Public Service Commission
Job Description Form

Ministry 10 prepare and request Approval by the Public Servi
_office of the Public Service Comm:sslon if you need helping completing this form.

ce Commission. Please contact the Performance mprovement Unit Staff of the

1 Job title Planning Officer
2 Post number aliocate the next available 3109
number This number is to be used in all subsequent
_ correspoudence relalmg 10 this post,
3 gégvel Suggested by Ministry and determined by | Suggested by the Director General... G S05.0
4 Ministry Education
5 Department Policy & Planning Services
6 Location Where e position js located Vila
7 Purpose “why this Post exists™ this might bea | 10 develop, implement and collect a range of periodic information
on¢ line statement adapted from the Corporate Plan | oy adycational projects. To develop plans to enable effective
or Business Plan for h:gher level Posts,
monitoring of progress and measurement of outcomes
8 Key Result Areas (KRAs) refers to general areas | 9 | Key Performance Indicators (kprs) refers (o the
_of outcomes or outpiits for which the post/role is quantifiable measurements that reflect the critical success of the KRAs,
. respoasible. .
8.1 | Development and reviewing of the 9.1 | « Corporate Plan completed by December each
Ministry of Education Corporate Plan, year
Business Plan, Budget narratives and * Business Plan completed by May every year
policies. * Budget Narrative Document completed by
May every year
* Policy development guideline reviewed twice
a year
82 | Management of the Planning and Policy { 9.2 | e Policy and Planning Divisional annual work
Unit annual work plan recurrent and plan completed by end of December
project activities * Progress reports completed on monthly bases
* Divisional Staff Appraisals finalized by June
and December each year
8.3 | Management of the Vanuatu Education | 9.3 | e Vanuatu Education Management Information
and Management Information System System is well maintained and updated
and School Mapping Database. * School locations are updated and mapped
* Annual Statistical Digest developed annually
¢ School Mapping Reports reviewed on three
year base 2012, 2015 etc.
8.4 : 94 |«
8.5 Management and coordination of MOE | 9.5 | « Provincial Plans reviewed and updated by
and Provincial staff trainings on March every year
-development of plans and reporting * Reporting template reviewed annually
* Planning template reviewed annually
8.6 | Effective registration process of school. | 9.6 | o School Registry updated by January and June

every year

* Education Authority and School registered
certificate printed and issued by March and
September every year

* Assessment repotts on registered education




authority and schools completed by March
and September every year

8.1 Adrninister Planning functions 9.1 | Provide quarterly report on
* Regular collection and analysis of
statistical and general data.
e Statistical digest
* Annual plans & Corporate Plans
10 Duties and l'eSpﬂllS_ibiliﬁES Simple statements starting with an action word; more important ones first; less than 10; cover main
areas of work but not details you should find in Procedure Manuals, Areas 10 think of include policy/ research/ advice, preparing reports; external
communication; administrative; legisiative and what this particular job must achieve. For lower level jobs it will be more specific e.g. deliver,
) record, type, maintain,
10.1 | To supervise and operate systematic procedures for the regular collection and analysis of
statistical and general data on all aspects of the education and training system.
10.2 | To over-see the efficient operation and periodic updating of education data/management
, information system.
10.3 | To report periodically on educational and general data, and prepare a comprehensive annual
statistical digest for the Ministry of Education.
104 | To develop and maintain operation of the Ministry’s information management system.
'10.5 | To develop annual plans in line with the Ministry corporate plans and education legislation and
policies.
10,6 | To assist, supervise and monitor the implementation of school projects and to ensure that outputs
' reflect project objectives and meet Education needs.
10.7 | To carry out and to report on analytical surveys and research studies on all aspects of education
and training, :
10.8 | To supervise, prepare and periodically update school locations and resource map information
and produce a school mapping document which includes distribution.
10,9 | To assume all other duties as directed by the Director General.
11 Reports directly to Tito of Post and Level only | 12 Directly supervises Title of Posts and level if any
PEO Education Policy & Planning
13 Frequent Internal Personal Contacts 14 | Occasional Internal Personal Contacts
with...“itemal” means within the Ministry) with...
Provincial staff, Division of Policy, Planning and | Other MoE officers
Implementation.
15 Frequent External Personal Contacts 16 | Occasional External Personal Contacts
With,.. (“External” means other _Miﬁistries and the conmnunity) with..,
Provincial Education Board, Schools
17 | Impact of Decisions () Think of the decisions this Post makes Improved quality of education planning in
without he:_lp on a regular Vbas'is (weekly or momh!y) 1o greatly reduce the line with the Government and MOE pOHCY
risk of serious things happening. Name the more important thing(s)
decided. (b} If the Post has a significant Financial Delegation 1o commit
funds the amount should also be stated. ' :
18 Special Conditions c.¢. if unusual work hours, equipment or Variable working hours, frequent travel and
tiavel is rqquired. L overtime
19 | Reason for Seeking Approval (s.g; Rouine Revisionof | Now post
it i v o Dspion o sy | MOE s strengthening the provinciel
réspopsibilities) - _ T structure in line with Government policy.
20 T CRITERIAS TO BE SELECTED FOR THIS POST
(Adlow for. some on -the-job training to bring outsiders up to standard and do not unnecessarily bias the Post to certain people, Remember
education is only one indi.catq_r of capability to do the job.) ]
20.1 Qua!ificatiou the required qualification for the.job e.g certificate, Degree
diploma, degree... - )
20.2 | Special Business Education rcfers to the fietd ofstedy hat | Statistics, computer studies and/or degree in




would be preferable

geography, demography or related
discipline.

20.3 | Experience e.g. number of years or level of experience in 5-10 year experience in data analysis in a
filing/keyboard work or driving; or, e.g. fow of high level achievements in substantial pl‘()j ect environment : experience
leadership, communicating, advising, managing resources, writing reports, . . .
advising clients, doing similar type of work etc in school or educational mapping ; research

and survey experience ; exposure to
planning and evaluation in a medium scale
. education system.

204 Special Skills c.g venicte ticense, driving record, computer worg/ | Comiputer Literate, statistical expertise.

excel etc Competent in project design, research and
_ survey skills. High level planning skills.

20.5 | Thinking style c.g an analytical thinker, a practical thinker, Analytical and practical thinker
creative thinker... ., )

20.6 | Communication/ Interpersonal Skills isumeskins | Listening, writing, reading, oral communication
required of this position skills

20.7 | Behavioural Competencies refess to the porsonal auribues | Ethical, hard working, committed, ready to
or characteristics needed for the position, travel and work overtime

20.8 Languag € “English , French and Bislama” is usual. English, French and Bislama

211 | Prepared in the Ministry by ... Name John J. Garoleo:. Slgn e

- Date 02/ 06 /2014~ -

212 | Certlfied by or for the DG that the Post fits with any Name Jesse Dick Jée!" Slgn
Corporate Plan, and is required. Date 02/ 06 /201 4§ PN ’

21.3 Checked b)’ OPSC for completeness and censistency; check Name /.. (¢ + . {.@.‘\Slgﬁ /r f:}ii / S
stracture; confirm Level and Post Number (job evaluation process), Datert/ £:/201 4 ki“/ /' L{, !

21.4 | DECISION OF PUBLIC SERVICE COMMISSION

(Circle the appropriate DecisiGa)

LAURENTY

Nameﬁ“ . EN -;g

uafé’z&‘/ca /2014

R gﬂmg -
O P&



