POSITION DESCRIPTION

1. Ministry: MLPID

2. Position Title: Assistant Secretary _ 3. Salary Level: L10-9/8-7 4. Division: Headquarter
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% 5. Reports To: SAS/DS m.U_.nmﬁwmﬁozm"Ommnmgm:wmmn
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m 7. Primary Objective of the Position:
ﬁ

“

To provide more complex administrative support to supervisors and senior staff in the Ministry g
L
|8, Position Overview : _
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| 9. Financial: NIL | 10 Legal: NCS, OHS _
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| 11. Internal Stakeholders: ﬂ 12. External Stakeholders:
| |
| - Admin staff | - Inline AS in Minsitries W,
- HODs ﬁ - SOEs
- Ministry Staff | -NGOs k
| To be referred to Manager: | To be referred to Manager
- Responding to straight forward correspondences - Responding to straight forward correspondences
Developing " 1 brief - Queries about staff and other official matters
- Develop informa iefi apers : . - -
P 98 anG Srleits papers - Issuesraised from staff and other involved parties
Phis 1+ position desc tpiion provides a compieh v, but not exhanstive, ontline of the ki y activrlies of the role. 1t is an expectation that yor may b
ired to performn additional duties as » g
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m Key Result Area/Major
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| MOP and KDP Implementation e
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Assist in the following;
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13. KEY ACCOUNTABILITIES (Include linkage to KDP, MOP and Divisional Plan)

Major >n=5=mm\U=:mm

reports and information papers;

Allocation of resources (transport, stationery,
computers

Monitoring Budget Expenditure

Develop and monitor the leave roster, attendance
and management of leave |
Development and monitoring of activity and or |
project budgets

Answer staff queries on entitlements and
responsibilities

Monitoring of staff attendance, disciplinary

matters

Assist with _..rm Qm<m~oﬁ5n:~ m:a ms?s_mm_oz om
project proposals to achieve MOP and KDP Goals
Assist with the implementation and monitoring of
projects including budget expenditure and

acquittal
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Performance Measures/Outcomes

- All H.m&::mm am.ﬁoim ?mﬁm_,mm

and s

ubmitted in the required

format ingtime

- Staff

queries accurately

answered within 2 days receipt

) ) T
- Budget reports prepared in time

- MOP Progress reports compiled

and presented on time.
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h Independence Activities | - Assist SAS in coordinating all independence w -
, activities _
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staff. To ensure Ministry objectives are met. This may include
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Education: -

roced y = g : .
P ure for administration matters. Degree in Management/ Administration or related fields; Economics,
Accounting, Sociology, Human Resources

At peak times, additional working hours may be required to meet

deadlines. (Overti - e ur
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1. Knowledge
- Knowledge of basic office operations, office courtesy and

The Postholder may be required to undertake research with

central agencies or online to develop information and discussion ., m”wm“”u_msm:mmm ‘
_ papers for - Computers 7
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w 2. Skills: |

- Good computing skills with competence in Microsoft Word and
Use of Internet

‘ - Fluency in both English and Kiribati

“ - Ability to keep records

M - Ability to draft simple correspondence

# - Ability to draft and amend simple budget

| - Active listening

wctizntios of the role. It is an cxpectation that you ne

This s position description provides a omprehe nsive, but not exhaustive, outling of the key ¢
requitred to perform additional duties as required
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- Reading Comprehension
- Social Perceptiveness

_ 3. Attributes:
W - Efficient & Effective

m - Innovative

_ - Vigilant

- Creative

- Approachable

- Cooperative

- Honest & Reliable L
- Hardworking & dedicated

This is position desc ription provides a conprelivnsive, but not exhaustive, outline of the key achivities of the role. It is an expectatio that you
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reguired to perform additional duties as required,
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