:Aq pasoiddy

9T0Z/¥0/1 :anssy jo areqy

"pasinbal sv saynp wuoyppy uwiofiad oy painbau
aq figus nofi 3oy uonpradxa uv st 37 “sjo4 aiyy fo sayatgon Ray ayy fo augno ‘saysnyxa jou Inq ‘a01suayaidino v sapracid uoydisap uoyisod s1 suyy

(3n0D yBiy 3 sorensiSely) spnoy e . O [[ e

dICd stoorddiu; .

oriqnd ay jo sraquisw pue sequsw Arnumoy e sredajere] e

SJUBID) e sI9Ame] e
‘SISPIOYBIG [Py 7] | *SISPIOYNT RIS eIy ‘T

‘duewpiy | T El - -
(3pny pue jonuoy) soweury SHAN ‘@dueurpI() Jno)) ajensisey

“$9[NY 2ANPADOL [IAID 1IN0 Y oy L1e1005 mer] nequny :e8a o1 000°6$ 01 d] :reueUly 6

MIIAXIAQ UODISOJ ‘g

SO
31 jo syuswdolaadp pue sadusyierp ‘sonsst Loy JueadpeI Uo seAmeT s a1doa ] oy astape pur spiodar PUE ‘Spasau [emureury pue [euoneziuedio

2Imny s woneziuedIo oy} pazifeur pue sszLrewnuns yeuy syrodar [enueur pue JuswaSeuew pue Suruueld feueuy Surpnpur 198pnq pasodoxd
areda1d pue a3euew ‘suonouny 23130 Y10 pue Ar2A319p 014395 [€39] Jo aBreydsIp Jua[EOXa 3} 103 asn 0} Aressavau sayeidura) pue sjuspsdeid
dopaaap pue Aguepr (pssolo pue uado) saqy ITe 30 WwiaysAs SUrPp10d3T aseqeyep X0 IO PUE Weyshs JuswaSeuew 3y puw Jasse Jurpnur
Ayiqrsuodsaz jo seare o3 jureasjer ssprod dofaaap pue Amuspr ‘swiays£s yustaeueuy uoneuLIojut SURSIXa pire AS0[OUIP3} UOHRULIOJUT MBIAST
PUE I0jIOUI ‘YSTIGeIsa ‘AI[Ioe) 3014195 FOUI0ISTD pue ATerqi "DIINLSLIFUL ‘SIRIIDE] ‘S19SSE JO SdURUUTEW ple Uorsiazadns qusiwaSeuea
[es2a0 Surpraoid ‘aonoesd ayy Jo seare sanueisqns Jog arqisuodsar asoyy 03 1oddns JusuweSetew SANENSIUNPE [[EISA0 PUE I9A0-Uiny ‘floiked
‘3A€3] 17235 BUIPN[OUI SUOYIUN S3DIN0SII UBUINY S}EUTPIO0D pue a3eueur 03 seo1asas Jurpraosd £q 22150 o 3s1ss® 03 st350d S Jo ssodind ayy

UORIso] 3y} yo aanR(qQ Arewg

13dmeT saidoog
9DIATAG 93ex0dI0)) 3t} JO SIBqUIOW :sy0day Py 9 1ohmer] sardoa g Aindaqy toy, spoday g

201a13G arerodio)) worsIAly P I1-TI :[oaa Lrepeg ¢ 1a8eur)y DI PRL UomIsog 7
~ 19Ame sapdoa aus Jo 931330 Ansturpy

NOILdIYI$3A NOILISOd
LLVEIIDI 40 INFWNIIAOD



GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

e Account Officer ¢ Island Councils
s Driver, e Quter island residents
¢ (leaner, + MWYSA
¢ Working colleagues, » MFED
e PSSO
To be referred to Manager: ¢ Governmental/Non-Governmental Agencies
* Monthly and financial reports,
o Outer island trips To be referred to Manager
* Insurance * Monthly and financial reports,
e Inventory Register e OQuter island trips
» Assets Management Report * Insurance
¢ File Management Report ¢ Inventory Register
» Budget *  Assets Management Report
» Standard Performance Assessments s File Management Report
» Budget

