1.

DEPARTMENT:

Building & Maintenance & Technical Services

Parliamentary Service

IDENTIFICATION

PARLIAMENTARY SERVICE
JOB DESCRIPTION

POSITION NUMBER:
S BMS 001 o
DESIGNATION/CLASSIFICATION:

DIVISION: LOCAL DESIGNATION:
- Parliamentary Corporate & Support Service Director Build & Maint & Technical Services
BRANCH: REPORTING TO:

"LOCATION:

_Parliament House, Waigani, NCD

INCUMBENT:

Director, Build & Maint & Technical Services, NP13

HISTORY OF POSITION

2.

3,

_N_P___FlLE NO. DATE OF VARIATION  DETAILS
. ORG1-14 30110114 - Reno, Redes, Reclass, Revised Duties
ORG 2-18 24/09M18 e ~Abolished/Created

v
AL
PURPOSE: O[" YIS

e Responsible for the cobrdination. implementation and management of all the sections
within the Building and Maintenance & Technical Services Division to achieve s
intended out comes as well as deliver efficient and effective services to Members of
Parliament and all occupant of the buillding in the areas of, building maintenance,
office furniture, transport, gardening. cleaning of all facilities as well as planning and
staff performance management.

+ Responsible for hands-on role which is critical for the effective functioning of the
Building and Maintenance & Technical Services Division and the day to day oversight
of the operations of the sections within the division.

+ Ensure all staff within the divisions and the building infrastructures are managed and
operate effectively for the use and safety of all occupants and drive medium {o iong
term work programs and budgets for the general up-keeping of Parliament building.

DIMENSION:

Budget: iMake recommendation to Clerk for projects below K300 000 and approves
expenditure of funds as section 32 officer within the limit of K25,000.00

Staff: 71 staff (3 directly reporting)

Others: This function manages effective functioning of the Building and Maintenance &
Technical Services Division and the day to day oversight of all aspects of providing of
sourcing goods & services for the up-keeping of Parliament building and support
governance and management of nine supervisors and section. two assistant directors
with a total of 71 permanent staffs and casual staffs from time to time
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4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Attend to Building and Maintenance & Technical Services staff welfare & personal
problems

« Provide annual budget for the Building and Maintenance & Technical Services
Division

» Deliver efficient service to members of Parliament

s Provide office furniture. fridge and other necessities for the Parliament members &
staff

» Liaise with contractors for general maintenance work

« Ensure smooth operations of all sections under Building and Maintenance &
Technical Services Division

» Coordinate and lead cne or more teams to cover various areas of responsibility

s Attend to or respond appropriately to any urgent issues as they arise or as requested
by the Executive Division or the Parliamentary Management and deal with the
consequences as required from time to time

» Ensure that the Parliament building meets health and safety requirements and that
the facilities comply with regulations.

» Lead and manage change to ensure minimum disruption to major activities

« Plan for future development in line with strategic objectives

5. NATURE AND SCOPE:
51 Reporting Relationship
This is one of the nine director positions that reports to the Executive Director —
Corporate & Support Services and the incumbent works laterally with the staff within
the division te ensure that the services provided meets the expectation of the office
and the organization The reporting relationship is shown in this graphicai form

hereunder.
| ——
iy ;\ A Executive Director Corporate &
N R I Support Services
;!.__ i O }."_. )’ r". i
/ ;’-" 'EJ STy
1 H ;
Director - Building and Maintenance & : 9 Other Directors :

Technical Services i |
L A

5.2 Internal:
« Attend to Building & Maintenance & Technical Services staff queries
s Attend to all Parliamentary Services and members staff queries
« Give advice to the Executive Directors on Building and Technical matters

§.3 Externak:

« Liaise with contractors. company and other relevant service providers for goods and

garvicag which will hanafit the inetitution
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5.4 Work Environment
This posttion is a Director's position and the incumbent for this position is required to
provide proper/efficient administrative and leadership skills. It is vital that the
incumbent must possess high guality of professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand Parliamentary Services Act
» General Orders
« Public services Management Act
¢ Understand various relevant acts and Policies
Decisions:
o Refer staff for disciplinary charges if found to be abusing privileges, rules and
functions of the Parliamentary Services Act

Recommendations:
» Staff evaluations and recommendation for promotions and or for further training to up
skill in their field of trade.

5.6 Challenges
o Delivery of high standard services
o Additional Funds for Building & Maintenance & Technical Services annual buadget
+ Detay in delivery of materials
s Effectiveness of service delivery

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Minimum Degree in Building Management, buiiding Architecture and other related
discipline
« A Masters relevant discipline would be disable

6.2 Experience
« 5— 10 years of experience in similar working environment in other reputable
organisations.

6.3 Kanledge 3_:_.' . .‘—-.\;--.I/.__,A s
» Building work processes ),-" T - -
« Building infrastructure and functions Cy e T

s Procurement procedures

6.4 Skills
» Computer and Language skills
« Confident in decision making
» Abifity to multitask and prioritise workload
+ Exceptional negotiation and representationat skiils.
e Teamwork skills and ability to tead and motivate others
» Project management skills
« Interpersonal and relationship building skiils
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7.  STATEMENT BY THE EMPLOYER AND EMPLOYEE
The position holder shall sign the Job Description for the position/office he/she is appointed to
through the selection process upon occupation of that post/office and authorised by the Clerk of
Parliament or his delegate.

~ Signature R ' Signature
Employer {or its delegate) Employee
pate S D s

L
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PARLIAMENTARY SERVICE i i
JOB DESCRIPTION '
1. IDENTIFICATION . POSITION NUMBER:
e —— i - BMS 002
| DEPARTMENT: DESIGNATION/CLASSIFICATION:
| Parliamentary Service _ R Administrative assistant, NPO7
P DIVISION: LOCAL DESIGNATION:
Parliamentary Corporate & Support Service Administrative Assistant
| BRANCH: REPORTING TO:
| . Building & Maintenance & Technical Services | Director Build & Maintenance & Technical Services
| | LOCATION: INCUMBENT:
| Parliament House, Waigani, NCD

HISTORY OF POSITION

_NPFILENO. | DATE OF VARIATION _DETAILS __ s
' ORG1-14 30/10!14 o " Reno, Redes, Reclass, Revised Duties

. ORG: 2-18 24f09!‘|8 " Abclished/Created

| e . ]

2. PURPOSE:

Perform as Administrative Assistant to the Director —~ Building and Maintenance &
Technical Services ang is responsible for providing all clerical and administrative
duties under strict directions. Performs general clerical duties which include but not
limited to attending to phone calls, photocopying, faxing, mail distribution, filling,
keeping accurate attendance register and make appointments for the Director

3. DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}

» Keep accurate record of staff attendance.

» Provide efficient front desk service for the office.

+» Coordinate, plan and organize travel for staff.

« Maintain office stationaries and keep accurate inventory.

e Record all discussions/phone calls accurately for the Director and staff.

+» Ensure that the office is clean and tidy each day and report any concerns to the
Director in a timely manner.

« Responsible for organising appointments for the Director

« Perform any other duties that is required by the Director
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5.

NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Director - Building and Maintenance & Technical
Services Manager and the incumbent works laterally with the staff within the division
to ensure that the services provided meets the expectation of the office and the
organization. The reporting relationship is shown in this graphical form hereunder

¢
b
I

| 1
'
[ Administrative Assistant J L Other Building and l

; N Ny
Director Building and /l [
Maintenance and Technical AN \Xj 7 / ; L‘]
e

Maintenance & Technical

5.2 Internal:
+ Provide secretarial, clerical and administrative duties for the Director and the Building
and Maintenance & Technical Services Division.
e Record all incoming and outgoing correspondences.

5.3 External:
« Liaise with stationary suppliers and other service providers

5.4 Work Environment
This position is a Secretarial position and the incumbent for this position is required to
facilitate proper office or administrative procedures at the front desk. It is vital that the
incumbent must possess high quality professional conduct.

5.5 Constraints Framework and Boundaries
Ruies/Procedures etc:
+« Understand basic office rules,
» Understand Parliamentary Services Act

Decisions: NA
Recommendations: NA

5.6 Challenges
« Delivery of high standard front desk Service.
+ Meet deadlines of the Director
« Afttending to members queries

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Tertiary gualification in Secretarial Studies or Office Management or other relevant
discipline

6.2 Experience
e 3 - 5years of experience in secretarial work or similar working environment in other
reputable organisations.

[ %]
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6.3 Knowledge
= Excellent understanding of office procedures
+ Extensive knowledge of how offices functions
* In-depth understanding of secretarial duties

6.4  Skills
» Computer skills
* Language skills
» Excetient reasoning skills
s Exceptional negotiation and representational skilis

STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Siatutory Deciaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

Signature Signature
Employer (or its delegate) Employee
"~ Date o Date
N
'} :L‘:—-\ '\)—"’/-
/ j ‘
- NS =
ISR D

L]

R, P . S !
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PARLIAMENTARY SERVICE /1
JOB DESCRIPTION / ;

1. IDENTIFICATION POSITION NUMBER:
e _— BMS 003 S
. DEPARTMENT.: | DESIGNATION/CLASSIFICATION:
 Parliamentary Service . . | Assistant Director — Building & Maintenance, NP11
DIVISION: LOCAL DESIGNATION:
' Parliamentary Corporate & Support Service | Assistant Director — Building & Maintenance
- BRANCH: REPORTING TO:
- Building & Maintenance & Technical Services Director Build & Maintenance & Technical Services
LOCATION: INCUMBENT:
Parliament House, Waigani, NCD o

HISTORY OF POSITION

'NPFILENO. DATE OF VARIATION ;DETALS ]
‘ORG:t-14 - 30/10/14 . Reno, Redes, Reclass, Rewsed Duties L
"ORG:2-18 2410918 S Abolished/Created :
2. PURPOSE:

This is a section within the Building & Maintenance and Technical Services Division
and the officer is responsible primarily for all maintenance work including painting,
welding, plumbing. carpentry and minor renovation work required from time to time
within and around the Parliament building and precincts.

3. DIMENSION:
Budget: NA
Staff: 45 Staff (4 superviscrs and & senior staff making at total of 9 staff reporting directly)
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

» Deputise the Director - Building & Maintenance and Technical Services in the
absence of the Director

« Make sure efficient service is provided for the organisation.

o Coorginate, ptan and organize staff work plan for guality outcome

» Maintain and keep accurate inventory of all bullding eguipment

s Ensure safaty regulations are followed by all bulding staff.

» Ensure clear and safe working environment.

+ Mentor and train other staff within the section

» Supervise and delegate tasks according to skills and knowledge

e Assist in providing training for new employees or trainees

s Perform any other duties that is reguired by the Executive Director — Corporate and
Support Services

1 Py ioh Description Form 0 & M2



5.

NATURE AND SCOPE:

51

5.2

5.3

5.4

5.5

5.6

2

Reporting Relationship
This position reports directly to the Director — Building & Maintenance and Technical
Services and the incumbent works laterally with the staff within the division to ensure
that the services provided meets the expectation of the office and the organization.
The reporting relationship is shown in this graphical form hereunder.
1

Director Building and Maintenance LA g ;

and Technical Services " ) ?/ 5. E{/’r / ’;f

| - 1
E\ssistant Director — BuildingJ [ Other Building and Maintenance & [

& Maintenance Technical Services Staff ;

Internal:
« Assist in administrative duties for the Building and Maintenance Division.
« Attend to queries on Building and Maintenance services raised by Parliamentary
Services Staff. Members of Parliament and Member’s staff
« Assist all building staff with their daily roles and duties

External:
« Liaise with suppliers and other service providers for parts and supplies for goods
« Deal with contractors and other relevant service providers especially dealing with
building services

Work Environment
This position is an Assistant Director position and the incumbent for this position is
required to provide proper office administrative procedures and skills. It is vital that
the incumbent must possess high quality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
+ Understand industnal trades and safety regulations.
« Understand the Parliamentary Services Act

Decisions: NA
Recommendations: NA

Challenges
« Delivery of high standard Services to the organisation.
« Meet deadlines set out by the higher management
« All safety regulaticns are followed

Lo ;UL' s i}_riiun Varm O & M2



6. QUALIFICATION, EXPERIENGE, KNOWLEDGE AND SKILLS )
6.1 Qualification
+» Degree in Building Services or other related trades and must have tradesman a
licence

6.2 Experience
* 5- 10 years of experience in similar position in other organizations is highly regarded.

6.3 Knowledge
« Excelient understanding of the building services operations
» Knowledge of how each of the sections under building services operate
s Understanding of buiiding safety regulations

6.4 Skills
« Computer skills
Language skills
« Team oriented
Excellent negotiation and representationat skills.

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affrmation and Statutory Declaraticn Act
1962, conscientious believing the statement contain therein to be true in every particular.

~ Signature T signature
Employer (or its delegate) Employee
B L Date

3 P Job Beseription Farm O &M 72
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PARLIAMENTARY SERVICE o
JOB DESCRIPTION TZA D / fj
1. IDENTIFICATION POSITION NUMBER:
DEPARTMENT. DESIGNATION/CLASSIFICATION:
_Parliamentary Service _.; Works Supervisor, NP0S
DIVISION: . LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service  Works Supervisor
. BRANCH: REPORTING TO:
- Building & Maintenance & Technical Services i Assistant Director B&M o B
LOCATION: . INCUMBENT:

Parliament House, Waigani, NCD |

HISTORY OF POSITION

NP FILE NO.  DATE OF VARIATION | DETAILS S

ORG 1-14 - 30/10/14 Reno ‘Redes, Reclqg_s_@g_wsed Dutes _ o

ORG 2-18 524109;‘18 - Abolished/Created S i
2. PURPOSE:

Perform as a Work Supervisor under the Building Services of the Building and
Maintenance & Technical Services division in charge of Carpentry, Welding,
Plumbing and Painting & Decorating. All these services play a wvital role in
maintaining the image and functicns of this very important institution.

3. DIMENSION:

Budget:
Staft:
Others:

NA
12 Staff (4 reporting directly)
NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Write reports on ali Sections with Works Services

Supervise each of the works sections staff

Coordinate, plan and organize staff work plan

Maintain and keep accurate inventory of all Building equipment
Ensure safety regulations are followed by each section

Ensure ciear and safe working environment.

Responsible for getting quotations and supplies for any works sections
Entering data and updating staff and equipment records

Assist in providing training for new employees or trainees

Perform any ather duties that is required by the Director - Building And Maintenance
& Technical Services and Executive Division

rs fobi Desoription FormO &M 2



5. NATURE AND SCOPE:
51 Reporting Relationship
This position reports directly to the Assistant Director - Building and Maintenance and
the incumbent works laterally with the staff within the division to ensure that the
services provided meets the expectation of the office and the organization. The
reporting reiationship is shown in this graphical form hereunder.

[ Assistant Director B&M ] N

I
s

| 1
Works Supervisor Other Buiiding and Maintenance &
Technical Services Staff

5.2 Internal:
+ Supervise alt the works sections
« Report to Director - Building and Maintenance & Technical Services on issues
affecting the works section.
» Attend to queries on building services raised by Parliamentary Services Staff,
Members of Parliament and member's staff

5.3 External:
¢ Liaise with suppliers and other service providers for parts and supplies for goods

5.4 Work Environment
This position is a supervisor position and the incumbent for this position is required to
provide proper office administrative procedures and skills. It is vital that the incumbent
must possess high quality of professional conduct.

5.5 Constraints Framework and Boundaries
Rutes/Procedures etc:
+ Understand industrial trades and safety regulations.
« Understand the Parliamentary Services Act

Decisions: NA,
Recommendations: NA

56 Challenges
+ Delivery of high standard Services to the organisation.
+ Meet deadlines set ouf by the higher management
+ All safety regulations are followed

]
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6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Graduate in any Building trades or related discipline and must have tradesman
licence

6.2 Experience
« 5-10 years of experience in similar position in other organizations is highly regarded.

6.3 Knowledge
¢« Excellent understanding of the Building Services operations
» Knowledge of how each of the sections under Building Services operate
e Understanding of Building safety regulations

6.4 Skills
+ Compuier skills
« Language skills
s Team oriented
« Excellent negotiation and representational skilis.

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
i make this solemn declaration by virtue of the Qaths, Affirmation ang Statutory Declaration Act
19682, conscientious believing the statement contain therein to be true in every particular.

R _"S_i-gh'éil'.:re : Sighature
Employer (or its delegate) Employee
Date T _ Date
AR
S |
e
J Ir\ r':I ' ‘J} __jJr i E
> ny

3 [ July Description Form Q& M2



' ' ,-’I o 1
PARLIAMENTARY SERVICE % / ¢4 / F/
JOB DESCRIPTION
1. IDENTIFICATION POS!TION NUMBER: )
[ . . - - BMS 005 e e —— e
. DEPARTMENT: DESIGNATION/CLASSIFICATION.
| Parliamentary Service . ....__. Senior Carpenter & Joinery, NP07 -
| DIVISION: . LOCAL DESIGNATION:
- Parliamentary Corporate & Support Service Senior Carpenter & Joinery
| BRANCH: REPORTING TO:
Building & Maintenance & Technical Services - Works Supervisor
LOCATION: ' INCUMBENT:
Parliament House, Waigani, NCD 5

HISTORY OF POSITION

"NPFILENO. | DATE OF VARIATION | DETAILS o -
| ORG!1 -4 , 30/10/14 Reno, Redes, Reclass, Revised Duties
oag.;._z~_1s___________...;_2_4_fqef18 o Abolished/Created

PURPOSE:

2.

Perform as a Senior Carpenter in the Buiiding and Maintenance & Technical Services
division. Is responsible for all carpentry and joinery work within the building and
around the Parliamentary precincts

DIMENSION:
Budget: NA
Staff: 3 Staff
Others: NA

PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Maintain and repair office tables and chairs in the precincts of the building

s Replace door iocks and change broken doors

* Repair and maintain the building infrastructure

+ Do any minor maintenance work in and around the Parlament building

s Repair any other broken furniture within the Parliament premises

» Attend to or respond to any urgent matters that maybe required by the management

NATURE AND SCOPE:
5.1 Reporting Relationship
+ This position reports to the Works Supervisor, Assistant Director - Building and
Maintenance Services and then to the Director - Building and Maintenance and
Technical Services and the incumbent works with the staff within the division to
ensure that the services provided meets the expectation of the orgamzation. The
reporting relationship is shown in this graphical form hereunder.

Li 5 jub Descriptivi Form O & M2



6.

5.2

5.3

5.4

5.5

5.6

[ Works Supervisor

| 1
[Senior Carpenter & Joinery} " Other Building and Maintenance &h\‘

L Technical Services Staff

Internal:
« Attend to requests by the Staff on any matter requiring carpentry work
« Maintain all office furniture within the building

External:
« Liaise with suppliers and other service providers for parts and supplies for goods

Work Environment
 This position is a senior position and the incumbent for this position is required to
provide quality and professional skills. it is vital that the incumbent must possess high
quality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand industrial trades and safety reguiations.
¢ Understand the Parliamentary Services Act

Decisions: NA
Recommendations; NA

Chailenges

« Delivery of high standard Services to the organisation.
« Meet deadlines set out by the higher management

« All safety reguiations are followed

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Quaiification
¢ A Graduate / Tradesmen certificate in Carpentry and Joinery

Experience
« 3 -5 years of experience in similar position in other organizations is highiy regarded.

Knowledge
o Excellent knowledge of carpentry work
» Usage of different wood work toots and machinery

Skills
+ Team criented
+ Language skills
¢ Work under minimum supervision

(e joby Descliption Form (& M7



7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
[ make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature - - Signature
Empioyer (or its delegate) Employee
Date o L Date

3 S joh Descriplion Fuitn & M2
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PARLIAMENTARY SERVICE PR I -
JOB DESCRIPTION
1. IDENTIFICATION . POSITION NUMBER:
—— e . P — I BMS 006 —
DEPARTMENT: DESIGNATION/CLASSIFICATION:
. Partiamentary Service ..., Carpenter & Joinery, NP06
DIVISION: LOCAL DESIGNATION:
' Parliamentary Corporate & Support Service | Carpenter & Joinery
- BRANCH: | REPORTING TO.
' Building & Maintenance & Technical Services | Senior Carpenter & Joinery
- LOCATION: INCUMBENT:

_Parliament House, Waigani, NCD

HISTORY OF POSITION

_ NP FILE NO. 'DATE OF VARIATION  DETAILS o

: ORG:1-14 | 30/10/14 . Reno, Redes, Reclass, Revised Duties )
. ORG:2-18 24/08118 . Abolished/Created

2. PURPOSE:

Perform as a carpenter in the Building and Maintenance & Technical Services
Division and is responsible for all Carpentry and work within the building.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

s Maintain and repair office furniture

« Fix faulty doors and locks.

+ Repair and maintain the building infrastructure

+ Change or replace faulty docr iocks and door stoppers

+ Remove and replace broken Office furniture

+ Make minor renovaticns within the building

+ Replace curtains and curtain rods within the building

¢ Make shelves for Parliament Members offices and Parliamentary Services staff

+ Replace ropes of provincial flags at the ceremonial area of Parliament

s Attend to any request from Director - Building and Maintenance & Technical Services
and Executive Division

1i Fa Joby Desoviption Form O & M2



5. NATURE AND SCOPE:

51

5.2

5.3

5.4

5.5

5.6

Reporting Relationship
This position reports Works Supervisor, Assistant Director - Building and
Maintenance Services and then to the Director - Building and Maintenance &
Technical Services and the incumbent works with the staff within the division to
ensure that the services provided meets the expectation of the organization. The
reporting relationship is shown in this graphical form hereunder

- N
Senior Carpenter &
loinery J

A
)"X/L/
| 1

Carpenter & Joinery { Other Building and Maintenance & 1
Technical Services Staff

internal:
» Attend to requests by the Staff on any matter requiring carpentry work
¢ Maintain alt office furniture within the building

External: NA

Work Environment
« This position is a carpentry & joinery position and the incumbent for this position is
required to provide quality and professional skills. It is vital that the incumbent must
possess high guality of professional conduct.

Constraints Framework and Boundaries
Ruies/Procedures etc:
¢ Understand industrial trades and safety reguiations.

Decisions: NA
Recommendations: NA

Challenges
o Delivery of high standard services to the organisation.
« Meet deadlines of the immediate Supervisor and the higher management

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

Qualification
s A Graduate / Tradesmen certificate in Carpentry and Joinery

Experience
» 3 -5 years of experience in similar position in other organizations is highly regarded.

Knowledge

1
- [_AL»L'.‘IICIN hII\J\rUJGqu i

¢ Usage of different wood work
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6.4 Skills
+ Team oriented
» { anguage skills
« Work under minimum supervision

7.  STATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature - Signature
Employer {or its delegate) Employee
e T R T
A

R

3 FS ol Uescrptiv Formd &M
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PARLIAMENTARY SERVICE o
JOB DESCRIPTION :
1. IDENTIFICATION | POSITION NUMBER:
| DEPARTMENT: - DESIGNATION/CLASSIFICATION:
| Parliamentary Service . Carpenter & Joinery, NP06
- DIVISION: - LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service ! Carpenter & Joinery
" BRANCH: - REPORTING TO:
Building & Maintenance & Technical Services Senior Carpenter & Joinery

LOCATION: INCUMBENT:
~Parliament House, Waigani, NCD -

HISTORY OF POSITION

'NPFILENO. ' DATE OF VARIATION | DETAILS o
_ORG:1- 14 130/10/14 | Reno, Redes, Reclass, Revised Duties
"ORG:2-18 | 24/09/18 | . Abolished/Created

2. PURPQSE:

Perform as a carpenter in the Building and Maintenance & Technical Services
Division and is responsible for all Carpentry and work within the building.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Maintain and repair office furniture.

« Fix faulty doors and locks.

+ Repair and maintain the building infrastructure

+ Change or replace faulty door locks and door stoppers

s Remove and replace broken Office furniture

+« Make minor renovations within the building

+ Repiace curtains and curtain rods within the buiiding

« Make shelves for Parliament Members offices and Parliamentary Services staff

+ Replace ropes of provincial flags at the ceremonial area of Parliament

e Attend to any request from Director - Building and Maintenance & Technical Services
and Executive Division

1] s juby Desaription Form £




5. NATURE AND SCOPE:

5.1

5.2

5.3

54

5.5

56

Reporting Relaticnship
This position reports the Senior Carpenter Joinery, Works Supervisor. Assistant
Director — Building and Maintenance Services and then to the Director - Building and
Maintenance & Technical Services and the incumbent works with the staff within the
division to ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graphical form hereunder

Senior Carpenter & VAT o
Joinery / DA

1 | S .
Carpenter & Joinery Other Building and Maintenance &
Technical Services Staff

Internat:
« Attend to requests by the Staff on any matter requiring carpentry work
+ Maintain al! office furniture within the building

External: NA

Work Environment
» This position is a carpentry & joinery position and the incumbent for this position is
required to provide quality and professional skills. It is vital that the incumbent must
possess high guality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand industrial trades and safety regulations.

Decisions: NA
Recommendations: NA

Challenges
» Delivery of high standard services to the organisation
» Meet deadlines of the immediate Superviser and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

Qualification
« A Graduate / Tradesmen certificate in Carpentry and Joinery

Experience
« 3 -5 years of experience in similar position in ather organizations is highly regarded

Knowledge

e Exceileni knowiedyge of carpeniiy woik
» Usage of different wood work toofs and machinery

5 Toh Doscription Eorm & M2



6.4 Skills
» Team oriented
» Language skills
« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this solemn declaration by virtue of the Caths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

Signatur  Signature
Employer {or its delegate) Emplcyee
CGate . S St
™ Sk .
F e }:/_/ . L) '//‘
i } /'} .
! (:/( L
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PARLIAMENTARY SERVICE P
JOB DESCRIPTION

1. IDENTIFICATION ' POSITION NUMBER:
' DEPARTMENT: DESIGNATION/CLASSIFICATION:
| Parliamentary Service ~____ GCarpenter & Joinery, NPO6
DIVISION: - LOCAL DESIGNATION:
Parliamentary Corporate & Support Service Carpenter & Joinery
BRANCH: - REPORTING TO:
. Building & Maintenance & Technical Services Senior Carpenter & Joinery
LOCATION: INCUMBENT:
_Parliament House, Waigani, NCD B .

HISTORY OF POSITION

' NP FILE NO. - DATE OF VARIATION | DETAILS
[ORG1 - 14 30/10/14 ‘Reno, Redes, Reclass, Revised Duties

| ' ORG 2 - 18 24/09/18 Abolished/Created

2.  PURPOSE:

Perform as a carpenter in the Building and Maintenance & Technical Services
Division and is responsible for all Carpentry and work within the building.

3. DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Maintain and repair office furniture,

+ Fix fauity doors and locks.

» Repair and maintain the building infrastructure

» Change or replace faulty door locks and doar stoppers

» Remove and replace broken Office furniture

s Make minor renovaticns within the building

» Replace curtains and curtain rods within the building

+ Make shelves for Parliament Members offices and Parliamentary Services staff

» Replace ropes of provincial flags at the ceremonial area of Parliament

+ Attend to any request from Birector - Building and Maintenance & Technical Services
and Executive Division
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5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports the Senior Carpenter & Joinery. Works Supervisor. Assistant
Director — Building and Maintenance Services and then to the Director - Buiiding and
Maintenance & Technical Services and the incumbent works with the staff within the
division to ensure that the services provided meets the expectation of the
arganization. The reporting relationship is shown in this graphical form hereunder

Senior Carpenter & '- , P
Joinery =T
i ‘y’ ’/} o . -

;

| |
[ Carpenter & Joinery ] [ Other Building and Maintenance & w
-~

Technical Services Staff

5.2 Internal:
¢ Attend to requests by the Staff on any matter requiring carpentry work
« Maintain all office furniture within the building

5.3 External: NA

5.4 Work Environment
s This position is a carpentry & joinery position and the incumbent for this position is
required to provide quality and professional skills. It is vital that the incumbent must
possess high guality of professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand industrial trades and safety regulations.

Decisions: NA
Recommendations: NA

56 Challenges
« Delivery of high standard services to the organisation.
¢ Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
¢ A Graduate / Tradesmen certificate in Carpentry and Joinery

6.2 Experience
« 3 -5 years of experience in similar position 1n other organizations is highly regarded.

6.3 Knowiedge
» Excellent knowledge of carpentry work
« Usage of different wood work tools and machinery
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6.4 Skills
» Team oriented .
« Language skills R
« Work under minimum supervision S - // -

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the Qaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particutar.

Signature o Signature
Employer {or its delegate) Employee
Date S bate

3 R lab Description Farm O & M2

i Lpruihd



JEa= i _
i ./,{/ ;f;:".\_ c T
PARLIAMENTARY SERVICE o
JOB DESCRIPTION '
1. IDENTIFICATION “POSITION NUMBER: S
S ... ... .,Bwmsod = _ I
 DEPARTMENT: . DESIGNATION/CLASSIFICATION:
_Parliamentary Service o . __| Senior Welder, NP07 S
. DIVISION: LOCAL DESIGNATION:
' Parliamentary Corporate & Support Service | Senior Welder
: BRANCH: REPORTING TO:
' Building & Maintenance & Technical Services Works Supervisor
LOCATION: INCUMBENT:
_Parliament House, Waigani, NCD —
HISTORY OF POSITION
NPFILENO. [ DATE OF VARIATION | DETAILS I ]
ORG:-14 30710114 . ...Reno, Redes, Reclass, Revised Duties N
"ORG:2-18 _ 24/09/18 S Abolished/Created |
2. PURPOSE:

Perform as a Senior Welder in the Building and Maintenance Division and is
responsible for all work relating to welding within the Parliament precincts and as
requested by the Executive Directors.

3. DIMENSION:

Budget: NA
Staff: 2 Staff
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

« Maintain and repair the perimeter fencing.

» Do metal work and fabricating

» Any other tasks that need weiding

» Atftend to requests by the managers

« Write monthly reports to the works supervisor

6. NATURE AND SCOPE:
6.1 Reporting Relationship
This position reports Works Supervisor, Assistant Director - Building and Maintenance
Services and then to the Director - Building and Maintenance & Technical Services
Division the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the arganization. The reporting
refationship is shown in this graphical form hereunder
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5.2

5.3

54

5.5

5.6

i Works )
Supervisor J

r e e I }"___I_\'_"\_p\ ~! 1
[ Senior Welder J (Other Building and Maintenance | © . ” . I
L & Technical Services Staff - A 3]

Internal:
« Attend to any areas that require welding
+ Welding of the perimeter fence.

External: NA

Work Environment
« This position is a senior position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the incumbent must possess high
guality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand industrial trades and safety regulations.

Decisions: NA
Recommendations: NA

Challenges
« Delivery of high standard services to the organisation.
+ Meet deadiines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Z |

Qualification
» Graduate/Tradesmen Certificate in welding & fabncating

Experience
« 3 -5 years of experience in similar position in other organizations is highly regarded.

Knowledge
« Excellent knowledge welding Machines & welding rods
» Gas botlles
e Oxy & mic welding

Skilis
« Team oriented
« {anguage skiils
» Work under minimum supervisicn

IR july Descirplili FormQ&M2



7. STATEMENT BY THE EMPLOYER AND EMPLQOYEE
[ make this solemn declaration by virtue of the Qaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature R _ Signaturé""m”mm o
Employer (or its delegate) Employee
______ T Date
70-\:»’-’—’“
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PARLIAMENTARY SERVICE T AR
JOB DESCRIPTION '
1.  IDENTIFICATION | POSITION NUMBER:
_ e | BMS 010 e
. DEPARTMENT: DESIGNATION/CLASSIFICATION:
 Parliamentary Service | Welder, NP06
DIVISION: LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service Welder
BRANCH: REPORTING TO:
| Building & Maintenance & Technical Services | Senior Welder
LOCATION: INCUMBENT:
 Parliament House, Waigani, NCD

HISTORY OF POSITION

_NPFILENO. | DATE OF VARIATION  DETALS
[ ORG.1 - 14 , 301014 . Reno, Redes, Reclass, Revised Duties

ORG: 2-18  24/09/18 ~ Abolished/Created

i — g

2. PURPOSE:
Perform as a Welder in the Building and Maintenance Division and is responsible for
all work relating to welding in and around the Parliament premises

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4, PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}

« Maintain and repair the penmeter fencing.
s [Jo metal work and fabricating

+ Any other tasks that need welding

s Attend to reguests by the Directors

» Assist other sections requiring welding

5. NATURE AND SCOPE:
5.1 Reporting Reiationship
This position reports Works Supervisor through the senior welder, Assistant Director -
Building and Maintenance Services and then to the Director - Building and
Maintenance & Technical Services Division the incumbent works with the staff within
the division to ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graphical form hereunder

I P Jub Deseription FormG& MY



‘ Senior Welder J

I - 1
{ Weider J (Other Building and Maintenance |
L & Technical Services Sta__f_f

5.2 Internal:
« Attend to any areas that require welding
» Welding of the perimeter fence.

53 External: NA

5.4 Work Environment
o This position is a welder position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the incumbent must possess high
guality of professional conduct.

55 Constraints Framework and Boundaries
Rules/Procedures etc;
+ Understand industrial trades and safety regulations.

Decisions: NA
Recommendations: NA

5.6 Challenges
« Delivery of high standard services to the organisation.
« Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Graduate/Tradesmen Certificate in welding & fabricating

6.2 Experience
« 3 -5 years of experience in similar position in other organizations is highly regarded.

6.3 Knowledge
» Excellent knowledge welding Machines & welding rods
« Gas bottles
o Oxy & mic welding

6.4 Skills
» Team orented
e Language skills
e Work under minimum supervision
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7. STATEMENT BY THE EMPLOYER AND EMPLOYEE |
| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

Sighature - Si'ghéﬁjr'é"”"” o
Empioyer {or its delegate) Employee
""""""" Date Date
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1.

PARLIAMENTARY SERVICE
JOB DESCRIPTION

IDENTIFICATION " POSITION NUMBER:
. BMS 011 e —— e e e .
DEFPARTMENT: i DESIGNATIONI/CLASSIFICATION:
Parliamentary Service =~~~ Attisan, NPO6
DIVISION: LOCAL DESIGNATION:
Parliamentary Corporate & Support Service | Artisan
BRANCH: REPORTING TO:

Building & Maintenance & Technical Services Works Supervisor

INCUMBENT:

HISTORY OF POSITION

'NPFILENO. | DATE OF VARIATION ~DETAILS .
: ORG:1 - 14 30/10M14 Reno, Redes, Reclass, Revised Duties )
| ORG 2-18 | 24/08/18 Abolished/Created
2. PURPOSE:
Perform as an Artisan in the Building and Maintenance & Technical services division
and is responsible for any manual work and to assist in any work required by the
supervisors
3. DIMENSION:
Budget: NA
Staff. NA
Others: NA
4. PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

Assist In any fieid of job that is required of or In need of assistant.

Help mechanics and drivers in refuelling of vehicle or changing of tyres

Help carpenters when there is major renovations to te done within the Partiament
buiiding

Help the plumber in doing any plumbing work or re-gassing of C- block cooking gas
Assist Electricians when there is a major electrical fault

Attend any urgent matters as required by the Director

NATURE AND SCOPE:

5.1 Reporting Relationship

L

This position reports to the Works Supervisor, Assistant Director - Building and
Maintenance Services and then to the Director - Buiiding and Maintenance &
Technical Services Division the incumbent works with the staff within the division to
ensure that the services provided meets the expectation ¢f the organization. The
reporting relationship is shown in this graphical form hereunder

[ Jubs Description Form & M2



5.2

53

54

5.5

5.6

!
‘l' T T |I|
Works TN
Supervisor Y ]E' 7 { :
L . l -
Artisan Other Building and Maintenance &/
Technical Services Staff |

Internal:
« Attend to any areas that reguired manual {abour for assistant
« Assist in any urgent matters as required by the Director

External; NA

Work Environment
This position is an Artisan position and the incumbent for this position is required to
provide quality and professional manual labour skills. It is vital that the incumbent
must possess high quality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand industrial trades and safety regulations.

Decisions: NA
Recommendations: NA

Challenges
« Delivery of high standard services to the organisation.
s Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Qualification

» A Graduate or Tradesmen's Certificate on any of the Works or Technical Trades
Experience

¢ 3 -5 years of experience in similar position in other organizations is highly regarded.

Knowledge
o Excellent knowledge of various trades

Skills
+ Team ocriented
« Language skills
o Work under minimum supervision

S fobh Degeription Form O R M 2



7.  STATEMENT BY THE EMPLOYER AND EMPLOYEE ’ _
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature ~ Signature
Empioyer (or its delegate) Employee
Date D Date
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1. IDENTIFICATION POSITION NUMBER:
e BMS 012
| DEPARTMENT. DESIGNATION/CLASSIFICATION:
'Mntaw Service | Senior Plumber, NPO7
DHVISION: LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service | Senior Plumber
| BRANCH: REPORTING TO:
_Building & Maintenance & Technicai Services  Works supervisor
i LOCATION: INCUMBENT

-._____Parllamen!___i:!se_qﬁg_;ﬂa.igani, NCD

NP FILE NO.

PARLIAMENTARY SERVICE
JOB DESCRIPTION

HISTORY OF POSITION

| DATE OF VARIATION J DETAILS

ORG‘1-14

ORG 2-18

2. PURPOSE:

'30/10/14 |
| 24/09/18 | Abolished/Created _
|
|

Reno, Redes, Reclass, Revised Duties

Perform as a Senior Plumber in the Building and Maintenance Division and is
responsible for all Plumbing work within and around the building and Parliament

premises.

3. DIMENSION:

Budget:
Staff:
Others:

NA
1 Staff
NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Maintain and replace all broken water pipes and leaking taps

Unblock any grease or water blockages

Check and make sure there is always water in the buildin
Read water and Sprinkler gauges and maintain fire hydra
Check and maintain the roof and gutter system

g at all imes
nt system

Check. maintain and re-gas gas chamber for cooking at C block

Check and maintain the hot water system at C block
Write monthly report to the works supervisof

Attend to any urgent matter that may arise or may be requested by the management

Fo jub Descriptivi

Formtr & M2




NATURE AND SCOPE: ,/ ffy”f e
5.1 Reporting Relationship j
« This position reports to the Warks Supervisor, Assistant Dlrector - Buﬂdmg and
Maintenance Services and then to the Director - Building and Maintenance &
Technical Services Division the incumbent works with the staff within the division to
ensure that the services provided meets the expectation of the organization. The
reperting retationship is shown in this graphica! form hereunder

Works
Supervisor

1 1
[ Senior Plumber J [Other Building and Maintenance &W

Technical Services Staff

5.2 internal:
s Attend to any plumbing work
« Tend to refuelling of gas for the kitchen

5.3 External: NA

5.4 Work Environment
« This position is a senior position and the incumbent for this position is reguired to
provide quality and professional skills. It is vital that the incumbent must possess high
quality of professional conauct.

55 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand industrial trades and safety regulations.

Decisions; NA
Recommendations: NA

5.6 Challenges
« Delivery of high standard services to the organisation.
+ Meet deadlines of the immediate Supervisor and the higher management.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

s Graduate/Tradesmen certificate in Plumbing

e A tradesman Plumbing Licence is acceptable

6.2 Experience
o 3 -5 years of experience in similar position in other organizations is highly regarded.

» Excellent knowledge of all piumbing work
» LPG
e Oxy & mic welding
2] R joh escription Porm &M 2



8.4 Skilis
= Team oriented
« Language skills “\-—\; s
» Work under minimum supervision / A
- '1..5(7u7> / 7

f

7 STATEMENT BY THE EMPLLOYER AND EMPLOYEE
| make this sclemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1862, conscientious believing the statement contain therein to be true in every particutar.

Signature - Signature
Employer (or its delegate) Employee
_____________ Bae e

34 e fob Pescription Form O & M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION ’

1. IDENTIFICATION | POSITION NUMBER:
. e ——— e e ———— | BMS 01 3
DEPARTMENT. | DESIGNATION/CLASSIFICATION:
. Parliamentary Service | Plumber NP6
ﬁnsiom LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service | Plumber
i BRANCH: REPORTING TO:
'L___Buudmg & Maintenance & Technical Services  Senior Plumber B
| LOCATION: - INCUMBENT:

I_E_a_rllament House, Waigani, NCD

HISTORY OF POSITION

NP FILE NO. DATE OF VARIATION | DETAILS - B
| ORG:1 - 14 | 36/10114 Reno, Redes, Reclass, Revised Duties

ORG.2-18 24/09/18 | Abolished/Created

2. PURPOSE:

Perform as a Plumber in the Building and Maintenance Division and is responsible
for all Plumbing work within the Parliament building and around Parliament premises

3. DIMENSION:

Budget:
Staff:
Qthers:

NA
NA
NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

+ Maintain and replace all broken water pipes and leaking taps
+ Unblock any grease or water blockages
» Check and make sure there is always water in the building at aii tmes

« Read water and Sprinkler gauges and maintain fire hydrant system

» Check and maintain the roof and gutter system

» Check, maintain and re-gas gas chamber for cooking at C block

» Check and maintain the hot water system at C block

s Attend to any urgent matter that may arise or may be requested by the management

6. NATURE AND SCOPE:
6.1 Reporting Relationship

s This position reports to the Senior Plumber, Waorks Supervisor, Assistant Director -
Building and Maintenance Qarvices and then {a the Dhirector - thldmr‘l and

Maintenance & Technicatl Services Division the incumbent works with the staff within
the division to ensure that the services provided meets the expectation of the
organization. The reporting reiationship is shown in this graphical form hereunder

PS o Dresciiption Furm & M2
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[ Plumber T Other Building and Maintenance & |
Technical Services Staff J

5.2 Internal:
+ Attend to any plumbing work
» Tend to refuelling of gas for the kitchen

5.3 External; NA

54 Work Environment
s This position is a plumbing position and the incumbent for this positicn is required to
provide quaiity and professicnal skilis. It is vital that the incumbent must possess high
quality of professional conduct.

55 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand industrial trades and safety regulations.

Decisions: NA
Recommendations: NA

5.6 Challenges
» Delivery of high standard services to the organisation.
« Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+ Graduate/Tradesmen certificate in Plumbing
« A tradesman Plumbing Licence is acceptable

6.2 Experience
« 3 -5 years of experience in similar position in other organizations is highty regarded.

6.3 Knowledge
« Excellent knowledge of all plumbing work
e LPG
s Oxy & mic welding

6.4 Skills
« Team oriented
» Language skills

s Work under minimum supervision

2 Ps Yob Desoription Form O & M2



7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious betieving the statement contain therein to be true in every particufar.

Signature Signature
Employer {or its delegate) Employee
oate Date T
i |
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PARLIAMENTARY SERVICE IS
JOB DESCRIPTION '

1. IDENTIFICATION . POSITION NUMBER:
' DEPARTMENT: DESIGNATION/CLASSIFICATION:
z__!?grliamgzjgﬂ_ﬁervice S Senior Painter Decorator, NPO7
" DIVISION: LOCAL DESIGNATION:
E__Parliamﬂ;_a__l_'y Corporate & Support Service Senior Painter Decorator
BRANCH: REPORTING TO:
' Building & Maintenance & Technical Services Works Supervisor
LOCATION: INCUMBENT:

HISTORY OF POSITION

| DATE OF VARIATION | DETAILS

"ORG:1-14

_ORG:2-18

2. PURPOSE:

130/10/14 Reno, Redes, Reclass, Revised Duties

24/09/18 ____Abolished/Created

Perform as a Senior Painter Decorator in the Building and Maintenance Division and
is responsible for all painting and decorating work within and around the Parliament
Precincts.

3. DIMENSION:.

Budget:
Staff:
Others:

NA
2 Staff
NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}

Repaint the walls of the building reguiring painting

Vanish walls and furniture around the building

Apply vanish to repaired furniture

Repaint the perimeter fence and all minor fencing around the precincts
Mark parking tines in all of the carparks

Repaint light posts within the parliament premises

Attend to any task requested by the Directors or the Executive division
Write monthiy report to the works supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This position reports Works Supervisor, Assistant Director - Buiiding & Maintenance
and then to the Director - Building and Maintenance & Technical Services and the
incumbent works with the staff within the division to ensure that the services provided
meets the expectation of the organization. The reporting relationship is shown in this
graphical form hereunder.

B iobh Bescription Porm O &M



5.2

5.3

54

5.5

5.6

Works /}' ?Uv-l“
Supervisor LY x%‘

| 1 . R
[ Senior Painter J L Other Building and Maintenance & l

Decorator Technical Services Staff j

Internal:
» Attend to any work that needs painting or decorating arcund the building
» Assist staff in painting the offices

External:
« Liaise with appropriate companies for supplies

Work Environment
« This position is a senior position and the incumbent for this position is required to
provide guality and professional skilis. It is vital that the incumbent must possess high
guality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand industrial trades and safety regulations.

Decisions: NA
Recommendations: NA

Challenges
+ Delivery of high standard services to the organisation.
s Meet deadiines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Qualification
s A Graduate and preferred Grade 12 Certificate

Experience
« 3 -5 years of experience in simiiar position in other organizations is highly regarded.

Knowledge
» Excelient knowledge of different types of paints.
+ Type of brushes
+ Using vanish

Skills
¢ Team oriented
s Language skills
« Work under minimum supervision

FS wib Descriplion Farm O & M2



7.  STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this sclemn declaration by virtue of the Qaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature Signature
Employer {or its delegate) Empioyee
__________ bate . : Gate T
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PARLIAMENTARY SERVICE / P 5; {7
JOB DESCRIPTION '
1. IDENTIFICATION ! POSITION NUMBER:
. DEPARTMENT: DESIGNATION/CLASSIFICATION:
. Parliamentary Service Painter Decorator, NP0§
' DIVISION: LOCAL DESIGNATION:
Parliamentary Corporate & Support Service Painter Decorator ]
BRANCH: REPORTING TO:
 Building & Maintenance & Technical Services | Senior Painter Decorator
LOCATION: INCUMBENT:
Parliament House, Waigani, NCO .

HISTORY OF POSITION

- NP FILE NO. DATE OF VARIATION | DETALLS _
. ORG:1- 14 3011014 | Reno, Redes, Reclass, Revised Duties _
ORG: 2-18  124/0918 | Abolished/Created o

2. PURPOSE:
Perform as a Painter Decorator in the Building and Maintenance Division and is
responsible for all painting and decorating work within and around the Parliament
Precincts.

3. DIMENSION:

Budget: NA
Staft: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Repaint the walls of the building requiring painting

Vanish walls and furniture around the building

Apply vanish o repaired furniture

Repaint the perimeter fence and all minor fencing around the precincts
Mark parking lines in all of the carparks

Repaint light posts within the parliament premises

Attend to any task requested by the Directors or the Executive division

5. NATURE AND SCOPE:
51 Reporting Relationship
This position reports to the Senior Painter decorator, Works Supervisor, Assistant
Director - Buiiding & Maintenance and then to the Director - Building and
Maintenance & Technical Services and the incumbent works with the staff within the
division to ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graghical form hereunder.

. o » - . . - - .
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8.2

53

5.4

5.5

5.6

Senicr Painter ] ~
) Decorator I ;
¥ o e
/ 19’ P b
_.-\r.:,{ o : 7 :_'_7

P i

X — 1
Painter Decorator {Other Building and Maintenance & }
L Technical Services Staff

Internal:
« Attend to any work that needs painting or decorating around the building
« Agsist staff in painting the offices

Externail: NA

Work Environment
This position is a painter and decorator position and the incumbent for this position is
required to provide quality and professional skills. It is vital that the incumbent must
possess high guality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
+ Understand industrial trades and safety regulations.

Decisions: NA
Recommendations: NA

Challenges
» Delivery of high standard services to the organisation.
» Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
+ A Graduate and preferred Grade 12 Certificate
6.2 Experience
» 3 -5 years of experience in similar position in ather organizations is highly regarded.
6.3 Knowiedge
« Excellent knowledge of different types of paints.
« Type of brushes
e Using vanish
6.4 Skills

+« Team criented
s Language skills
» Work under minimum supervision

[ b Desoription Form (r & M2



7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

 Signature - R Signature
Employer {or iis delegate} Employee
________________ Bae S Bate

3 P joh Description Form O & M7



PARLIAMENTARY SERVICE

JOB DESCRIPTION

1. IDENTIFICATION

BEBARTMENT. —— """

| Parliamentary Service
DIVISION:

| Parliamentary Corporate & Support Service

| POSITION NUMBER
BMS 016 e
DESIGNATION/CLASSIFICATION

Painter Decorator, NP0G

LOCAL DESIGNATION:
Painter Decorator

| BRANCH:

| . Building & Maintenance & Technical Services
' LOCATION:

-_?_"-‘_ﬂ!?' ment House, Waigani, NCD

REPORTING TO:
Semor Painter Decorator
INCUMBENT

HISTORY OF POSITION

Reno. Redes, Reclass, Revised Duties

DETAILS

Aboiashedz‘Created

_NPFILENO. | DATE OF VARIATION |
"ORG:1-14 | 30/10/14
ORG 2-18 24/09/18

PURPOSE:
Perform as a Painter Decorator in the Building and Maintenance Division and 1s
responsible for alf painting and decorating work within and around the Parliament

Precincts.
DIMENSION:
Budget: NA
Staff: NA
Others: MNA

PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Repaint the walls of the building requirmg painting

» Vanish walls and furniture around the building

« Apply vanish to repaired furniture

« Repaint the perimeter fence and all minor fencing around the precincts
+« Mark parking lines in all of the carparks

¢ Repaint light posts within the pariament premises

« Attend to any task requested by the Directors or the Executive division

NATURE AND SCOPE:
51 Reporting Relationship
This pasition reports to the Senior Painter decorator. Works Supervisor. Assistant
Director - Building & Maintenance and then to the Director - Building and
Maintenance & Tachnical Services and the incumbent works with the staff within the
division to ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graphicat form hereunder.

