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Public Service Commission
Job Description Form

Ministry to prepare and request Approval by the Public Service Commission. Please contact the Performance Improvement Unit Staff of the office

1 |lobtitle

of the Public Sarvice Comm‘issIOn"Ff'you rieed helping completing this form.
- Senior Research Officer

Post num b'e_,lfAigoca_te-fhé next available
number, This nfber is fo be used in all
subSe’q_u_ej}t cor’respor_]'de‘qdglrefatfng to this post.

3114-3115

3 Level suggested by Ministry and determiried by | Suggested by or for Director General........50 5.0
PsC
4 Ministry Education
5 Dépanmqnt Corporate Services
6 LOC&ﬁOﬂ Where the position Is located Port Vila
7 PUrpose =why this post exists” this mightbea | To coordinate the implementation of research policy, plan

one line statemént adapted from the Corporate
Planor 8usiness Plan for higher leval Posts.

and programs and activities within the Ministry of Education.

8 Key Result Afe"a“s (KRAs}) refers to general areas 9 Key Performance Indicators {KPIs} refers to the quantifiable
of outcomes or outputs for which the post/roie is measurements that reflect the critical success of the KRAs.
responsible, : .

ol Strong support towards the 9.1 | National and MoE research policy development
development National Education compieted by end of 2015 and reviewed every

| Research Framework two years,
8.2 Development of Plan 9.2 ® Annual plan completed by February each
year. :

*  Work Performance and Development Plan
coordinated and completed by January
each year.

8.3 Coordination and implementation of 9.3 | Budget is implemented effectively
Budget
8.4 Coordination and implementation of 9.4 ¢ Unit and Divisional research activities
research Activities including policy supervised and coordinated '
development, s Policy documents are thoroughly
researched
. * Funds are made available
- Implementation of Research 9.5 * Research methodology developed
Methodology, Data Analysis * Research Methods developed
procedures and Presentation * Research instruments developed
* _Data analysis procedures developed
8.6 | Reporting and Publication 9.6 | Documents printed and publicised
8.7 Coordination and management of 9.7 * Aclear research process or system is
Research Projects developed and managed
* Clear method of data collection is
established
* Instruments are developed
¢ Pilot of research instrument carried out
75% - 85% of data collected

10 Duties and responsibilities_ Simple statements starting with an a

of wark but not detaits you should fing in Procedure Manuals, Areas to think of include policy/ research/ advice, preparing reports; external
- | Lommiunication; administrative; legistative and what this particular job must achi
e

_\_J;@rg,'tvpe, maintain, -

: "__‘:3‘-};'3

ction word; more important ones first; less than 10; cover main areas

eve. For lower level Jobs it will be more specific e.g. deliver,




10.1

Assist in lead, research, develop, review and implement research policy in a manner that safe
guide and coordinate all research activities within the Ministry of Education and other line
ministries.

Ensure excellent research practice and quality research through effective planning on issues
across the service of the Ministry of Education, the provincial Education Board and school.

10.2

Implement the research unit budget completed by May each year

10.3

Coordinate the preparation and evaluation of sector and sub-sector research plans in order to
support the effective research development and review of the research system including inputs
from the Department arms.

10.4

Manages a range of research studies and surveys designed to supports and enable enhanced
corporate and educational planning and decision-making to improve the whole education system.

10.5

Supervise, manage and plan the gathering, reviewing, analysis and dissemination on relevant
policy and planning research projects proposal and activities options implementation to foster
community awareness, participation and ownership of government education policies and
programs.

10.6

Manage and maintain research system and monitors and evaluates the management information
system tracking of specific performance indicators and compiling comprehensive reports on the
state education in Vanuatu.

107

Assist in providing research training procedures and processes for key officers within the MoE,
PEB and Schools to improve education researches.

10.8

Assist in identifying research priority needs and issues for the MoE and the sector in general and
develops a comprehensive research agenda.

10.9

Coordinate research reports with clear findings and recommendations.

10.10

Implements the research agenda and ensures smooth coordination where it relates to other
stakeholders such as High Education Institutions and research institutions.

10.11

Assist in providing relevant, timely, and high quality research advice to inform policy dlrectlon and

| planning.

10.12

Maintain a comprehensive research profile/database of all studies that have been conducted on
the education sector and related areas.

10.13

Assist in undertaking strategic analysis of research and developmental needs and demands issues
and makes recommendations that can inform the strategic actions required by the higher
education sector to meet those needs.

