooBﬁHmwmnm?_ou but not exhaustive, outline of the key'activities of the role. Staff will therefore be

expected to comply with manager’s directions when and as required, which may include completion of duties not listed in this document.

Government of Kiribati, All
Ministries

Approved By:

Date of Issue:




