GOVERNMENT OF KIRIBATY
POSITION DESCRIPTION

1. gmnmwwdn gﬂzmﬁ of Health and Medical Services

2. Position Title: Information Technology 3. Salary Level: 12-11 4. Division: Support Services
Assistant

5. Reports To: Information Technology 6. Direct Reports: (IWrite No. & Position Title) Permanent Secretary
Specialist

7. Primary Objective of the Position: Supports the IT Specialist in overseeing the operations of the IT Unit and provide close assistance to
MHMS staff issues

8. DECISION MAKING AUTHORITY(only to be completed by decision making positions)

_Decision Making Authority =~ Key Contacts/Position | Frequency and Purpose
- 8.1 Without Referral to ' IT Specialist . Daily
zmbmmmn “ _

- Usual Tasks

8.2 After consultation with - Deputy Secretary, Permanent =~ Depends
Managers or others: - Secretary, Minister MHMS

- Purchasing computers,
spare parts and others

' 83 Referred to Managers : - Deputy Secretary, Permanent = Depends
| Secretary, Minister MHMS

This is position description provides a comprehensive, but not exhaustive, outline of the key activities of the role. It is an expectation that you may be
required to perfornt additional duties as required.

Approved by: Date of Issue:
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GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

User account creation, maintenance and associated
security of accounts, this covers arrange of applications
such as MS QOutlook

| 10. Key Challenges i Tecr i _ ﬁ._mn_m&B Criteria

Diploma in IT

| 11.2 Key Attributes (Personal Qualities):

Knowledge of and competence in the use of Microsoft desktop operating
systems

Knowledge and experience of Microsoft Office

Interest in developing IT skills

Effective written and oral communication skills

Ability to priorities tasks, to work quickly and accurately, and to organize
own work

Ability to remain calm under pressure and to handle difficult situations
Commitment to working effectively within a team environment

Ability to use initiative and judgement

Experience Required
Relevant experience of working in an office or customer service
environment
. Proven experience in dealing successfully with complex information and
_ procedures
- Proven experience in providing high quality customer service
| . Ability to demonstrate a motivated, proactive and helpful approach to
| - work
‘o Experience of moving goods and furniture, and physical ability to do so

This is position description provides a comprehensive, but not exhaustive, outline of the key activities of the role. It is an expectation that you may be
required to perform additional duties as required.

Approved by: Date of Issue:
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