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A key challenge of the post is coordinating administration

activities of the Ministry to ensure that technical staff can perform |
their roles etfectively. This may include providing advice to

technical staff on administralive matters.

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

et deadlines. Overtime is not payable

I'he 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.

sthoen

scriphion proe

s i conprehensioe, but not exhiqustios, oi

requtred to

Approved E.,.J ‘ , . =
ss == [ S

mal duties s

Drate of Issu

)

inal Program for

sary

ivitics

15, Selection Criteria

15.1 PQR (Position Qualification Req uirement):
Education:

ficlds; Economics,

Degree in Management / Administration or relaie
Accounting, Sociology, Human Resources/ Politics/ Ind ustrial Relations

Experience: 3 year's post work expertence al middle level {LE-10/9-7}

involving administration or HI{ management and supervisionof stalt or

project management.
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15.2 Key Attributes (Personal Qualities):

(=

. Knowledge
- To deal with letters on straight forward personnel issues,

implementations of NCS conditions, proiect reports, Cabinet
papers, training proposal for Ministry staff
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. Skills:
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- Good oral and written communication skills, strong or3
skills, presentation skills and attention in detail, ability to plan
vour work, work on own initiative and meet deadlines. project
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