
Public Service Commission
Job Description Form

Ministry to prepare and request Approval by the Public Service Commission. Please contact the Performance lmprovement Unit Staff of the office of the
Public Service Commission if need this form.

SECRETARY / LTBRARTAN1 Job title
2 Post numbel Allocate the next ar,:ilable number. This

number is to be used in all subsequent correspondence
to this

0073

PS 3.13 Ministry and determined by PSCLevel

4 Min Ministry of Prime Minister (MPM)

rtment La a e Services rtment LSD)5

5 LOCatiOn Where the position is located Port Vila

7 To provide services at the front desk, registration and
dispatching of translation requests, filing, library,
correspondence and other apers as required
9 Key Performance !ndicators lxntsl refers to the quantifiable

measurements that reflect the critical success ofthe KRAs.

8 Key Result Areas (KRAs) refers to general areas of
outcomes or outputs for which the post/role is

8.1 Recording of incoming/outgoi ng

documents and dis hin to PLOs.

9.1 Registry of incoming/outgoing documents for
translation established.

8.2 Recording of daily incoming and outgoing
adm i nistrative documents.

Registry of daily incoming and outgoing
administrative documents established.

9.3 Official Gazettes and translated documents filed8.3 Filing of Official Gazettes and translated
documents.

9.4 Qua rterly statistics esta bl ished8.4 Production of quarterly statistics of the
De rtment.

9.5 Department's meeting minutes produced8.5 Minutes taking of all the Department's
meetings.

10 DUtieS and feSpOnSibilitieS Simple statements starting with an action word; more important ones firsu less than 10; cover main areas

of work but not details you should find in Procedure Manuals. Areas to think of include poliry/ research / advice, preparing reports; external

communication; administrative; legislative and what this particular job must achieve. For lower level jobs it will be more specific e.g. deliver,

maintain

10.1 Administer the Department's libra and archive

Control the printing, scanni and photocopying of all documents of the De rtment.LO.2

Record and keep all incoming documents for translation and dispatch them to respective PLOs for

translation
10.3

Record and keep alltranslated documents and return them to clients10.4

10.5 Record and kee all daily incomi and o ing administrative documents

10.6 Establish the uarterly statistics of the Department

L0.7 Take the minutes of all the Department's meeti S

10.8 File Official Gazettes and translated documents.

Assist in o the langua awareness in schools and communitiesn tztn10.9

10.10 Assist in the orga nization of staff traini

to all incomin hone calls and electronic mailsp10.11
the Director or Administration OfficerPerform an I U rei dud aties reaS oS an bWOf rerk lated v reqtho eLO,L2

t2 Directly supervises ritle of Posts and level if anv
Reports directly to title of Post and Level onlv11

NilDirector
Occasional !nternal Personal Contacts with...1,413 Frequent lnternal Personal Contacts

with...("tnternal" means within the Ministry)

N/Astar ffsacer ond ethi ontrati offiIAdm n SrDI ector

PufpOse "why this Post exists" this might be a one line

statement adapted from the corporate Plan or Business

Plan for higher level Posts.

9.2



Frequent External Personal Contacts with...
("External" means other Ministries and the communiW)

15 Occasional External Personal Contacts with...15

Clients, National Library & Archives General Public

Services at the front desk, registration and
dispatching of translation requests, filing,
library, correspondence and other papers as

required to meet serv,ce delivery requirements

L7 lmpact of Decisions {a) Think of the decisions this Post makes

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) lf the Post has a significant Financial Delegation to commit
funds the amount should a'so be stated.

18 Special Conditions e.g. if unusual work hours, equipment or tavel is

required.

Able to work under pressure

19 Reason for Seeking Approval (e.g.; Routine Revision of Existing

Job Description, New Post, Re-grading. State if any overlap or duplication
with existing Job Descriptions or new duties and responsibilities)

Revision of JD and GRT Determination

20 CRITERIA TO BE SETECTED FOR THIS POST
(Allow 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 one indicator of capability to do the job.)

20.L QualifiCatioh the required qualification for the job e.g. certificate,
diploma, degree...

20.2 Special Business Education refers to the fietd of study that
would be preferable

Secretarialstudies.

20.3 Expefience e.g. number of years or level of experience in

filing/keyboard work or driving; or, e.g. low or high level achievements in

leadership, communicating, advising, managing resources, writing reports,

advisins clients, doing similar type of work etc.

Minimum of 3 years working experience in
some or allthe duties and responsibilities listed
above.

20.4 SpeCial SkillS e.g. vehicle license, driving record, computer word/ excel

etc.

Secretarial work, computer literate (Word,
Excel), communication, library work.

20.5 Thinking Style e.g. an analytical thinker, a practical thinker, creative

thinker.....

Practical, creative and alerted

20.6 Supervision and management Skills N/A

20.7 Behavioral Competenci€S refers to the personal attributes or

characteristics needed for the position.
Able to maintain confidentiality, honest,
trustworthy, patient, friendly, punctual and
respectful.
Written and spoken French, English & Bislama20.8 LangUage "English, French and Bislama" ls usual.

2t ENDORSEMENT WITH NAME, SIGNATURE AND DATE

2L.t Prepared in the Ministry by... Signed

Date I I

Name: Stervart Garae
Director LSD

2L.2 Certified by or for the DG that the Post fits with any corporate

Plan, and is required.

Signed

Date I I

Name: Gregoire Nimbtik
DG MPM

27.3 Checked by OPSC for completeness and consistency; check

structure; confirm Level and Post Number (job evaluation process).

Signed

Date I I

Name: George Shem
PSC

2L.4 CheCked by OPSC for completeness and consistency; check structure; confirm Level and Post Number (job evaluation process).

Decision: Approved or Deferred or Amended Date of Decision: 23'd November 2018

DECISION OF PUBLIC SERVICE COMMISSION

(Circle the appropriate Decision)

Darcll tf t zozoSignedName: Jean Yves Bibi
PSC Secretary
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Year 13 Certificate or higher.
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