1 H 'S i[};_} 1—}(_?‘)(_.[ Ili_]‘il:(_}i'i Form &M 2



5.2

53

5.4

5.5

5.6

[ Senior Painter J
_ Decorator N

f/"’ 2 g:; 05 ;: / 7
H I

[ -
Painter Decorator | [ Other Building and Maintenance & |
L Technical Services Staff ;

Internal;
= Attend to any work that needs painting or decorating around the building
« Assist staff in painting the offices

External: NA

Work Environment
This position is a painter and decorator position and the incumbent for this position is
reguired to provide quality and professional skills. it is vital that the incumbent must
possess high guaiity of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand industrial trades and safety regulations.

Decisions: NA
Recommendations: NA

Chailenges
= Delivery of high standard services to the organisation.
* Meet deadlines of the immediate Superviser and the higher management.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

[ 28]

Qualification
* A Graduate and preferred Grade 12 Certificate

Experience
s 3 -5 years of experience in similar position in other organizations is highly regarded.

Knowledge
+ Excellent knowledge of different types of paints.
* Type of brushes
» Using vanish

Skills
» Team oriented
» lLanguage skills
» Work under minimum supervision

b Desoripion Form O & M o



7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein te be true in every particuiar,

~ Signature R Signature
Empioyer (or its delegate) Employee
 Date S Date
A
1} {
[Itong

3 iob Description Parm K M2



Assistant Director Buitding &) s Py
Maintenance ; i ?Z%;if}*f Co

J

| 1
Senior Gardener |r Other Building and Maintenance &
Technical Services Staff J
. -

5.2 Internal:
* Attend to any gardening requirements
» Landscaping within the parliament premises

5.3 Externai:
= Liaise with flower pot sellers and other landscaping individual or companies for
necessary assistant.

5.4 Work Environment
This position is & senior position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the incumbent must possess high
quality of professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Challenges
» Delivery of high standard services to the organisation.
+ Meet deadiines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
* A Graduate and preferred Grade 10 Certificate

6.2 Experience
+ 3 - 5years of gardening experience in similar position in a recognised organization is
highly regarded.

6.3 Knowledge
« Excellent knowledge of plants
+ Landscaping and beautification

6.4 Skills
+ Team orienied
* Language skills
+  Work under minimum supervision

oy Poty Thae, e [ LY I
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7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature Sgrawre
Employer {or its delegate) Employee
Date |  Date
j
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Pl
PARLIAMENTARY SERVICE /,\qEOg;/ﬁ
PRIV
JOB DESCRIPTION ; i
1. IDENTIFICATION : POSITION NUMBER:
e , BMS 018 N )
- DEPARTMENT: - DESIGNATION/CLASSIFICATION:
~Parliamentary Service o _Gardener, NPU2 L
. DIVISION: LOCAL DESIGNATION:
- Parliamentary Corporate & Support Service ' Gardener
BRANCH: - REPORTING TO:
Building & Maintenance & Technical Services ' Senior Gardener

LOCATION: - INCUMBENT:
_Parliament House, Waigani, NCD |

HISTORY OF POSITION

_NPFILENO.  [DATE OF VARIATION |DETALS e
ORGT-14 301014 Reno, Redes, Reciass, Revised Duties

ORG'2-18 | 24/09118 _} _ Abolished/Created

2.  PURPOSE:

Perform as a Gardener in the Building & Maintenance and Technical Services
Division and is responsible for all work relating to gardening.

3.  DIMENSION:

Budget: NA
Staff: NA
Others: NA

4, PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Make flower beds and plant new flowers

+ Do landscaping around the parliament premises

¢« Cut grass and mow the lawn around the parilament

=+ Trim overgrown plants & flowers

+ Remove rubbish around the pariiament

+ Rake and remove grass cuttings

¢ Improve the Qutdoor image the areas around the Parliament
« ‘Water the tawn and plants

+ Weed flower beds and walk ways

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Senior Gardener, Assistant Director - Building &
Maintenance and then in the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder.

1 Inln L T R ) B T N LY. I
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52

5.3

54

5.5

5.6

( Senior Gardener

{ Gardener J ( Other Building and Maintenance & |
| Technical Services Staff :

Internal: ~ ) ,
= Attend to any gardening reguirements } éjw"f/
» Landscaping within the parliament premises v o - ,.f =
2670301
External: NA

Work Environment
This position is a gardener position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the incumbent must possess high
quality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures ete: NA

Decisions: NA
Recommendations: NA
Challenges

« Delivery of high standard services to the organisation.
+ Meet deadiines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Qualification
s A Graduate and preferred Grade 10 Certificate

Experience
» 3 -5 years of gardening experience in similar position in a recognised organization is
highly regarded.

Knowledge
« Excellent knowledge of plants
» Landscaping and beautification

Skills
+ Team onented
» Langquage skills
« Work under minimum supervision
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7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn deciaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1862, conscientious believing the statement contain therein to be true in every particular

Signature ~ Signature
Employer (o its deiegate) Employee
Date Date

N
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G
PARLIAMENTARY SERVICE Vn& ud i7
JOB DESCRIPTION i
1. IDENTIFICATION POSITION NUMBER: T
_ o BMS 018 e
 DEPARTMENT: DESIGNATION/CLASSIFICATION:

. Parliamentary Service

: Gardener, NPU2

' DIVISION: . LOCAL DESIGNATION:

| Parliamentary Corporate & Support Service | Gardener e
' BRANCH: . REPORTING TO:

_Building & Maintenance & Technical Services | Senior Gardener

"LOCATION: INCUMBENT:

_Parliament House, Waigani, NCD

_NPFILENO.

"ORG:1-14
“ORG 218

2. PURPOSE:

HISTORY OF POSITION

__DATE OF VARIATION _DETAILS

.30/10/14 ___  Reno, Redes Reclass, Revised Duties
24098 | Abolished/Created

Perform as a Gardener in the Building & Maintenance and Technical Services
Division and is responsible for all work relating te gardening.

3.  DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Ptant new flowers

Do landscaping around the parliament premises

Cut grass and mow the lawn around the parliament

Trim overgrown plants & flowers

Remove rubbish around the parliament

Rake and remove grass cuttings

improve the Outdoor image the areas around the Partiament
Water the lawn and plants

Weed flower beds and walk ways

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This position reports to the Semer Gardener, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technicai
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder.

B = an o By ey ey Teryer ? 4
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{ Senior Gardener }

L Gardener J fOther Building and Maintenance &J

L Technical Services Staff

N

5.2 Internal:
j. éW y

s Attend to any gardening requirements 177 1 \f -
ary gatt . | PRS- T |
» Landscaping within the parliament premises ;i

5.3 External: NA

5.4 Work Environment
This position is a gardener position and the incumbent for this position is required to
provide quality and professional skilis. It is vital that the incumbent must possess high
quality of professional conduct,

5.5 Constraints Framework and Boundaries
Ruies/Procedures etc: NA
Decisions: NA
Recommendaticns: NA

5.6 Challenges
« Delivery of high standard services to the organisation.
* Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualtfication
s A Graduate and preferred Grade 10 Certificate

6.2 Experience
» 3 -5 years of gardening experience in simiar position in a recognised organization is
highly regarded.

6.3 Knowledge
« Excellent knowledge of plants
e Landscaping and beautification

6.4 Skills
¢« Team oriented
+ language skills
o  Work under minimum supervision

2 B foh Dewcmiption Frarm Q&M 2



7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature ' Signature
Employer (or its delegate) Employee
___________ Sate N
N
JANTT
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_, F)
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PARLIAMENTARY SERVICE [ ASCh T
JOB DESCRIPTION ’

1. IDENTIFICATION POSITION NUMBER: ___"
e . BMS 020 o .;
DEPARTMENT DESIGNATION/CLASSIFICATION:

_Parliamentary Service . Supervisor — Cleaning Team 1, NPO1
DIVISION:  LOCAL DESIGNATION:

_Parliamentary Corporate & Support Service . Supervisor ~ Cleaning Team 1 R
BRANCH: REPORTING TO: |

_Building & Maintenance & Technical Services Assistant Director Building & Maintenance
LOCATION: - INCUMBENT:

_Parliament House, Waigani, NCD = =~ | .

HISTORY OF POSITION

NPFILENO. | DATEOFVARIATION [DETALS

ORG:1-14 ] 30/10/14 . Reno, Redes, Reclass, Revised Duties

. ORG: 2- 18 24/09/18 ' Abolished/Created

2. PURPOSE:

Perform as a Cleaner Supervisor in the Building and Maintenance & Technical
Services Division and is responsible for the cleaniiness of all toilets, offices, corndors.
windows and the building as a whole.

3. DIMENSION:

Budget: NA
Staff: g Staff
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

« Supervise all Cleaners and write monthly reports

+ Ciean and mop Menmbers offices staff offices and conference rooms and corridors

« Remove rubbish from office & toilet bins and wash bins

« Distribute of cleaning chemicals, cleaning items and tolletries

» Clean all stair ways links and walk ways between buildings and polish the outside
tiles

» Check and clean all toilets, corridor wails and windows {Exterior and intenar)

« Clean & mop all corridors ang buff the floor tiles

» Report any urgent matters regarding cleaning to the Director

+ Assist with task given by the Director and/or the management

e Keep records of cleaning items and do roster for the cleaners

1] "5 joab Deseription Form Q8 M2



6. NATURE AND SCOPE:

6.1

5.2

5.3

5.4

5.5

56

Reporting Relationship

This position reports to the Assistant Director - Building & Maintenance and then to the
Director - Building and Maintenance & Technical Services and the incumbent works with
the staff within the division to ensure that the services provided meets the expectation of
the organization The reporting relationship is shown in this graphical form hereunder

{:i\ssistant Director Building &
{Maintenance

I i
[Supervisor Cieaner} Other Buiiding ang Maintenance & W

Technical Services Staff E

J

TN

Internal:; ‘)J‘],/e,v_,u

« Cleaning of staff offices and corridors in the building ] J c
» Cleaning of members offices and corridors 1570 >f [ {

External.
» Liaise with relevant companies for chemicals and supplies

Work Environment
This position is a supervisor position and the incumbent for this position is required to
provide quality and professional skilis. it is vital that the incumbent must possess high
guality professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Chalienges
« Delivery of high standard services to the organisation.
« Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

Qualification
« Prefer Grade 10 and higher or other related Certificates

Experience
» 3 -5 years of supervisory role in cleaning or in similar position in other recognised
organizations is highly regarded.

Knowledge
» Cleaning apparatus
» Cleaning chemicals
» Safety regulations

p< fob Decorintinn ey DM 2



6.4 Skills
« Team oriented
« Language skils
» Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaraton Act
1962 conscientious believing the statement contain therein to be true in every particular.

Signature Signla'tUre
Employer {or its deiegate) Employee
“Bate S Date
™A
AoV
f - {FJ"
/ m u?y ¥
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PARLIAMENTARY SERVICE ;i
JOB DESCRIPTION

1. IDENTIFICATION : POSITION NUMBER:
. e e ———— s e = e . BMS 021
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service ... Cleaner,NPU2
DIVISION: L OCAL DESIGNATION:
_f_‘g_r__k_lgmentary Corporate & Support Service _Cleaner S
BRANCH: REPORTING TO: |
Building & Maintenance & Technical Services  Supervisor - Cleaner -

"LOCATION. ~INCUMBENT:
- Parliament House, Waigani, NCD

HISTORY OF POSITION

'NPFILENO. _ﬂTE_QF VARIATION | DETAILS S
ORG:1-14 3011014 | Reno. Redes, Reclass, Revised Duties .
_ORG:2-18 24109”8 I O Abolished/Created

2. PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, toilets. corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staft: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Report any matters required for cleaning to the Cleaner Supervisor
« Ciean and mop Members and staff offices and corridors

» Remove rubbish from office bins

s Clean and vacuum the chamber carpet

+ Clean toilets. corridor walls and windows

+ Ciean ang mop the conference rooms

¢ Ciean all links and walk ways between buildings

« Clean stair ways and polish the outside tile

s Wash rubbish bins and dirty mops

o Assist with task given by the Cleaner Supervisor or Director

i 3 IS L O I oL T T Fo vmapns p % L RA D
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5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

’ Supervisor Cleaner J

iﬁf‘”” p

vs ‘ol

-
1:...-\-.(-""

| 1 .
{ Cleaner ] Other Building and Maintenance &}

Technical Services Staff

5.2 Internal:
+ Cleaning of staff offices and corridors in the building
¢ Cleaning of members offices and corridors

5.3 External: NA

5.4 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills It is vital that the incumbent must possess high
quality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
 Delivery of high standard services to the organisation.
» Meet deadlines of the immediate Supervisor and the higher management

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Prefer Grade 10 and higher

6.2 Experience
» 3 -5 years of cleaning experience in similar position in other recognised corganizations
is highly regarded.

