'Semor Payroll Officer

3016

Suggested by the Director General...... H Os 4.3

Education

Education

Port Vila
To maintain payroll system and services for all the staff of
the Department of Education and teachers in regards to their
remuneration, leave, entitlements, severance pay,
allowances and other staff support services

80% of employees’ payroll coﬁlpleted by end. of
2014

Payroll for MoE employees completed

VNPF Processed a) 80% of employees’ VNPF completed

b) 6 monthly report

Quarterly Report on allowances, entitlement
increment and severance pay

Allowances, entitlement, increment and
severance pay

Employees payroll Issues and Bank | 60% of payroll issues reduced??

application are processed

MOoE payroll system is audited and | MOE payroll is audited twice a year

reviewed

190% of budget distribution and Journals
1 completed (by when?)

Budget heads and Journals for transfer
teachers

90% of Payroll records filed and reported

Payroll records filed and Ig) orted

2 s SRR

Preparlng payroll for all MOE employecs 1nclud1ng dally rated, contracted staff, relief teachers
and temporary staff.

Dealing with all payroll matters in relation with VNPF

Dealing with all changes and make any changes necessary for all payroll staff including teachers

Maintaining increment records for all staff including teachers

Conciliating annual budget with new appointment thirough ferret report

Maintaining and updating the whole databases established in the Personnel/Payroll section

Assisting with the reconciliation of finance payroll with the Department postings and Office
Staff (Journals)

To deal with all secondary and primary schools housing rents

Assist with Bank applications on behalf of office staff and teachers (how often?)

Conducting comprehensive audit and payroll review in liaise with the PSO and MFE

Carry out other duties directed by Director General




SEO and PEO Audit

P

MOoE Internal Auditors, MoE Finance Staff and
VEMIS

Secondafy School Bursars, Prinmpéﬂé and

Oceasio

Headmaster

o5

School Council ofSééondéﬂf and Primary
Schools, Provincial Education Offices, Church
Education Offices and TSC

MFEM Internal Audltor, MFEM Finance

Officers

Give advice on good financial management
to Schools.

Occasional travel to Schools.

Routing revision of existing Job
Description.

Diploma or Degree

Business Studies or Accounting and
Financing, '

4 years’ experience in the field of auditing
of accounts. ‘

Must have some knowledge in the
management of employees” payroll either
in a Public or Private Institution.

Auditing skills, computer literate, writing
report and letter,

Practical thinker

Interpersonal communication skills

Patient, reliable, honest, sense of
commitment and punctual

_English or French and Bislarfia”:

Date 02/ 06 /2014 ...

Name Jesse chkJoa,Slgn
Date P '.: i

DECISION OF PUBLIC SERVICE COMMISSI

(Circle the appropriate Decision}

ON

Decision: Approved or Deferred or Amended Date of Decision: ....cceenvvevrnrvnnennn.
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