Minisiy to prepare and request Afproval by the Pubic Service Gommissian: Pléase cants
office of the Public Service Cominission Ifyou need helping completing this form. ™

the Performance Improvement Unit Staff of the - -

Jibtite " TSFO SCHOOLS FINANCE OFFICER

2. | Post number aieate the next availsble 13209
L Tnymber. This number is to be us EREE
subsequent cofrespontence féla

3. Suggested by or for Director General ... G $0 5.0
4. : | Education
5 .| Finance and Administration Directorate
6 | Port Vila
7 | To assist in providing effective and efficient management

o | accounting and financial services within the Ministry.
e e isresponsible. |- quantifiable measu that reflect the critical success of the KRAs.
:8‘,3’, - Administer financing and 1.{ Provide quarterly reports on
. | management accounting functions .| & Allschoals financial returns

- Compliance with PFEM Act and | | ¢ All schools mentoring and monitoring  *

Financial Regulations ' s program

.| ®  All schools financial and management
' accounting trainings

ortat one s less than 10; cover man
ch/-ativice, preparing reports;
s It willbe more specifice.. - |

101

Performing the financial and management accounting functions within the Ministry.

102 | Communicate and com pliance with MGE, PSC and MFEM legislations.
103 | Coordinate the payment of school grants to eligible schools.
-10.4 .| Monitor and mentor heads of schools (HOS) and school finance officers (SFO) in maintaining
.| their cashbook, preparing the school budget and school improvement plan, and providing
.- .| accurate reports to the Ministry.
105 | Develop and review schools training manuals on financial and management accounting.
106 Coordinate trainings organized by the Provincial Finance Officers for all HOS and SFO on
" | financial and management accounting.
10.7 | Assist to develop a financial and management accounting software to be used by all schools.
10.8 | Prepare regular analysis on schools financial reports by schools, by provinces and consolidating
'~ | allinto one country report.
10.9: | Follow up with Audit Unit to ensure that audit recommendations for individual schools are
. | considered by management and implemented.
10.10 | Ensure that all financial transactions at school level complies with the PFEM Act, Financial
e Regulations, and with funding agreements with donor partners.
10.11 | Assist the Budget Accountant to coordinate the development of annual budgets by liaising with




| managers, management and donor partners.

: funds the amount should also be stated S

risk of. seriouﬂﬁmgs j‘pening Name the moré rmportantthmg(s) ‘
decided; {b); ifthe Post hasasigmﬁcant Finanaal Detegatl)' to'con it ;'

10.12 | Assist the Budget Accountant to monitor and mentor the provincial education officers in
-~ | maintaining their cashbook and providing accurate reports to the Ministry.
'_10.,13 1 Observe the channel of communication for effective working relationships in undertaking the
o commitments for the Ministry.
10.14 | Attending regular meetings of the Finance Unit and any other refevant meetings that is deemed
| to have an impact on the financing of the Ministry.
10.15 Perforrmng other duties as dlrected by the Funance Manager.
11 n 'Reports dlrectly to Title.of Post arid Level only’ I 12 Directly supervises Title of Postsand level if any
Finance Manager None
13 | Frequent In """'nal Personal Contacts 114 | Occasional !nternal Personal Contacts
| Wlth-u{"lnternai” meins withln the Mmistry} : i 'Wlth... e RN
Internal Audit Unit, Provincial Fmance Offlcers, Provincial Educatlon Off icers, Other MOE
Heads of Schools, School Finance Officers Staff
‘15 | Frequent External Personal Contacts with... | 16 ;Occasronal External Personal Contacts
R (“External” méan's'otherMmastries and’ the commumtv} : o 'WIth.r. e _ o
Department of Finance and Treasury: Treasury. Department of Flnance & Treasury:
Finance, Audit Unit; Donor Partners; Local
_ ] School Communities;
7 ImpactofD Cis "ons {a) Think ofthe decisions this: Po_st makes .- -A well-established effective and efficient
© L without help ona r basis (weekiy or monthiy}togreatly reducethe management accounting and financing

service

.| - Prevent risk of fraudulent activities
o1 - Ensures compliance with legal and
| financial requirements