6.3 Knowledge
» Cleaning apparatus
+« Cleaning chemicals
« Safety requlations

Plmpmen . 7 67 MY
o D& M2
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6.4 Skiils
» Team oriented
s language skills
« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein te be true in every particuiar.

CSignatire e Signa'tLir'e”m”"“mm -
Employer (or its delegate} Empioyee
_____ Date T U Date

3. Po foh Deqerintinn Form &MY



PARLIAMENTARY SERVICE '
JOB DESCRIPTION
1. IDENTIFICATION POSITION NUMBER:
_ B . ... BMSO22 L
- DEPARTMENT: . DESIGNATION/CLASSIFICATION:
 Parliamentary Service . w..._iCleaner, NPU2 =~
DIVISION: . LOCAL DESIGNATION.:
| Parliamentary Corporate & Support Service _ Cleaner e B
- BRANCH: . REPORTING TO:
. Building & Maintenance & Technical Services _____i___ﬁ_ggqrvi_sor - Cleaner i
LOCATION: | INCUMBENT:
|

_Parliament House, Waigani, NCD

HISTORY OF POSITION

_NP FILE NO. DATE OF VARIATION ' DETALS
_.. Reno, Redes, Reclass, Revised Duties

ORG1-14 30/10/14 -

ORG2-18  |24f08118 Abolished/Created

2. PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleaniiness of all offices, toilets, corriders and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Report any matters required for cieaning to the Cleaner Supervisor
s Clean and mop Members and staff offices and corridors

» Remove rubbish from office bins

+ Clean and vacuum the chamber carpet

» Clean toilets. corridor walls and windows

o Clean and mop the conference rooms

+« Clean all links and walk ways between buildings

s Clean stair ways and polish the oulside tile

+ Wash rubbish bins and dirty mops

« Assist with task given by the Cleaner Supervisor or Director

T S Tim venn f KA D
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5. NATURE AND SCOPE:

5.1

5.2

53

5.4

5.5

56

Reperting Relationship
This position reparts to the Supervisor Cleaner. Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

F‘;upervisor Cleaner | o
| // ST
A-\d1 . ! C
LR 5 f 7
i i

1 :
[ Cleaner J [Other Building and Maintenance E’j

Technical Services Staff

Internal:
« Cleaning of staff offices and corridors in the building
» Cleaning of members offices and corridors

External: NA

Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the incumbent must possess high
quality professional conduct.

Constraints Framework and Boundaries
Rujes/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
» Delivery of high standard services to the organisation.
» Meet deadiines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

9

Qualification
+ Prefer Grade 10 and higher

Experience
+ 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

Knowledge
Cleaning apparatus

T Ammirs ~Alhomiosals
U]‘-’C‘ll”la LN LR R T ) R )

Safety regulations
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6.4 Skills
* Team criented
¢ language skills
s  Work under minimum supernvision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature Signature
Employer (or its gelegate) Employee
B _ R
\ !
AN
F 5 0% T
/

¥
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PARLIAMENTARY SERVICE P
JOB DESCRIPTION
1. IDENTIFICATION - POSITION NUMBER:
—_ e  BMS 023 .. — -
DEPARTMENT: DESIGNATION/CLASSIFICATION:
Parliamentary Service | Cleaner, NPUZ .
DIVISION: LOCAL DESIGNATION:
. Parliamentary Corporate & Support Service | Cleaner
BRANCH: REPORTING TO:
_Building & Maintenance & Technica! Services | Supervisor - Cleaner
- LOCATION: INCUMBENT:
| Parliament House, Waigani, NCD o ——

HISTORY OF POSITION

2. PURPOSE:

NPFILENO. __ DATE OF VARIATION DETAILS e
| ORG:1-14 30M0/14 i Reno, Redes, Reclass, Revised Duties
 ORG: 2 -18 240918 | Abolished/Created

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, toilets, comdors and the building

as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

+ Report any matters required for cleaning to the Cleaner Supervisor
» Clean and mop Members and staff offices and corridors

= Remove rubbish from office bins

¢ Clean and vacuum the chamber carpet

» Clean toilets. corridor walls and windows

+ Clean and mop the conference rooms

¢« Clean all links and walk ways between builldings

» Clean stair ways and polish the outside tile

s Wash rubbish bins and dirty mops

» Assist with task given by the Cleaner Supervisor or Director

Verin O M2



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent warks with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown i this graphical form hereunder

‘ Supervisor Cieaner A
~$705]19
/
Cleaner Cther Building and Maintenance & }
Technical Services Staff J!

5.2 Internal:
« Cleaning of staff offices and corriders in the building
+ Cleaning of members offices and corridors

5.2  External: NA

5.4 Work Environment
This position s a cleaner position and the incumbent for this position is required to
pravide gquality and professional skilis. it ts vital that the incumbent must possess high
guality professicnal conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Challenges
» Delivery of high standard services to the organisation
= Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
s Prefer Grade 10 and higher

6.2 Experience
= 3 -5 vyears of cleaning experience in similar pesition in ¢ther recognised organizations
is highly regarded.

6.3 Knowledge
« (ieaning apparaius
s (leaning chemicals
» Safety regulations

7 P tek Negerintinn Frrm O & M 32



6.4 Skills
« Team oriented
* | anguage skills
o Work under minimum supernvision

7 STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1062, conscientious believing the statement contain therein to be true in every particular.

Signature ' Signature
Employer (or its delegate) Employee
~ Date - ~ Date

31 L tob Doseription Farm 0 & M2



PARLIAMENTARY SERVICE /g 0L/l
JOB DESCRIPTION S
1. IDENTIFICATION “POSITION NUMBER:
o  BMS 024 R S
" DEPARTMENT: . DESIGNATION/CLASSIFICATION:
i Parliamentary Service o . Cleaner, NPU2 o
: DIVISION: . LOCAL DESIGNATION:
: Parliamentary Corporate & Support Service | Cleaner -
. BRANCH: ' REPCRTING TO:
' Building & Maintenance & Technical Services | Supervisor — Cieaner o
"LOCATION: | INCUMBENT"
. Parliament House, Waigani, NCD | ]
HISTORY OF POSITION
NP FILE NO. DATE OF VARIATION | DETALLS L
|ORG1-14 |30/10M14 Reno, Redes, Reclass, Revised Duties
|ORG 2-18 | 24/09/18 _Abolished/Created

——

2. PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Divisicn
and is responsible for the cleanliness of all offices, toilets, corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff. NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Report any matters required for cleaning to the Cleaner Supervisor
« Clean and mop Members and staff offices and corndors

» Remove rubbish from office bins

¢ Clean and vacuum the chamber carpet

» Clean toilets corridor walls and windows

¢ Clean and mop the conference rooms

¢ Clean all links and walk ways between buildings

» Clean stair ways and polish the outside tile

» Wash rubbish bins and dirty mops

« Assist with task given by the Cleaner Supervisor or Director

L [ ST Tl BNy b1y T . i L
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5. NATURE AND SCOPE.:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship 1s shown in this graphical form hereunder

| N

J s

[ Supervisor Cleaner

| 1
[ Cleaner J [Other Building and Maintenance &}

Technical Services Staff

5.2 Internal:
» Cleaning of staff offices and corridors in the building
+ Cleaning of members offices and corridors

53 External: NA

5.4 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. 1t is vital that the incumbent must possess high
quality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
» Delivery of high standard services 1o the organisation.
« Meet deadlines of the immediate Supervisor and the higher management

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
o Prefer Grade 10 and higher

6.2 Experience

« 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

6.3 Knowledge
s Cleaning apparatus
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6.4 Skills
e Team oriented
¢ Language skills
o Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

‘Signature ~ Signature
Employer (or its delegate) Employee
_________ Bare Date T
AR

1505 1T
i. i
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PARLIAMENTARY SERVICE VAR % ;cf
JOB DESCRIPTION YA
1. |DENTIFICATION | POSITION NUMBER: -
e e ...gBMsO2
' DEPARTMENT: I DESIGNATION/CLASSIFICATION.
Partiamentary Service | Cleaner,NPU2___
" DIVISION: | LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service Cleaner -
“BRANCH: REPORTING TO:

_Parlian I
|

. Building & Maintenance & Technical Services
: LOCATION.
. Parliament House, Waigani, NCD

Supervisor - Cleaner
INCUMBENT:

HISTORY OF POSITION

'NPFILENO. | DATE OF VARIATION |DETAILS .
(ORG1-14  [301014 Reno, Redes, Reclass, Revised Dities
[ORG.2-16..... 120006 ... .. Abolished/Created

2. PURPQSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division and is
responsible for the cleaniiness of all offices, toilets, corndors and the building as a

whole.

3. DIMENSION:

Budget: NA
Staff: NA
COthers: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}

« Report any matters required for cleaning to the Cleaner Supervisor
e Clean and mop Members and staff offices and corridors

+» Remove rubbish from office bins

¢+ Clean and vacuum the chamber carpet

« Clean toilets, corridor walls and windows

s Clean and mop the conference rooms

+ Clean all links and waik ways between buildings

s Clean stair ways and polish the outside tile

* Wash rubbish bins and dirty mops

» Assist with task given by the Cleaner Superviser or Director

1) i ioly Deacription Forim Q& M2



5.  NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner. Assistant Directer - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the arganization. The reporting
relatiocnship is shown in this graphical form hereunder
(Supewisor Cieaner } | ;\ o
h — M
FIS 035
; / ’
I 1
Cleaner Other Building and Maintenance &
Technical Services Staff
5.2 Internal:
¢ Cleaning of staff offices and corridors in the building
» Cleaning of members offices and corridors
5.3 External: NA
5.4 Work Environment
This position Is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. It is vitai that the incumbent must possess high
quality professional conduct.
5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA
5.6 Challenges
+ Delivery of high standard services to the organisation.
* Meet deadlines of the immediate Supervisor and the higher management.
6. QUALIFICATION, EXPERIENCE, KNOWILEDGE AND SKILLS

6.1 Qualification

6.2 Experience

Prefer Grade 10 and higher

* 3 -5 years of cleaning experience in similar position in other recognised organizations

i3 highly regarded.

6.3 Knowledge

Cleaning apparatus
Cleaning chemicals
« Safety reguiations
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6.4 Skills
« Team oriented
s Language skills
» Work under minimum supearvision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the Qaths. Affirmation and Statutory Declaration Act
1962, conscienticus believing the statement conlain therein to be true in every particutar.

Signature - ~ Signature
Emplioyer (or its delegate) Employee
Date - Date
i|.} _
)z/’-w f

/ fl/\D,L/%? P
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PARLIAMENTARY SERVICE ’ 95“",‘” G
JOB DESCRIPTION R R
1. IDENTIFICATION POSITION NUMBER'
A . BMS026 =
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service . iCleaner,NPU2
DIVISION " LOCAL DESIGNATION:
. Parliamentary Corporate & Support Service Cleaner e
BRANCH: "REPORTING TO:
Building & Maintenance & Technical Services . Supervisor - Cleaner

LOCATION: | INCUMBENT:
Parliament House, Waigani, NCD |

i
I

HISTORY OF POSITION

_NPFILENO.  DATE OF VARIATION | DETALS I
ORG:1-14 . 3011014 - Reno, Redes, Reclass, Revised Duties

"ORG:2-18  24/0918 “Aboclished/Created

2. PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, toilets, corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

* Report any matters required for cleaning to the Cleaner Supervisor
e Ciean and mop Members and staff offices and corridors

+ Remove rubbish from office bins

s Clean and vacuum the chamber carpet

» Clean toilets. corridor walls and windows

¢ Ciean and mop the conference rooms

» Ciean all links and walk ways between buildings

» Clean stair ways and polish the outside tile

« Wash rubbish bins and dirty mops

» Assist with task given by the Cleaner Supervisor or Director

q rg P T N A, irerar T I
i e fok Desoription Form O &M 2



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

{ Supervisor Cleaner

M

] | |
[ Cleaner ] [Other Building and Maintenance &W

Technical Services Staff

. ! :
5.2 Internal: ‘ _ _ \'I [15\“‘3"1
» Cieaning of staff offices and corridors in the building g7

+ Cleaning of members offices and corridors V
5.3 External: NA

5.4 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. 1t is vital that the incumbent must possess high
quality professionai conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Challenges
» Delivery of high standard services to the organisation.
» Meet deadlines of the immediate Supervisar and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Prefer Grade 10 and higher

6.2 Experience

» 3 - 5 years of cleaning expenence in similar position in other recognised organizations
is highly regarded.