*n.14

Supervise staff performance management regularly

VI..LJ'- 15

Carries out other duties as directed by the Director General.

11

Reports directly RO Title of Post and Level only [ 12 | Directly supervises Titie of Posts and level if any

Principal Research Officer. 2 Research Officer

13

Frequent Internal Personal Contacts 14 | Occasional Internal Personal Contacts
With...(internal” means within the Ministry) with...

Director General, Directors, Principal Education | Meets with senior level staff of higher
Officers, Principals and Head Teachers, Ministerial | institutions, public and private

Advisors. sector for consultation and professional
Director, Principal Policy and Strategy Officer and | guidance.

Principal Other MoE officers

Information Management Officer for purpose of Members of the Teaching Service and other
professional line ministries

guidance, coordination, information exchange and
consultation

15

Frequent External Personal Contacts with... | 16 | Occasional External Personal Contacts
{"External” means other Ministries and the community)




|

with...

National Planning Office, Ministry of Finance,
other government, donors and consulting
advisors.

Various education boards and bodies within
Vanuatu.

17 lmpact of Decisions:(z) Think of the decistons this Post makes Strong impact on quality of corporate and
without help on a regular basis {weekly or monthy) to greatly reduce the educational plannin g and significant but
risk of serlous things héppeni'n_'g.'Na'me the more important thing(s) L. .
decided. (b) If the Post has a significant Financiaf Delegatlon to commit indirect impact on long-term outcomes for
‘ ft_mds the amount shauld alse be stated, the ed ucation system.
18 | Special Conditions e if srususl work hours, equlpment or Intensive workload demands; likely frequent
travel is required, travel.
19 Reason for Seeking Approval {e.g.; Rautine Revision of Revision of existing job description. ﬂ
Existing Job Description, New Post, Regrading, State if any overlap or
duplication with existing Job Descriptions or new dutfes and
respansibilities)
20 CRITERIAS TO BE SELECTED FOR THiS POST
{Allow for some on -the-job training to bring outsiders up to standard and do not unnecessarily blas the Post to certain people. Remember
education is only one indicator of capability to do the job.}
20.1 Quali_fica‘tion the required qualification for the job e.g certificata, Degr ag
dlplcjma, deg_ree...
M2 | Special Business Education refers ta the field of study that Education Social Sciences preferably with a
would be preferable major in research or equivalent qualification.
20.3 | Experience ez number of years or leve! of experience in Minimum 3 years related work experience
filing/keyboard work ordriving; or, e.g. low or high ieve! achievements in with a successful track record of conducting
leadership, communicating, advising, managing resources, writing reports, .
advising clients, doing similar type of work ete and managlng research,
20.4 Special Skills €8 vehicle license, driving record, computer wordy/ Strong research skil s,
excel etc Planning and coordinating skills,
Policy development skills,
Report writing skills,
Statistical expertise;
Computer literate
20.5 Thinking style e.gan analytical thinker, a practical thinker, creative Analytical and practical skills
thinker..... .
20.6 Communication/ Interpersonal Skills 1t the sxilis Proficient listening, reading, and oral
required of this pasition communication skills, Excellent written
L communication,
7 | Behavioural Competencies refers to the personal attributes | High degree of integrity, professional,
or characteristics needed for the position. dili gent, punctual.
20.8 Language “english, French and Bistara® Is usual, French, Bislama and English.
S
21 ENDORSEMENT WITH NAME, SIGNATURE AND DATE/’;;;J;?,E,
I— . e
21.1 | Prepared in the Ministry by ... Name John J. Garo fg‘;aﬁf,glgn
Date 2/ 06 / - 7g
21.2 | Certified by or for the DG wat e Post fits with any Name Jesse Dick Joe Sign
Corporate Plan, and is required. Date 02/ 06 /2014 U o A A
21.3 | Checked by OPSC tor completeness and consistency; check Name | . f2en i 4’1‘,/_5\ .
. . . . P 7 N
structure, confirm Level'and Post Number {iob evaluation process). Date é_f/ {Q’f /2014 .
21.4 | DECISION OF PUBLIC SERVICE COMMISSION
Decision: Approved or Defé’f'?‘éd-egAménded' . ._Daté of Decision: ...ueeevennnnnnnns
{Circle the appropriate Decision)_ e e - T
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" Date 7 /2014



