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PSC DECISION
EDUCATION
Office of the Director General of Education.

Vila

To act as the secretariat for ail education bodies such as the
Vanuatu National Commission for UNESCO, National
Education Advisory Council, National Commission for
Education and Vanuatu National Literacy Council

Annual operation plan for UNESCO Program
and Activities (funded)

The implementation of the Planned program and
activities coordinated

Annual operation plan of UNESCO program and activity is
produced {by when?)

Provided Implementation report on UNESCO program and
activities

Provided 6 monthly update report on UNESCO decisions

UNESCO decisions are followed up closely

Report provided annually on gender and linguistic
distribution

Gender and linguistics distribution is adhered to
Travelling arrangement and logistics are
coordinated

Built partnership and corporations with other
UNESCO Secretarial

Sound practical advice and regular update and
1 timely report

Satisfaction

1) Partnership and cooperation is maintained

2) Number of new partnership and corporation

Quarterly and annual report on
' »  Work in Progress for Vanuatu National
Commission for UNESCO
e Projects '
e Information and awarene

“xécord

Ensure an op
for UNESCO
Ensure an overall oversight of related UNESGO funded programmes and activities

Prepare, facilitate and coordinate meetings of the Vanuatu National Commission for UNESCO

Prepare and disseminate minutes of the Vanuatu National Commission to all UNESCO nominated members
Ensure and follow up the implementation of all decisions of the commission

> | Attend daily to Commission members complaints and needs

erational and planned coordination of the UNESCO Secretariat and the Vanuatu National Commission




‘| Propose and facilitate all nomination for UNESCO funded scholarships and conferences

conferences

Facilitate and coordinate all applications and travelling arrangements for UNESCO funded scholarships and

Ensure gender and linguistic components of UNESCO pregram and activities are fairly distributed

Liaise with relevant institutions for information sharing and learning

Build partnership and cooperation with other UNESCO program National Commission for UNESCO

Commission for UNESCO

Provide sound and practical advices to the Chairman and the Secretary General for the Vanuatu National

Assist and facilitate the drafting of the projects for participation program and other related UNESCO projects

Liaise yearly with the Department of Foreign Affairs to sort out the Vanuaty membership fee to UNESCO

Disseminate all news and information to the relevant organization directly involve in the field of competences of
UNESCO such as education, science and cultural institutions

General Conference

Organize and coordinate every two year the logistic arrangements of the Vanuatu delegation to the UNESCO

Provide regular update reports on UNESCO program, training and funding activities to the Chairman and the
Secretary Genera| for the Vanuatu National Commission for UNESCO

Performing other duties as directed by Director General of Educ tion, Y

0

3

Director General

Director General of Education, Directors, Senior
Education Officers

E;

it Hstiies an Jliib

it

\ ChurchEducahonAuthorrtlesSchool Edtﬁjlc'aii‘bh
Boards, Provincial Education Officers Commission and
Council Members

Similar bodies and organization overseas

1 An efficient and effective secretariat office for

Education Bodies

Frequent, unplanned, intensive workload
| variations due to demands of Departments of
| Education

| Beneficial education bodies being established
| without being properly coordinated

Diploma or Degree

Management and Public Administration or
International Relations

5 - 7 years relevant experience as executive
officer to Boards and Committees

Secretarial and coordination skills
Negotiation skills
*| Liaison skills




.| Protocol and Public relations skills
| Report writing skills
| Computer literate

| Practical

| Good verbal and written presentation skills

| Patient, Reliable and Hardworking and punctual.

English, or French and Bislama
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