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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 of the Public Service Commission if you need helping completing this form.

1 Job title Graphic Artist {2 positions)

2 Post number alocate the next avallable 3339-3340
number. This number is to be used in all
subsequent correspondence relating to this post.

3 Level suggested by Ministry and determined by | Suggested by Director General... Z=854
PSC JCs2.6

4 Ministry Education

5 Department Education Services, Curriculum Development Centre

6 Location where the position is located Port Vila

7 Purpose “why this Post exists” this might bea | To provide high quality graphics for curriculum materials,
one [ine statement adapted from the Corporate | other MoE publications and examination papers.
Plan or Business Plan for higher level Posts,

8 Key Result Areas (kras) refers to general areas of | 9 Key Performance Indicators (kpis) refers to the
outcomes or outputs for which the past/role is responsible, quantifiable measurements that reftect the critical success of the KRAs.

8.1 Develop annual work plan for 9.1 | Work plan completed and implemented by
formatting of books beginning of each year

8.2 Consult with writers and coordinators | 9.2 | Artist’s brief signed off by writers and
for graphic details coordinators

8.3 Produce photographs 9.3 | Photos are completed

8.4 Scanning of graphics 9.4 | Graphics are scanned into papers

8.5 Preparation and production of draft 9.5 ® Graphics are drafted.
and finalised graphics in the design *» Graphics are finalised in the designed
programs programs

8.6 Graphics are graphed in books 9.6 | Curriculum materials are completed with

graphic designed

10 Duties and responsibilities Simple staternents starting with an action word; more important ones first; fess than 10; cover main
areas of work but not details you should find in Procedure Manuals. Areas to think of include policy/ research/ advice, preparing reports;
external communication; administrative; legistative and what this particular joh must achieve. For lower [evel jobs it will be more specific e.g.
deliver, record, type, maintain.

10.1 | Develop annual work plan based on the actual completion and publication of curriculum
materials for design

10.2 | Consult with Coordinators and Writers for the details of graphics.

10.3 | Drawing high quality graphics for inclusion in CDU publications

10.4 | Prepare high quality graphics for inclusion in CDU publications

10.5 | Scan, clean, reduce/enlarge and adjust the tone level of submitted photographs, diagrams,
drawings and other graphics, ready for placement in a document.

10.6 | Produce the final version of graphics in the design program used

10.7 | Work with Book Designers to place the graphics into documents

10.8 | identify, collect and file for future use suitable graphics from within and outside the CDU

10.9 | Prepare finalised graphics for inclusion in the books by the Books Designer

10.11 | Carrying out other tasks as required by the SEO and PEO.

11 Reports directly to Titte of Post and Level only ! 12 | Directly supervises Title of Posts and level if any

Editor/Desktop Publishers SEQ Curriculum Officer




i3 Frequent Internal Personal Contacts 14 | Occasional Internal Personal Contacts
With...("Internal” means within the Ministry) with...

Other production staff, officers of the Division Other MoE

15 Frequent External Personal Contacts with... | 16 | Occasional External Personal Contacts
(“External” means other Ministries and the community) with...

Chief Examiners, Curriculum Writers Heads of Subject panels

17 Impact of Decisions {a) Think of the decisions this Post makes Publications are well illustrated
without help on a regular basis (weekly or monthly) to greatly reduce the
risk of serious things happening. Name the more important thing(s)
decided. (b} H the Post has a significant Financial Delegation to commit
funds the amount should also be stated.

i8 Special Conditions e.g. if unusual work hours, equipment or Able to work overtime
travel is required.

19 Reason for Seeking Approval (e.g.: Routine Revision of Existing post. Work volume requires
Existing Job Description, New Post, Regrading. State if any overlap or creation of another pOSt with the same
duplication with existing Job Descriptions or new duties and .
responsibilities) duties and at the same level

20 CRITERIAS TO BE SELECTED FOR THIS POST
{Aflow for some on -the-job training to bring outsiders up to standard and do not unnecessarily bias the Post to certain people. Remember
education is only ane indicator of capability to do the job.)

20.1 Qualification the required qualification for the job e.g certificate, Year 10 certificate with experience
diploma, degree... Year 13 certificate will be desirable

20.2 | Special Business Education referstothe field of sy that | Diploma in Gra phic Designer
would be preferable

20.3 | EXperience e.. number of years or leve! of experience in 2-3 years’ experience as a graphic artist
filing/keyboard work or driving; or, e.g. low or high level achievements in
leadership, communicating, advising, managing resources, writing reports,
advising clients, doing similar type of work etc

20.4 | Special Skills cg. venicle license, driving record, computer word/ Artistic Skills, Computer aided drafting
excel etc skills highly desirable

20.5 | Thinking style e.gan analytical thinker, a practical thinker, creative | Practical thinker
thinker.....

20.6 | Communication/ interpersonal Skills ist the skilis Must be able to interact with other people
required of this position

20.7 | Behavioural Competencies refers to the personal attributes Honest, hardworking and team work
or characteristics needed for the position.

20.8 | Language “englich, French and Bislama” is usual. English or French and Bislama

20.9

21 ENDORSEMENT WITH NAME, SIGNATURE AND D;;:rg“’ UCars

. . s - 4

21.1 | Prepared in the Ministry by ... Name John J.(ghy N

Date 02/ (ﬁ’

21.2 | Certified by or for the DG that the Post fits with any Name Jesse _1;3 k Joe & M
Corparate Plan, and is required. Date 02/ 06 Z(ﬁ‘fﬁ h

21.3 | Checked by OPSC or compietenes's and conslstency; check Name L, @Q -F"@Wﬂ’ g T
structure; confirm Level and Post Number (job evaluation process), Date &(hl HZOJ.

21.4 | DECISION OF PUBLIC SERVICE COMMISSION “3 Vi m-,\- /

r— YIeRE
= \’ Af\e‘ y, 4
Decision: Approved or Deferred grmEnded, Date of DEciSion: «.......ouemeeeen
{Circle the appropriate Decision ry %7, é‘"‘ € bt
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