6.3 Kpowledge
» Cleaning apparatus

a (Claanina chamirale
*  L2anng ocnemicais

s GSafety reguiations
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6.4 Skills
+ Team oriented
+« lLanguage skills
« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

""S'i'gh"ét'u'r'e . Signature'
Emplcyer (or its delegate) Employee
Come R T
- 1
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PARLIAMENTARY SERVICE !: b ;:15
JOB DESCRIPTION Voo U ,5

1. IDENTIFICATION POSITION NUMBER:

———

R e . BM§o027

: DEPARTMENT.: DESIGNATION/CLASSIFICATION:

. Parliamentary Service | Cleaner, NPU2

- DIVISION: LOCAL DESIGNATION:

' Parliamentary Corporate & Support Service | Cleaner o

. BRANCH: REPORTING TO:

. Building & Maintenance & Technical Services | Supervisor -Cleaner =~~~ =~ ===
| LOCATION: INCUMBENT:

| Parliament House, Waigani, NCD_

HISTORY OF POSITION

"NPFILENO. | DATE OF VARIATION DETAILS

' ORG_1-14 ; 30”04’14 S .! REHO‘ Redes, ReC|SSSREV'$ed Duties_ _ S ._ o
ORG.Z-18 ! 24/09/18 s Abolished/Created

2. PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, toilets, corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}

+ Report any matters required for cleaning to the Cleaner Supervisor
+ Clean and mop Members and staff offices and corridors

¢« Remove rubbish from office bins

¢« Clean and vacuum the chamber carpet

+ Clean toilets corridor walls and windows

« Clean and mop the conference rcoms

+ Clean all links and walk ways between buildings

+ Clean stair ways and polish the outside tile

¢ ‘Wash rubbish bins and dirty mops

« Assist with task given by the Cleaner Supervisor or Director

1| Py tob Deseription Form & M2



6. NATURE AND SCOPE:

6.1

5.2

5.3

54

5.5

6.6

Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
retatienship is shown in this graphical form hereunder

'LSupervisor Cleaner J\}

| | S
L Cleaner ] {Other Building and Maintenance &

Technical Services Staff J

™
_1

. .
Internai: J, %V_H, |

» Cleaning of staff offices and corridors in the building ] —
e Cleaning of members offices and corridors VoL

External; NA

Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the incumbent must possess high
quality professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
* Delivery of high standard services to the organisation.
» Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

[

Qualification
» Prefer Grade 10 and higher

Experience
« 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded

Knowledge
o (leaning apparatus
» Cleaning chaminals

* Safety regulations
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6.4 Skills
» Team oriented
» language skills
s Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

I make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statemant contain therein to be true in every particular.

~ Signature Signature
Emgloyer (or its delegate) Employee
St N Bate

)\iﬁw,,
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PARLIAMENTARY SERVICE /

3
e
J\J :
-}

JOB DESCRIPTION i

1. IDENTIFICATION

'DEPARTMENT:
. Parfiamentary Service

- POSITION NUMBER:

BMS 028 o _
DESIGNATION/CLASSIFICATION:
Cleaner, NPU2

DIVISION:
~ Parliamentary Corporate & Support Service

LOCAL DESIGNATION:
Cleaner

"BRANCH:

" Building & Maintenance & Technical Services

LOCATION:

REPORTING TO:
Supervisor - Cleaner
INCUMBENT:

_Parliament House, Waigani, NCD

HISTORY OF POSITION

"NPFILENO. | DATE OF VARIATION | DETALS
"ORG:1-14 13071014 i Reno, Redes, Reclass, Revised Duties
ORG:2-18 _  ; 24/09/18 .. Abolished/Created

2. PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices. toilets, corriders and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4, PRINCIPLE ACCOUNTAEBILITIES (MAJOR DUTIES})

« Report any matters required for clieaning to the Cleaner Supervisor
+ Clean and mop Members and staff offices and corridors

+ Remove rubbish from office bins

+« Clean and vacuum the chamber carpet

+ Clean toilets corridor walls and windows

+« Clean and mop the conference rooms

+ Clean all tinks and walk ways between buildings

« Ciean stair ways and polish the outside tile

« Wash rubbish bins and dirty mops

« Assist with task given by the Cleaner Supervisor or Director

e
2
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5. NATURE AND SCOPE:

5.1

5.2

5.3

54

55

56

Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Buillding &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

[ Supervisor Cleaner }

i B0 A
Cleaner ( Other Building and Maintenance &
L Technical Services Staff
. . }
internal: A
« Cleaning of staff offices and corridors in the building ‘f EL\}:ﬁf ! | C
VE eyt

» Cleaning of members offices and corridors
External; NA

Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide guality and professional skilis It is vitat that the incumbent must possess high
quality professicnal conduct.

Constraints Framework and Boundaries
Ruies/Procedures etc: NA
Decisions: NA
Recommendations: NA

Chalienges
s Delivery of high standard services to the ocrganisation.
» Meet deadiines of the immediate Supervisor and the higher management.

8. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

Qualification
» Prefer Grade 10 and higher

Experience

« 3 -5vyears of cleaning experience in similar position in other recognised organizations
is highly regarded.

Knowledge
Cleaning apparatus

Ml mmime ~Alarmmesnlo
LS ST eaio

Safety regulations
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6.4 Skills
» Team oriented
» Language skills
« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

Signature T e g nature
Employer (or its delegate) Employee
Bate - o Bare
|
| I'/B\/‘“;J ¥
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PARLIAMENTARY SERVICE ? i
JOB DESCRIPTION
1. IDENTIFICATION “POSITION NUMBER:
o SR . BMS 029
i DEPARTMENT: DESIGNATION/CLASSIFICATION:
| Partiamentary Service o Cleaner, NPU2
- DIVISION: LOCAL DESIGNATION:
Partlamentary Corporate & Support Service Cleaner S
- BRANCH: REPORTING TO:
~Building & Maintenance & Technical Services | Supervisor - Cleaning Team 1
LOCATION: INCUMBENT:
_Parliament House, Waigani, NCD
HISTORY OF POSITION
NP FILENO.  DATE OF VARIATION DETALS o
 ORG:1-14 . 30/10/14 ' Renc, Redes, Reclass, Revised Duties
| ORG 2-18____ 240918 % __ Abolished/Created
2. PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, toilets. corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

e Report any matters required for cleaning to the Cleaner Supervisor
+ Cilean and mop Members and staff offices and corridors

» Remove rubbish from office bins

« Clean and vacuum the chamber carpet

s Clean toilets. corridor walls and windows

s Clean and mop the conference rooms

s Clean all links and waik ways between buildings

» Clean stair ways and polish the outside tile

s Wash rubbish bins and dirty mops

s Assist with task given by the Cleaner Supervisor or Director

i = [ AN N TR |
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5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building & Maintenance
and then to the Director - Building and Maintenance & Technical Services and the
incumbent works with the staff within the division to ensure that the services provided
meets the expectation of the organization. The reporting relationship is shown in this
graphical form hereunder

|Supervisor Cleaner
i
i

f 1.
[ Cleaner J [Other Buiiding and Maintenance &1
J

Technical Services Staff

T
W

5.2 Internal: [P
» Cleaning of staff offices and corridors in the building ;.-;f 7 ], 3
» Cleaning of members offices and corridors U r.f OB L

5.3 External: NA

5.4 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the incumbent must possess high
quality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Challienges
s Delivery of high standard services to the organisation.
« Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Prefer Grade 10 and higher

6.2 Experience
» 3 -5 years of cleaning experience in simitar position in other recognised organizations
is highly regarded.

6.3 Knowledge
« Cleaning apparatus
¢ Cleaning chemicals
» Safety reguiations

Fo L Y P e [l Lo A e e
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6.4  Skills
+ Team oniented
. Language skills
»  Work under mimimum supervision

TATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act

1962, conscientious believing the statement contain therein te be true in every particular.

 Signature Signature
Employer (or its delegate) Employee
Date Date
f: ‘:f,o-uu&d

Form iy &Y
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PARLIAMENTARY SERVICE g
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:
B o BMSO030 o
| DEPARTMENT: DESIGNATION/CLASSIFICATION:
| . Parliamentary Service o Supervisor — Cleaning Team 2, NP01
DIVISION: LOCAL DESIGNATION:
Parliamentary Corporate & Support Service Supervisor — Cleaning Team2
i BRANCH: REPORTING TO:
- Building & Maintenance & Technical Services . Assistant Director Building & Maintenance
- LOCATION: INCUMBENT

_Mem House, Waigani, NCD

NP FILE NO.
ORG1-14
ORG:2-18

2. PURPOSE:

| DATE OF VARIATION | DETAILS

HISTORY OF POSITION

: 30/10/14 ‘Reno, Redes, Reclass, Revised Duties

124!09;’18 I AbollshedfCreated

S, . S

Perform as a Cleaner Supervisor in the Building and Maintenance & Technical

Services Division and is responsible for the cleanliness of all toilets. offices. corridors,

windows and the building as a whole.

3. DIMENSION:

Budget: NA

Staff: g Staff
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

1

Supervise all Cleaners and write monthly reports

Clean and mop Members offices. staff offices and conference rooms and corridors
Remove rubbish from office & toilet bins and wash bins

Distribute of cleaning chemicals, cleaning tems and toiletries

Clean all stair ways. links and walk ways between buildings and polish the outside
tites

Check and clean all toilets. corridor walls and windows {Extericr and interior)
Clean & mop all corridors and buff the floor tiles

Report any urgent matters regarding cleaning to the Director

Assist with task given by the Director and/or the management

Keep records of cleaning items and do roster for the cleaners

-2
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5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Assistant Director - Building & Maintenance and then to the
Director - Building and Maintenance & Technical Services and the incumbent works with
the staff within the division to ensure that the services provided meets the expectation of
the organization. The reporting relationship is shown in this graphical form hereunder

Assistant Director < / o
'kBuiiding & Maintenance ,’J \ZJ““ Ty
1o
fL%«)éUED N

Supervisor Cleaner ( Other Building and Maintenance &J
i Techniral Sarvires Staff

5.2 Internal:
= Cleaning of staff offices and corridors in the building
» Cleaning of members offices and corridors

5.3 External:
« Liaise with relevant comgpanies for chemicals and supplies

5.4 Work Environment
This position is a supervisor position and the incumbent for this position is required to
provide guality and professional skills. It is vital that the incumbent must possess high
quaiity professicnat conduct.

5.5 Constraints Framework and Boundaries
Rutes/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Challenges
s Delivery of high standard services to the organisation.
¢+ Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+ Prefer Grade 10 and higher or other related Certificates

6.2 Experience
« 3 -5 years of supervisory role in cleaning or in similar position in other recognised
organizations is highly regarded.

6.3 Knowledge
« Cleaning apparatus
e Cieaning chemicais

« Safety reguiations
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6.4 Skills
¢ Team criented
. L anguage skills
+  Work under minimum supervision

TATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this solemn declaration by virtue of the Oaths, Affirmaticn and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

. "S_iéﬁ_éiiir'é' Sig nature
Employer {(ar its delegate) Employee
bate T R
N ! _
T
R
o gioh )
i
i

Form QA M2
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PARLIAMENTARY SERVICE ;_
JOB DESCRIPTION
1. IDENTIFICATION - POSITION NUMBER:
) o BMS 031
DEPARTMENT: ' DESIGNATION/CLASSIFICATION:
. Parliamentary Service : Cleaner NPU2
_ DIVISION: 1 OCAL DESIGNATION:
_Parliamentary Corporate & Support Service | Cleaner o
BRANCH: | REPORTING TO:
“Building & Maintenance & Technical Services = Supervisor — Cleaner

LOCATION: ' INCUMBENT:
Parliament House, Waigani, NCD 5

HISTORY OF POSITION

_NPFILENO. ' DATE OF VARIATION DETAILS e
"ORG:t-14 - 30/10/14 i Reno Redes Reclass, Revised Duties

_ORG: 2-18 _24/09/18 : _ Abolished/Created

2. PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices. teilets, corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

+ Report any matters required for cieaning to the Cleaner Supervisor
¢ Clean and mop Members and staff offices and corndors

+ Remove rubhish from office bins

= Clean and vacuum the chamber carpet

« Clean toilets. cornidor walls and windows

+ Clean and mop the conference rooms

» Clean all links and walk ways between buidings

« Clean stair ways and polish the outside tile

» Wash rubbish bins and dirty mops

+ Assist with task given by the Cleaner Supervisor or Director

i £ jubly Descripbion Forin O & M Z



5. NATURE AND SCOPE:
51 Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship 1s shown in this graphical form hereunder

v

/ L
2 glon

,f Supervisor Cleaner J
L

| |
[ Cleaner ] Ejther Building and Maintenance &

Technical Services Staff

5.2 Internal:
» Cleaning of staff offices and corridors in the buiiding
¢ Cleaning of members offices and corridors

5.3 External: NA

6.4 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the incumbent must possess high
quality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
» Delivery of high standard services to the organisation.
« Meet deadlines of the immediate Supervisor and the higher management

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+ Prefer Grade 10 and higher

6.2 Experience
» 3 - 5 years of cleaning experience in similar position in other recognised arganizations
is highly regarded.

