Public Service Commission
- Job Description Form

Ministry to prepare and request Aﬁp;cvat_ by the Public Service Cominlssion. Please contact the Pe:r'far'man_ce Improvement Unit Staff of the office of t

Service Commlsslon if you nged helping completing this form. |

1. |Jobtitle o Groundsman
2 Postnumbermrocate the next avaliable 3215
number. This number is to be used in all subsequent
correspondence refating to this post,
3 Level suggested by Ministry and determined by PSC Suggested by or for the Director General... Cs 2.2
4 Ministry Education
5 Department ___| Administration & Finance Services
6 Location where the position is focated Port Vila
7 ' Purpose "ehy i Post exlsts” this mightbeaone | To maintain the cleanliness of the Ministry of Education {Mo
g:i’ii?::::::i:fzﬁ;::rfg;;"ifs”‘m’ate Plan or grounds, buildings, lawn, beautification and as well as manag
e T T _ the storage and distribution for the MoE Central Office
8 ' KevResultAreas {KRAS) refers to general areasof | 9 | Key Performance lndicators {KPis) refers to the quantifiak
: outcomes or gutputs for which the post/role is responsible, measuretments that reflect the critical success of the KRAs.
8.1 Maintenance of the Ministry of 9.1 Ministry of Education (MoE) compound well clea
Education Office buildings including and maintained
Mok, TSC-SBM and EAU L
8.2 Adequate supply of gardening materials | 9,2 Gardening materials and equipments supplied
and working equipment.
8.3 | Supervise the Cabinet Groundsman 9.3 Supervision given to Cabinet Groundsman as
, required
8.4 Maintenance of electricity 9.4 Lighting system maintained
8.5 Joinery and carpentry 9.5 Asset fixed and repaired
8.6 Plumbing maintenance 9.6 Water leakage fixed and pipes replaced
8.7 Distribution of stationary 9.7 School received their stationary
8.8 Raising the flag 9.8 Flag raised and lowered.
8.9 Storage area cleaned and managed 2.9 Storage well-maintained and flles and records are
safe
10 Duties_ and responsi_biiities Simple statements starting with an action word; more important ones first; less than 10; cover main areas of w
but not details you sheuid find In Procedure Manuals, Areas to think of include policy/ research/ advice, preparing reports; external communication;
administrative; legistative and what this particular job must achieve. For lower lavel jobs it will be more specific e.g. deliver, record, type, maintain.
10.1 | Keeping the Ministry of Education grounds (Central Office and VNTC/TSC/SBM) clean such as mowing
lawn and cleaning the premises. :
10.2 | Ensuring adequate supplies of gardening and repair materials and equipment
10.3 | Managing the national flag raising on each working day.
10.4 Managing and facilitating rubbish collection for the Central Office and VNTC/TSC/SBM
10.5 . Developing and maintain registry of material and equipment for the groundsman and repair works
10.6 Assisting driver in cleaning and washing vehicle G509,6301,G200,G393 and G382
10.7 | Managing storage for the MoE central office
10.8 | Ensure plumbing system and Pipes are properly maintained, fixed and replaced if necessary
10.9 | Ensure that the lawn is well maintained for the Department, TSC-SBM and EAU
10.10 | Responsible for the beautification of the premises within these perimeters




Checked bv OPSC for completeness and consistency; check structure;
confirm Level and Post Number {iob evaluation process) ‘

10.11 | Responsible and ensure that office door and main gates security are daily secure and save
10,12 Supervise the cabinet groundsman to assist him daily
 10.13 | Ensure the electricity and lighting are fixed and operated daily
10.14 | Ensure the cupboard and MoE assets are repaired and including the individual offices
10.15 | Maintain water supply and the sanitation of the MoE and repairs any damages immediately
10.16 | Responsible for the management for the MoE central office
10.17 Performing other duties as directed by the PEO, Director or Director General,
11 Reports directly £ Title of Post and Level only l 12 Directly supervises Title of Posts and leval if any
Director, Admlnlstratlon & Finance Services. None
13 | Frequent Internai Personal Contacts 14 Occasional Internal Personal Contacts
With...{“Internal” means within the Ministry) with...
Reporting Other officers of the MoE.
PEO, SEO, Cleaners, Driver
15 Frequent External Personal Contacts wnth... 16 Occasional External Personal Contacts w
{“External” means other Ministries and the communityf '
Major suppliers of equment and furniture, dellvery
17 impact of Decisions {a) Think of the decisians this Post makes without help | To make the Ministry of Education comp
R N b e e e, B 18| and surroundings a ice looking worling
.| Financial Defégation to tommit funds the smount should also be stated. environment.
18 Specaal Condltlons 2.8, If unusual work hours, equipment or travel is Work over-time, dirty and strenuous job.
reguired, . : :
19 Reason for Seeking Approval (e.g; Routine Revision of Existing Job Existing post.
Descrlption New Post, Regrading. State If any overlap or dupllcatlon with exnsﬂng Job
Descraptlons er, new duﬂes and reSponsIbli}tles)
20 ' CRITERIAS TO BE SELECTED FOR THIS POST
{Allow for seme on -the-Job training to bring cutsiders up to standard and do not unnecessaﬁ!v bias the Post to certaln people, Remember education is
one indlcator of capab:hty to do the job, )
20.1 | Qualification te requrred quauﬁcat:anfor the job e.g certificate, diploma, Year 10 certificate with Maintenance
degree... education
20.2 | Special Business Education refers to the fleld of study that would be Certificate in gardening and building
preferable maintenance
20.3 Experlence &.8- number of years or leve! of experience in filing/keyboard work | At least 3 years working experience in
S g et ot e B oSS | g 0unGsan,
Work 8tc
20.4 | Special Skills o, vehicle license, driving record, computer wordy excel ete Gardening and maintenance skills require
20.5 Thinkmg style e-g.an analytical thinker, a practical thinker, creative thinker.... Analytical and practical thinker
20.6 Communicataon/ Interpersonal SKils tist the skifls required of this 'Listening, writing, reading, oral
position communication skills
20,7 Behaviourai Competencies refers to the personal attributes or Hard working and honest
characteristics needed for the position.
20.8 Language "Enghsh Frénch and Bislaria” Is usual, English or French and Bislama
21 ENDORSEMENT WITH NAME, S!GNATURE AND DATE SRGL4r, "
21.1 Prepared in the Mmistry by Name John J ,;'G'arfﬂ’eo STen’2L :
Date  02/; @5 /2014 -
21.2 Certlﬂed bv or fOf the DG that the Post fits with any Corporate Plan, and Name J E88¢. E ck J Q&
| Isrequired. Date 02/ og /20147
21.3 Name L. &1%11?'423“5 i

DateZ4/£ /20\14?'




21.4

DECISION OF PUBLIC SERVICE COMMISSION

Decision: Approved or De erred or Amended Date of Dgision: ................ -
{Circle the appropriate Demsnon ' et ]
= S ”:ﬁ:ﬁ;:s
NapR LY REMNT K. " Date2/c£/2014
qﬂm T} T
SECRETARY

OPSe