¢ Standard Performance Assessment

13. KEY ACCOUNTABILITIES (Include linkage to KDP, MOP and Divisional Plan)
» KDP/KPA;
= MOP Outcome:
» Divisional/Departinental/Unit Plan:

Key Result Area/Major Major Activities/Dufties Performance Measures/Outcomes
Responsibilities
Providing services to manage and s Prepare, manage and coordinate Performance ¢ Quality, timely and improved
coordinate human resources functions. Planning Worksheets for all staff hurman resource functions and
¢ Proper recording, monitoring of personnel OPL responsibilities

including staff leave, payroll, turn-over management, e Well informed decisions for
and overall administrative » Identify and provide appropriate corporate efficient personnel management
management support including those support toward support staff and legal officers. ¢ Performance was monitored and
responsible for substantive areas of the s Supervise and assist in recruiting and assessed mutually
practice, ¢ Quality performance of staff and

This is position description provides a comprehensive, but not exhaustive, outline of the key activities of the role. It is an expectation that you may be
required to perform additional duties as required.

- Date of Issue: 1/04/2016
Approved by:
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Provide precedents and templates
necessary for the excellent discharge of
legal service delivery & other office
functions to keep abreast with current
public & government interest.

Prepare and Manage budget including
Financial planning and management
and Reports that summarizes and
analyzed the organization’s future
organizational and financial needs,

Responsible for supervising and
implementing Strategic Plan,
Operational Plan and Divisional Plan

Report and advise the People’s Lawyer
on relevant key issues, challenges and

This is position description provides a comprehensive, but not exhaustive, outline of the key ac
required to perform additional duties as required.

GOVERNMENT OF KIRIBATI

POSITION DESCRIPTION

Conduct auditing of existing precedents and

templates

Identify and prepare recommendations

to

improve existing administrative precedents and

templates.

Conduct soft financial analysis for realistic needs

of the office for annual budget planning

Monitor & FEvaluation of overall administrative

and legal operations expenditure

Provide analytical assessment on financial trends

of the same with a view to improving

management of current and future budgeting

needs.

Provide proposed annual budget for review.

Provide guidance and support on the

implementation of the Strategic Flan, Operational

Plan and Divisional Plan,

Identify strategic activities and complete them

within the timeframe,

Able to identify problems and challenges that
would affect the successful implementation and

completion of strategic activities.

Recognize and analyze administrative, financial,
legal related, development and human resource

recording issues,

o Updated office precedents &
templates are in place

e Office Professionalism and
public and Government
confidence is maintained

o Provide monthly or annual
monitoring report

e Provision of Monthly M & E
Report

¢ Financial Monthly Report
required for well informed
decision making,

e Proposed annual budget draft
submitted for review

» Strategic Plan, Operational and
Divisional Plan are
implemented.

¢ Problems, challenges and
recommendations are captured
in the M & E Reports

o Administrative, financial, legal
related, development and

tivities of the role. It is an expectation that you may be

Approved by:

Date of Issue: 1/04/2016
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This is position description provides a comprehensive, but not exhaustive,

GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

Prerequisite: s

11.2 Key Atiributes (Personal Qualities):

a & & & »

Customer and Personal Service
Legal

English Language

Clerical

Computers

Accounting

Registry

Management

2. Skills

Speaking

Active listening,

Coordination,

Reading comprehension,

Social perceptiveness,

Time Management,

Negotiation,

Mentoring,

Monitoring,

Management of personnel resources
Management of administrative resources

3. Atiributes

L ]

Honest
Efficient
Effective

outline of the key activities of the role. It is an expectation that you may be

required to perform additional duties as required.

Approved by:

Date of Issue: 1/04/2016
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