Public Service Commission
Job Dest:’riptidn*quh |

Jobtitle __| Career and Guidance Officar
| Post number atocate the hext available | 3546
humber. Thig number is tebe'used in alf

i subsequent cbfr’éspc_inc_f‘_e’ncé rélating to this post;
3 Level suggested by Minisiry ang determined by | Level suggested by or for Director General...H0s 4.3

PSC_ _
Ministry | E_
Department ~ | Tertiary Education

Locati Oﬂ Where the position s located

P urpose "why this Post exlsts” this might be a
one line statement adapted from the Corperate
Plan or Business Plan for higher level Posts.

To provide advice and guidance about career choice,
employment, training and further education _
epportunities to clients who include young people and _
_ - the unemployed _

- Key Result Areas (zas) refere 10 general areas Key Performance Indicators (pis) refers to the

of outcomes or outputs for which the post/role I Quantifiable measuremants that refféct the critical success of the
- responsible; KRAs, -

8.1 Identification, analyzing and assessing | 9.1 | Teacher career service established by end of
| of teacher career services | 2015

Development of teacher career Teacher career service planned and costed

strategic plan

Well established budget for teacher
Career operation and awareness

8.4 Liaising with teachers about
development opportunities

Budget completed by end of 2015

Teacher development opportunity identified

Teacher survey and awaren
end 2015

8.5 Effective teacher interng and external ess carried out by

career service awareness tracer study

prepering
job must achleve, For lower level jobs it will be more

9.1 Identify, analyze and assess the suitability and value of information relevant to teacher
education development and the unit. '

Assessing personal characteristics, skills and interests via individual int
work, and relating these to suitable opportunities

Develop strategies for information planning, procurement, provision and management to
meet current and anticipated teachers’ needs, while considering budgeting constraints.

Provide a career guidance service to teacher internally and work colleagues, as well as to
external users (MoE), such as other Organizations and clients




9.5 Assist in overseeing teacher quality development standards issues
9.6 Assist the coordination, organization and administration of teacher generai training
9.8 Liaising with training provider and teachers about employment and training opportunities
9.9 Providing appropriate help and advice to teachers
9.10. | Promoting and marketing Teaching Services
911 | collecting, collating and presenting statistical data;
9,12 working with TSC, Education Service, sBM and schools in providing Career Management Skilis
: (CMS) sessions
9.13 . | Execute other duties as determine by the Director
10 Reports directly to Tide of Post and Levelonly 11 | Directly supervises Tite of Pasts and level if any
' Principal Officer Provincial Services Delivery nil
12 Frequent Internal Personal Contacts 13 | Occasional Internal Personal Contacts
‘with...{"Internal” means witﬁin the Miniétry) with... o
Six Provincial Training Coordinators —one in Other DYDST staff, Ministerial advisers, DG
each Province
Six TVET Centre Managers — one in each
Province
Principal Officer Provincial Services Delivery
Principal Officer Training Provider Support
Services, _
14 Fregquent External Personal Contacts with... | 15 Occasional External Personal Contacts
: {"Extérnal” means other Ministries and the community) with...
Government depts., especially those Community Leaders, NGOs
supporting productive sector development
Private Sector businesses and industry groups
VNTC and Provincial Training Boards
Provincial Governments, Provincial Planners,
Public and private training providers including
VIT, VMC, VAC, RTCs
16 impact of Decisions (a) Think of the decisions this Post makes Coordination of accredited training support in
without help on a regutar basis fweekly or monthly) to greatly reducethe | each province
i of s g hgpenng e e more et K9 Improved access to acredited training by
funds the amount should alsg be stated. disadvantaged groups
Improved economic development in the
- ] . provinces
17 Special Conditions e.g. if unusual work hours, equipment or Nil
travel i§ required. S )
18 Reason for Seeking Approval (e Routine Revision of " | Revision of existing Job Description with new
Existing Job Description, New Post, Regrading. State if any overlap ar structure
duplication with existing Job Descriptions or new duties and
;esponsibiﬁtié_s) . L L e _ _
19 : . 7 - CRITERIAS TO BE SELECTED FOR THIS POST
{Allow for some gri -the-job training to bring outsiders-up 1o standard and da not unnacessarily bias the Post to certain people. Remember
. | sducationis only one indicator of capability'to do thefob) "~ i i : ]
19.1 Qualiﬁcation the requfred ‘qualification for the job e.g certificate, Relevant tertiary qualifications preferably at
. diploma, degree.s . ' degree level or higher
19.2

Special Business Education refers to the fizld of study that Studies in TVET principles and practice would
would he preferable .




be an advantage

Experience &8, number of years or leve! of experience In

ﬂlfhg/keybqa_rd__work or driving; or, e.g. low or high level achisverments in
leadership, cammunicating, advising, managing resources, writing
reports, advising clients, doing similar type of work ete

Special

excef efc

At least 5 years’ experience in post-secondary
education and training

Good computer knowledge, confidence and
excellent listening, verbal and written
communication skills, Confidentiality, a
non-prejudicial manner, and good team-
working and interpersonal skills are also
important.

A creative and analytical thinker

Skills e.8. vehicle license, driving recdrd, computer wordy

Communication/ Interpersonal Skillsiist the e
required of this position

Strong interpersonal and communication
skills.

High integrity,

professionai, diligent, punctual

Prepared in the Min Name JohnJ. G il

Date 02/ 0549

Certified by or for the DG that ¢
Corporate Plan, ang is requirad,

Checked by OPSC tor completeness angd consistency;: check
structure; confirm Leve! and Post Number (job evaluation Rrocess),

DECISION OF PUBLIC SERVICE COMMIS§!QN;“
Decision:Ap proved or Defe g or Am n%df ite
{Circle the appropriate Decisign) et : el I8