- Promotes transparency and

| accountability within the system

- Improvement of financial and

: ":';'f management accounting at the provincial

and school level,

Irregular, unplanned, intensive workload
+-| variations due to demands of the Ministry
.| will be considered

.| New Position within the Finance Unit

ai'd and do nnt unnecessanly b', S

he Post to certain people Remember '

' Cernfzcate or Dlploma

‘Special Busines _Educatlon refers tothe field of studv that

be preferahie

Accounting or related field of study

203

Exp_ _rience eg number ef years or tevel of experience in .
f‘!mgjkeyhoard work or driving; or, e, g low or hrgh [evet achlevements |n

' Ieadershrp, commumcatmg, advising, managing resources wntrng reports

advtsmg clients,. domg sirnilar typs of work etc

| At least 2 years’ experience in Public or

Private Sector in accounting or financial
management area
Some knowledge in Government payroll




procedures/systems

4 . fj'SpeCIaI Skli!s &g vehicle llcense, driving record computer word/ .
;-excel etc el : .

|- Knowledge and use of Smartstream or

- High level of financial and management
accounting skills

- Demonstrated ability to write reports

- Ability to understand legislative
requirements and to implement
effective processes to conform with
those requirements

- Ability to train officers in financial and
management accounting

- Quantitative Skills

- Knowledge of MS Word & MS Excel

an accounting software will be an
advantage

.5 | Thinking style .z ananalyiics

ker a practlcal thmker, creatwe

- Analytical and practical thinker

.t - Professional customer relationship

- Good communication skills
- Negotiation skills

skitls

Patient, Reliable, Hardworking, Honest

Bislama and English or French

SIGNATURE AND DATE

| ‘| Date

Name John J. Garoleo Slgh
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Public Service Commission 7
Job Description Form

Ministry to prepare and reguest Approval by thee Public Service Commission. Please contact the Performance Improvement Unit Staff of the
office of the Public Service Commission if you need helping completing this form.

i Job title Principal Administration and Assets Management
Officer
2 Post number Allocate the next available | 3210
number. This number is to be used in alt
subsequent correspondence relating to this post.
3 Lecvel suggested by Ministry and determined by | Suggested by or for Director General... F Ps 5.6
PS
4 | Ministry Education
5 Department Finance & Administration Services
6 Location where the position is located Port Vila
7 PUrpose “why this Post exists” this mightbea | TO plan and develop asset and property policy as well as
one line statement adzpted from the Corporate | develop administrative procedures and supervise and
Plan or Business Plan for higher level Posts. . R -
manage subordinates staff to carry out their responsibilities
efficiently and effectively.
8 KE\[ ReSuIt Areas (Kras) refers to generala.reas of |9 Key Performance indicators (kpis) refers to the
outcomes or outputs for which the post/roleis responsible. quantifiable measurements that reflect the critical success of the KRAs.
8.1 Development of administrative 9.1 | Department administrative procedures are
procedures established
8.2 Development of Assets and Property 9.2 | Assets and property management policy
Management Policy framework developed and implemented by mid-2015
8.3 Development of Assets registry and 9.3 | Asset and land registration procedures
management procedure including land developed and implemented by end 2015
8.4 Supervision and coordination of 9.4 e Strategic plan for asset and property
Administration and Property management completed for 2015-2018
Management strategic Plan, annual ¢ Annua! and development plan completed
work plan and work performance and and implemented by 2014
development plan e WP&DP completed and compiled by
December each year
8.5 Effective budgeting and control of 9,5 | Budget completed by March 2014
administration and property funds
including asset, land and facilities
8.6 Administration of administrative 9.6 | Provide quarterly report on
functions and reports e Procurement activities
e Archiving documentations
e Supervision of support staff of the
Department of Education
8.7 Well managed facility recurrent and - 9.7 | Recurrent and project funds managed
| project fund
8.8 Staff appraisals are conducted 9.8 | Staff Appraisal submitted to HR
8.9 Trainings needs are identified and 9.9 | No. of ArchiCAD trainings conducted
conducted No. of quantity survey training conducted
10 Duties and responsibilities Simple statements starting with an action word; mare important ones first; less than 10; cover main




