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:?J:_ _' Suggested by Director General ... | As 3.0

.| Education

| Administration & Finance Services

| Port Vila

{ To manage and coordinate the registry of alf educational
assets and properties including lease land, physical
facilities, materials, equipment and furniture etc for the
ministry, departments, provincial education offices,

- | schools and other educational establishments throughout

| vanuatu. _ S —
easof 19 | Key Performance Indicators (s rererstothe
| auantifable messurerentsthat reflactthe criicatsuccess o the Ks

: Régisfrétidn of 'all M

"9',31_?" All assets are registered

| Development of registration
1 procedures and plans

92 Inventory of ali stock
.1 Registration procedures and system completed

Training on registration systems and
/| procedures,

| Training provided to MoE staff

~| Maintenance and update of the assets
| database.

Provide quarterly report

1 Administration and management of

' | 90% of asset properly distributed

Asset distribution

| idelve

Coordinate and manage the assets regisﬁy funttion of the 'Ministry of Education.

| Develop procedures and make necessary arrangements for timely registration of all procured
| educationat assets and properties for the Ministry, departments, provincial education offices,
| schools and other educational establishments throughout Vanuatu.

: Develop and implement operating systems and
1.assets and properties.

procedures for the registration of educational

| Provide training to Education Officers,
| Advisors, Principals,

Provincial Education Officers, School inspectors, Zone
Headmasters/ Headmistresses, Chairman of School Councils/ Committees
on registration systems and procedures.

Review, develop and make available training manuals and materials on the registry system as
and when appropriate.

* Design registry survey instruments and forms and

provide training in their use as necessary.

Maintain and update the assets database.

Prepare and arrange schedules for professional staff and technical advisors including
itineraries, travel and other arrangements,




| Assist in the operation of data/ management information system, including distribution,
collection and collation of questionnaires and survey forms.

4 binding, storage and distribution.

Prepare Divisional documentation and project proposals as required, including collation,

| Receipt recording and storage of technical documentation.

Other duties as allocated by the Director General

Reports directly 10 Title of Postand Level only . - l 12 | Directly SUPEWISESTRI& c':_'f. éos_.ts.and levél fany
PEQO and SEO Procurements None.

13 = | Frequent internai Personal Contacts
- N 1Wlth...(“fnternaf“meanswithmthe Mmistry]

Tia

ccasional Internal Personal Contacts

Provmaal Education Offices.

Director Administration & Finance, PEQ Flnance

Other officers within the Division of
Admlmstratlon & Flnance Serwces

15 'Fr"' uent Extemai Personal Contacts w_ith... - A6

= (“Extern _

it other Mmistrles and the communitv)

Other Govern ment Departments and anstrles

Prownaal Educatlon Boards, Educatlon

Authorities and schools.

_and the pnvate sector

_ and property registry.

An efficient, effective and up to date assets

| Possible frequent travel.

L pol blllties) o

New. Post Regrading State ifany overlap or’ _3 N
on with exastmg .iob Descnptlons or-new duties and

New post. Similar post in 2001 structure
combined with Procurement function and
| located in Division of Administration and

| Finance. Now the emphasis is on support
“| to decentralised Provincial Education

o _Off ces.

e | Year 12— 13 level of education. Certificate

at | Statistics and management or
1 Administration

| 35 years experience in the field of asset
' and property registry.

| skills. Good communication skills.

| Data collection and registry/records
management skills, computer and software

: Analytical and practical thinker

| communication skills

Listening, writing, reading, oral

et o chara ,_’risncsneededforthe posiﬁon R

- ;Behaviourai Compete I'ICiES refers ta. the personal attrlbutes

able to work cooperatively with other team

Honesty and integrity of a high standard,

members.

20.8 I.anguage ”Ehgfl§h‘ ,.French and Bislama® is usual.

French, English, and Bislama.
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