GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

Youth and Social Welfare
———s veuare =

- Position Title: Student Social Support Officer

- 11. Interpal Stakeholders:

- 12. External Stakeholders: |
® NGO Unit (Community) * Development Partners
* Youth Division * Mayors, Island Clerks and ASWO
® Disability Unit * Key Line Ministries
* Women Development Unit * Donors Agencies & Development partners (AusAid DFAT, Scope _,
® Sports Division * AG’s Office, OPL, MOE, MHMS

¢ Communities & NGOs
¢ KNOC

- Without referred to Manager:
- Attend applicants and filling out forms according to the criteria
- of the School Fee Scheme.

- Screening and checking all relevant documents needed before the

- To be referred to Manager:
- Approval of Information to be disclosed to the public,
- Complaints of Public which need higher or Senior advice and clarification,

tion description provides a comprehoy ive, but not exha tive, outline of the key activities
required to perform additional duties as required.

of the role. It is an expectation
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" Customer Service e To ensure that all incoming applicants are e Applications are all considered
; attended to. All applications from Tarawa and and proper advice is provided to
Outer islands are prepared and brought to the clients.
= : meetings.
 Scheme Management | Assist the Social Benefit Coordinator in - m_a %am% m%mma<8, and data
; W managing the scheme and develop a better s :
information management system. ¢ Applications are received on time
. e Develop meeting schedules and deadlines of and ﬂoaﬂﬂ Yomestings for
w _ applications for Tarawa and Outer Islands OISR,
___* Develop database electronically and manually | |
Communications Skills ® To conduct public awareness to ensure the e The public is well informed on
i scheme is well explained through usage of _ the scheme and have full
various media, including community visits and knowledge of such.
brochures.

¢ Ensuring that all reports and claims of the Schools are
received in time to avoid sending out of students under the | = == = ; =
scheme from schools due to unpaid or late school fee Form 7 Certificate majoring in Accounting or Commerce with at least 1
payments. '+ year work experience in the field. OR

. Form Six Certificate in Accounting or Commerce with at least 2 years
. work experience in the field.

. Key attributes:
Should be patient, Computer literate, flexible

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.
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