if you'n

Publlc Serv:ce Commassion
Job Bescr:ptlon Form

rov 1 by the Pubtheance COnnmissmn Piease contact the Performance Improvement Umt Staff o?""""
ed Relping completing this farm, : : .

s | dispatching of assessment materials

1 -| Clerical Officer
2 1 3370

3 " | Suggested by Director General . ..J Cs 2.6

q. - Education
'5‘, Examination Unit (Education Services)

6 *| Near Jean St.d Arc. school
7 W '| To Act as the focal point of financial administration for all

| EAU internal and external assessments.

8 al - |9 | Key Performance Indicators (kPis)refers to the
IR ' surements that reﬂect the crltical
e _ ; e - success of the KRAS, e :
81 - Prepare aII EAU Contracts { 100% contracts prepared and sugned
8.2 . - | Commit LPOs and imprest | 100% assist in all LPOs and imprest prepared

| for travelling and item purchase
.83 . | Process all imprest and LPOs 3 | 100% execute and process all EAU imprest

S prepared, submitted for approval

8.4 . | Process payment | 100% coordinate contract and invoices for all
R : | EAU contracted personnel

8.5 -| Organize Training and Workshop | 100% coordinate costs and logistics for all

SR EAU training & workshop for approval

86 ... { Manage sorting, packaging and 100% coordinate internal and external

assessment sorted, packaged and dispatched
100% Candidates scripts received, sorted and
dispatched to marking venue

100% Marked Candidate Scripts collected,
returned and safely stored for recording and
analysis

Disposal of used assessment

80% candidate scripts over two years are

' materuals

securely dasposed

101 : :i' ;| Liaise wrth Executwe Ofﬁcer on schools Bank and F inance Cashlers regardmg exam Ievnes
10.2 | All contracts used for EAU activities comply with EAU Rules and Procedures.

'10.3. | Prepare contracts, process and follow them up.

104 ' Monitor examiners activities to ensure that they meet timeframe given in the contract.
10.5 | Liaise with Executive Officer to identify activities cost breakdown for basic, junior and




senior qualifications.

| Coordinate and carry out LPO and impress funding for training, verification & accreditation.

| Coordinate travelling arrangements for travelling officers and participants to training.

108

computer word/ excel etc -

| Ensure all imprest applied for are retired to the responsible authorities.
_10 9 Process all EAU payments due.
“10. 10; L Coordinate the arrangements for all EAU trainings and workshops.
10. 11_'- _-| Organise and Supervise bulk assessment materials to be dispatched or collected by EAU.
1012 __| Supervise safe disposal of candidate scripts of which Titan Analysis has been made.
1013 To undertake any duties this may reasonably be regarded as within the nature and grade of the post
S R rts d;rect y e "Titie of Post and Level only .1.2 | Dir 'iy supervises Title of Posts and leve! lf :
SEO Exam, .N‘one
13 s w0 14 : -Occasmnal lnternal Personal Contacts
: .with (“!nternal” means withm the M;nistrv) o W|th,..~ T -
AII EAU staff Finance, Flnance MOE Staff
15 6 | Occasional External __Personal Contacts
| Schooi printibals and PEO Pfovince
't17_ ._ : :| Monitoring Operational financial expenses,
Co 1 Ensures school levies revenue are well
.| coordinate with clear revenue statement
d: | develop,
* ] {revenue of more that 7 million)
| ... fund availabitity for all printing of
e - | examination materials .
18 ./ * | Must be able to work on weekends and after
B - | working hours during peak time of heavy
e | work Ioad.
19 e | The new post created due to the expansion
sy .| of the unit activities and financial revenue.
o anddo, unnecessanlv bias: the Post
IR ator of capab;litv to do the job.).
20.1 Certificate or Diploma
202 T | Finance or any related field
20.3 ence | 3 years experience in all or some of the
o sh. .. | above duties and responsibilities
| Able to develop annual budget.
Able to interpret finical statement and
. writing reports.
204 Special Ski!!s éé veh;cle llcense, dnvmg record Accounting skills

Report writing skills
Excel Computer Literate skills and Driving




licence

s Analytical and practical thinker

| Email, telephone, dialogue and good

knowledge of communication skills

I8 tfie pOSmon

Honest, hardworking and team work.

20.8

ma” i is usual. English/French or Bislama
21 RSEMENT WITH NAME, SIGNATURE AND DATE
21.1 Prepared in the Name John J. Garoleo Signati
- Date 02/06/ ——2=
201421.2 that the Post fits with any | Name Jesse Dick Joe Signature
Date 02/06/2014 L
21.3 | ter;ess and consistency: | Name 1§ 2éin, ﬂggature =
oSl rm Level and Post Nurnber (job Date4} / .j-/ w,:‘, L ﬁ_

21.4 DECISION OF PUBLIC SERVICE COMMISSION

Date of Decision: .......ceviiienennn

Decision:Approved or Detexfedﬁrﬂmended

(Circle the apprgpriate Decision)

/WWM@———

Name

Dan?f 92014

R «




