mfkﬂldﬁ GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

1. Ministry: Ministry of Environment, Lands and Agricultural Development

2. Position Title: Multi-Tasle Assislant 3. Salary Level: 19-18 4. Division: Environment and Conservation

O::Ec:

5. Reports To: SEO, DDECD, DECD - ECD
7. Primary OEcn_Em of the HuoESc: To assist the mPO (BCU), SEO (BCU and CC) and the ECI) management in E%ngm:z:v ECQEEEQ

_ activities in order to meet obligations under the Environment Act (Amendment) 2007 and the Recreational Reserves Act 1996 and to
manage (clean, organize, landscaping, beautification) the designated park areas and the office premises.
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9. Financial: 10 Legal: Environment Act (Amendment) 2007 and Recreational Reserves
e e At1996 B
1'l. Internal Stakeholders: Am Exlernal n:mw ro?_

= Director ¢ Government zrims._.mm

*  Deputy Director ¢ General Public and businesses

*  Senior Environment Officers :

* Climate Change officers To be referred to Manager

*  Environment Inspectors .

Any issues encountered with the park users

*  Unclear advices and poor customer services

¢ Any other matters that cannot be dealt with the Environment Act
(Amendment) 2007 and the Recreational Reserves Act 1996

*  Development and Conltrol Officers
*  Chemical Waste Management Officers
+»  Environment Qutreach Awareness Officers

To be referred to Manager:
o  Work plan
e Income from Park usage
* [rogressive reporling requirements
e Leave plan .
e Personal conflicts
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This is position description provides a comprelhensive, but not exhaustive, outline of the key activities of the role. It is an expectation that you muy be
required to perforin additional duties as required.
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GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION
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Rnu\ Result Area/Major
Responsibilities

?m,:c_ >n:5:mm\_u::mm

Performance Measures/Outcomes

Improvement of enforcement on
recreational act and environment act

Assist to implement the recreational reserves act and its
regulation

Tﬂu5<m3m5 oH BoES:sm of park
operation and usage by the public

Monitoring of park operation and usage G% :S U:EH

Improvement of enforcement on
protected areas and ecosystems

:j?oﬁuﬁna cm no:mnsos recor n::m

and updating of revenue from parks
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Assist ﬂrm de on maoH Qsm Em ﬁwonmnwmi areas m:&
ecosystems (coral reef, mangroves, sea-grass)
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Performance indicators/measures

. Number of cases found
breaching the provisions for protected
areas and ecosystems

Outcome
. Improved enforcement on the
recreational act and the environment act

Performance indicators/ measures
e Number of monitoring carried
out

Outcome
* Improved monitoring of park

operation and usage by the

_public

Performance Emhnm_owm\EmMmEmm

. Number of cases found
breaching the provisions for protected
areas and ecosystems

Qutcome
. Improved enforcement on the
_pro olected areas and ecosystems

Performance indicators/ measures
e Number of collections made
e Updated record of revenues




GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

Qutcome
e Improved and updated record of
revenues from parks reported to

the MELAD account

Sustainable system on weekly deposits
made on the revenue from parks

Deposit on a weekly basis the revenue from the parks

Improvement of permit system on long
term park usage

Advice the public intending to use the park more than 3
days to report to the ECD Office and apply for the park
usage permit

Improvement of designated park
condilion and organization

Improvement of peace and security in
the park

Maintain cleanliness and neatness of the designated parks

Ensure peace and security of parks

Performance indicators/ measures
¢ Amount of revenue received
from parks in a week

Outcome

e Weekly deposits system on
_ revenue from parks is
maintained and sustained

Performance indicators/ measures
e Number of applications received

Outcome
¢ Improved permit system for
long term park usage

Performance indicators/ measures

e Number of clean ups made

» Number of landscaping and
beaultification activities
(trimming of trees and others)
made

e Visible cleanliness and nealness
condition of the park.

