_the.Pezfnrmance Improvement Untt Staff of the

| ECCE Admimstratwe Off‘cer

N

1 3307

edby | Suggested by Director General....J Cs 2.6

| Education
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To supervise and maintain the storage area and packaging

and dtstrlbutmg ECCE materials to Provincial centres

“+4 Collection of workshop materials

Accurate matenals are purchased for weekly
workshops

o Packaging and distribution

ECCE materials are packaged and distributed to
ECCE Centres

83 * | Supervision and maintenance of Store

Storages area is maintained and supervised

| Do a weekly collection of workshop materials

Sorting and preparation of collected ‘junk’ materials for workshops

| Packing and preparation of toolboxes (not keys) including marking of tools.

Packing of all materials for Phase 1, 2 and 3 workshops using appropriate packing forms

Labeling of all materials for shipping — with labels made by NPSC

| Working with National Coordinator to fill out shipping forms

& Informing National Coordinator of materials to be ordered {wood, calico, markers etc)

| Drilling of wood bases

| Sewing of workshop materials as necessary

|| Supervise storeroom assistant

Carry out any other duty and responsibility as directed by the National Coordinator, Director or

“1 DG
4d Reports directly to .. R T [jirect[ysupewises T LS
| National ECCE Coordinator | None - |
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| ECCE staff, EIE staff, Inclusion staff, Data staff,
*{ Provincial Coordinators , ZCA,s and provincial
| ministry staff

| ECCE Centre Trainer and Provincial Pre-

School Officer

15 . Frequ t.‘Externa} Personal Contacts wi_thf.. _:

= --',("Extern alr

16

Occaswnal Extemal Personai Contacts '
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| Key teachers Kmdy teachers, Parents and
o communltles

Donors, NGO S other mmlstrles mcludmg

health, justice.

Approval of position title

ECTED FOR THIS POST

ot unnecessarily b' j the Post to certaln peopfe Remember )

e Certlflcate or Dlploma

t .| Education administration or ECCE or

psychology

| 2 years Curriculum Development
- | Experiences
i Understanding of Child Development

Ability to work with Aduits

‘| Knowledge and foundation in literacy and

| numeracy
| Capacity building and training experience
| Strong communication and organizational

skills

Ability to work as a team member
.| Strong leadership skills

| Strong computer skills

Presentation and training skills
Strong Bislama, English and French skills

| Creative

Understands Play as a tool for learning

1 Innovative

Ability to work with a diversity of staff and

| parents

-.Be,ha_vrqui'a_l 'Competencfies référé ".co tﬁe-peréonai attributes

207

High degree of integrity, reliable, diligent,




.} punctual

i English or French and Bislama
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| DECISION OF PUBLIC SERVICE COMMISSION
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