Outcome

Improved condition and organization of

the designated parks. B

Performance indicators/ measures
*  Number of cases found

This is position description provides a compreliensive, but not exhaustive, outline of the key activities of the role. It is an expectation that yout may be




GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

e Number of reports made on the
incidents occurred
e Patrols made in the park
Outcome
* Improved peace and securily in
the park

Improvement of monitoring of park
permits conditions

Monitor park permits conditions

Performance indicators \ measures
e Number of monitoring macle
o Number of reports made to the
office on the conditions
breached

Outcome
o Improved compliance from the
park users

m:mSHSJEm ?oﬁm_o: of park facilities
to the public

Eﬁﬂo‘qogﬁz Om Hmnanm m:&
reporting incidences to appropriate
authorities

Responsible for maintenance and wmm?ﬁm A:& park
facilities (toilet, water system, solar lighting system, bbq,
etc) tools, and equipment in a safe manner

man & m:nH Fﬁo: EnEmSnmm to appr Bu:i mE_EEEom
(fire, crime, drowning, etc)

Performance indicators/ measures
'« Types of maintenance made
o Types of facilities and
equipment reported needing
maintenance

Outcome
-Park users satisfied with the
services/ facililies provided in the park

o+ B s e e s i e i e A R A e 50 e

Performance indicators/ measures
e Number of incidences occur and
reported to appropriate
authorities

This is position description provides a comprehensive, but not exhaustive, outline of the key aclivities of the role. It is mm expeclation that you may be

required o perform additional duties ns _,S_:Smi




GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

Improvement of monitoring and
reporting of the Security Firm’s
services as per contract with the
Ministry

Assist BCO to ensure that the Security Firm's services as

per contract of agreement with the Ministry is satisfactory

Improvement in the transport and
delivery services

official activities or functions, elc.

Assist in the transport and delivery services for any

Sustainable cleaning and maintenance
of office facilities

(office buildings, toilet block, elc)

Responsible for cleaning and maintaining office facilities

Mumber of records made on the
Incldences occur in the Hum:.w

LI MRT e

Vil records and reporting on
i'ti Lo appropriate authorities

“0ff1ce on the performance of the
* Bocurity Firm as per contract of

Holislactory of the Security

- lly's services as per contract of
~ pgreement with the Ministry is

rined

| Patlormance indicators/ measures

& Number of deliveries made.
Qulrome

- » Improved transport and

' delivery services
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- Per(ormance indicators/ measures
~»  Number and Types of cleaning
. made
» Types of facilities and
¥ equipment reported needing
maintenance
s Number and type of
maintenance macde

| On tleome

This is position description provides a compreliensive, bit not exhaustive, outline of the key activities of the role. | Lig al e xpectation that you may be

required to perform additional duties as required.

_ Approved by:

_ Date of Issue:
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GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

Landscaping and beautification of
office compound

Om:% 05 Sﬂ? mmﬂ@ﬁm& S.H_..:

Wmmﬁosmuzo moH T:;F?n\:::m and Gmﬁ&@::@ z? ommmo

compound.

Mumhmoiﬁ any 099 S&G assigned by Om?nm_ in Q:d mo o_w

ECD
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e May require work after hours when the need arise
e May require work during public holidays

e Insufficient operational budget

e Inadequate or unavailability to that extent of tools and

equipment needed

-stalfs satisfied with the
services/ facilities provided at the office

Humu formance SQHEOG \ measures
e Type of landscaping and
beautification activilies
(gardening, trimming of trees
and others) made

QOutcome
Improved organization and setting of
the office compound.

Performance indicators \ measures
e Number of tasks performed
e Types of tasks performed

Outcome
e Good performance in any tasks

assigned with is maintaine d

drivinge
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Education: Form 3 certificate

Experience: Desirable [or post-holder to have experience in cleaning,
landscaping, beautification, security work, carpentry, plumbing and
: ]

Job Training: Preferable to have undergone trainings on security work,
landscaping, beautification, carpentry and plumbing

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

| Approved by:

_ Date of Issue:
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GOVERNMENT OF KIRIBATI
POSITION DESCRIPTION

i Prerequisite: to be eligible for this position, the post-holder should at least
have oblained a I'orm 3 cerlificate and have undergone on the job trainin g

11.2 Key Attributes (Personal Qualities):
e Mature in his/her approach.

e  Good communication skills

* Good personality - social and respectful.

* Good English and Kiribati speaking and writing skills
e Capability to handle conflicts

e Able to work odd hours

This 1s position description provides a compreliensive, but nol exhaustive, outline of the key activities of the role. 11 is an expectation that you may be
required to perforni addilional duties as required.
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_on securily work, Hm:mmnmmw:m\ beautificalion, carpentry and plumbing. m