6.3 Knowledge
Cleaning apparaius

| FEP W SR
Caeai":rﬁs CN&Mmicais

+ Safety regulations
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6.4 Skills
» Team griented
¢ | anguage skills
« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
[ make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature Signature
Employer {or its delegate) Employee
 Sate Date T
I-\\.:. 5
i/
!
/ P
. I

3 [ il Doscription Form P& M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:
| . Bmso3s2
| DEPARTMENT: DESIGNATION/CLASSIFICATION:
i___E_'_arIiamentary Service | Cleaner, NPU2
- DIVISION: LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service Cleaner
| BRANCH: REPORTING TO:
! | Building & Maintenance & Technical Services Supervisor - Cleaner
LOCATION: INCUMBENT:
. Parliament House, Waigani, NCD i

HISTORY OF POSITION

2.

3.

| DETAILS

! Reno, Redes, Reclass, Revised Duties

Abohshed!Creatégjj B

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices. toilets, corndoers and the building

 NPFILENO. | DATE OF VARIATION
| ORG.1- 14 30/10/14
"ORG 2-18 24/09/18
PURPOSE:
as a whole.
DIMENSION:
Budget: NA
Staff: NA
Others: NA
PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

4.

Report any matters required for cleaming {o the Cleaner Supervisor
Clean and mop Members and staft offices and corridors

Remove rubbish from office bins

Clean and vacuum the chamber carpet

Clean toilets. corridor walls and windows

Clean and mop the conference rooms

Clean all iinks and walk ways between buildings

Clean stair ways and polish the outside tile

Wash rubbish bins and dirty mops

Assist with task given by the Cleaner Supervisor or Director

Tub Desription

Fotinn o & M2



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Buiiding &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the crganization. The reporting
relationship is shown in this graphical form hereunder

Supervisor Cleaner Y -
{ PANTT

}

F
i
i
i

Faslol]

| e 1
{ Cleaner J [Other Building and Maintenance &W‘

_Technical Services Staff

5.2 Internal:
» Cleaning of staff offices and corridors in the building
« Cleaning of members cffices and corridors

5.3 External: NA

5.4 Work Environment
This position is a cleaner position and the incumbent for this position s required to
provide quality and professional skills. 1t is vital that the incumbent must possess high
quality professiconal conduct.

5.5 Constraints Framework and Boundaries
Ruies/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
+ Delivery of high standard services to the organisation.
+ Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Prefer Grade 10 and higher

6.2 Experience
¢ 3 - 5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

6.3 Knowiedge

a Olazninn annaratas
leaning annaratug

+« Cleaning chemicals
s Safety regulations

bt
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6.4 Skills
e« Team oriented
e Language skills
= Work under minimum supervision

7  STATEMENT BY THE EMPLOYER AND EMPLOYEE

I make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature ' Signature
Employer (or its delegate)} Employee
Date  Date
\ ) '
VNS SR

3 IS job Description Form 03 £ M 32



PARLIAMENTARY SERVICE

N
JOB DESCRIPTION L L% FU ,‘3 M _f
; i
1. IDENTIFICATION I POSITION NUMBER:
DEPARTMENT: | DESIGNATION/CLASSIFICATION:
~Parliamentary Service . . i Cleaner,NPUZ
DIVISION: LOCAL DESIGNATION:
. Parliamentary Corporate & Support Service | Cleaner _
- BRANCH: REPORTING TO:
Building & Maintenance & Technical Services  : Supervisor - Cleaner
- LOCATION: INCUMBENT:
- Parliament House, Waigani, NCD

HISTORY OF POSITION

 NPFILENO.  DATE OF VARIATION _ DETAILS o
ORG.1-14 (301004 , Reno, Redes, Reclass, Revised Duties
ORG'2-18 _  :24/0916 '. Abalished/Created

2, PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, totlets, corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

+ Report any matters required for cleaning to the Cleaner Supervisor
o Clean and mop Members and staff offices and corndors

« Remove rubbish from office bins

s Clean and vacuum the chamber carpet

o Clean toilets. corridor walls and windows

¢ Clean and mop the conference rooms

+ Clean all links and walk ways between buildings

« Clean stair ways and polish the outside tite

+ Wash rubbish bins and dirty mops

o Assist with task given by the Cleaner Supervisor or Director

. LRI LI S B S A AP 12 wamamn £% 7 A T}
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5. NATURE AND SCOPE:

5.1

5.2

5.3

5.4

5.5

5.6

Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

f

2600

i /

( Supervisor Cleaner }
L

1 . 1
[ Cleaner ] [Other Building and Maintenance &1

Technical Services Staff

internal:
» Cleaning of staff offices and corridors in the building
¢ Cleaning of members offices and corridors

External: NA

Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skilis. It is vital that the incumbent must possess high
quality professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
» Delivery of high standard services to the organisation.
» Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

[ 2%

Gualification
» Prefer Grade 10 and higher

Experience
» 3 -5 years of cleaning experience in similar position in other recognised organizations
is highty regarded

Knowledge
¢« (Cleaning apparatus

a Mlasmine Ablvsasaisals
- ulhu'illls TSIl D

« Safety regulations
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6.4 Skills
» Team oriented
« language skills
o Work under minimum supervisicn

7. STATEMENT BY THE EMPLOYER AND EMFPFLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious bhelieving the statement contain therein to be true in every particular.

 Signature - Signature
Employer (or its delegate) Employee
 Date . Date
I
I/{W\):) .
B . 2 I N R
i W;Ub;f !
; i

Form QL M2
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PARLIAMENTARY SERVICE / Ly U S
JOB DESCRIPTION f
1. IDENTIFICATION . POSITION NUMBER:
e . e e BMS 034 .
| DEPARTMENT: | DESIGNATION/CLASSIFICATION:
Parliamentary Service i Cleaner, NPU2 o o
DIVISION: LOCAL DESIGNATION:
- Parliamentary Corporate & Support Service Cleaner
BRANCH: REPORTING TO:
'Building & Maintenance & Technical Services Supervisor - Cleaner
LOCATION: INCUMBENT:
Parliament House, Waigani, NCD

HISTORY OF POSITION

"NPFILENO. | DATE OF VARIATION _ DETALS
| ORG:1-14 30/10/14 ' Reno, Redes, Reclass, Revised Duties
_ORG:2-18 | 24/09/18 o Abolished/Created
2.  PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleaniiness of all offices, toilets, corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Report any matters required for cleaning to the Cleaner Supervisor
s+ Clean and mop Members and staff offices and corridors

» Remove rubbish from office bins

« Clean and vacuum the chamber carpet

» Clean toilets. corridor walls and windows

+ Clean and mop the conference rooms

s Clean all links and walk ways between buildings

« Clean stair ways and polish the cutside tile

+« Wash rubbish bins and dirty mops

« Assist with task given by the Cleaner Supervisor or Director

: Ll 1. &P P P s qeame F ; 4 -
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5  NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Bullding and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

H

i

; Yy
Supervisor Cleaner A .
] AT }
i ] ,

fos/er T

!
[

| 1
[ Cleaner J [Other Building and Maintenance &

Technical Services Staff

5.2 Internal:
s Cleaning of staff offices and corridors in the building
» Cleaning of members offices and corridors

5.3 External: NA

5.4 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skiils. It is vital that the incumbent must possess high
quality professicnal conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Pecisions: NA
Recommendations: NA

5.6 Challenges
» Delivery of high standard services to the organisation.
+ Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

« Prefer Grade 10 and higher

6.2 Experience
+ 3 - 5 years of cleaning experience in simitar posttion in other recognised organizations
is highly regarded.

6.3 Knowiedge
« (Cieaning apparatus

~1
- \ulUd“ng CEICTHINL Al

« Safety regulations
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6.4 Skills
e Team oriented
s Language skills
« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act

1962. conscientious believing the statement contain therein to be true in every particular.

"""""""" Signature ‘Signature
Employer (or its delegate} Employee
Bt o AT
N
,};Qm—f

/ ?’%;] 0% 19
¥ /
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PARLIAMENTARY SERVICE 5\« :
JOB DESCRIPTION f 4o v

[ . _i {
1. IDENTIFICATION POSITION NUMBER:
I . BWSO®
DEPARTMENT: . DESIGNATION/CLASSIFICATION:
_Partiamentary Service | Cleaner, NPU2
DIVISION: LOCAL DESIGNATION:
Parliamentary Corporate & Support Service ' Cleaner o )
BRANCH: ! REPORTING TO:
~ Building & Maintenance & Technical Services | Supervisor - Cleaner
LOCATION: INCUMBENT:
_Parliament House, Waigani, NCD
HISTORY OF POSITION
NP FILE NO _ DATE OF VARIATION DETAILS -
"ORG1-14 30»’10!14 " Reno, Redes, Reclass, Revised Duties
ORG 2-18 24!09f18 S Abolished/Created
2. PURPOSE:

Perfarm as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleankness of all offices. toilets, corrdors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Repoert any matters required for cleaning to the Cleaner Supervisor
s Clean and mep Members ana staff offices and corridors

+ Remove rubbkish from office bins

s+ Clean and vacuum the chamber carpet

« Clean toilets. corridor walls and windows

« Clean and mop the conference rooms

« (lean all links and walk ways between buildings

+ Clean stair ways and polish the outside tile

s Wash rubbish bins and dirty mops

« Assist with task given by the Cleaner Supervisor or Director

i: i’5 fodh Uescripion Fovie G & M 2



5. NATURE AND SCCPE:
5.1 Reporting Relationship
This position reperts to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization The reporting
relationship is shown in this graphical form hereunder

[ Supervisor Cleaner J wbm’ y
___::C.. ’ \ { " \. };T
i ;

i

1 1
[ Cleaner J I Other Building and Maintenance &J

. Technical Services Staff

5.2 Internal:
» Cleaning of staff offices and corridors in the building
« Cleaning of members offices and corridors

5.3 External: NA

5.4 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. It is wvital that the incumbent must possess high
quality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
» Delivery of high standard services to the organisation.
+ Meet deadiines of the immediate Supervisor and the higher management

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Prefer Grade 10 and higher

6.2 Experience
+ 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

6.3 HKnowledge
Cleaning apparatus

Ll e Ty Vv gy gy
il in iy wichineals

» Safety regulations
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6.4 Skills
« Team oriented
» Language skills
» Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

 Signature ~ Signature
Employer {or its delegate) Employee
______ Date B

WA o s

i
v
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PARLIAMENTARY SERVICE /WK i
JOB DESCRIPTION - -

1. IDENTIFICATION POSITION NUMBER:
e ... BMS036 T
DEPARTMENT: DESIGNATION/CLASSIFICATION:
Parliamentary Service | QCleaner, NPU2
 DIVISION: LOCAL DESIGNATION:
~Parliamentary Corporate & Support Service | Cleaner L
BRANCH: 'REPORTING TO:
_Building & Maintenance & Technical Services ‘Supervisor - Cleaning
LOCATION: INCUMBENT:

Parliament House, Waigani, NCD

HISTORY OF PCSITION

'NPFILENO. _ DATE OF VARIATION ' DETAILS )
_ORG 1-14 - 30/10114 . Reno, Redes, Reclass, Revised Duties )
_ORG:2-18 | 24/09/18 Abolished/Created

2. PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of alf offices. toilets, corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

e Report any matters required for cleaning to the Cleaner Supervisor
= (Clean and mop Members and staff offices and corridors

¢ Remove rubbish from office bins

s (lean and vacuum the chamber carpet

» Clean toilets, corridor walls and windows

« Clean and mop the conference rooms

+ Clean all links and walk ways between buildings

« Clean stair ways and polish the outside tile

+ Wash rubbish bins and dirty mops

s Assist with task given by the Cleaner Supervisor or Director

i T juby e o P& M2



5.

6.

NATURE AND SCOPE:

51

5.2

5.3

5.4

5.5

5.6

6.1

6.2

6.3

2

Reporting Relationship
This position reports to the Supervisor Cleaner. Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the crganization. The reporting
relationship is shown in this graphicai form hereunder

{ Supervisor Cleaner )

I — 1 -
{ Cleaner J (Other Building and Maintenance &

Technical Services Staff

Internal: 1 / -
| , o . JAve
« Cleaning of staff offices and corridors in the building / 5 J_s! &
« Cleaning of members offices and corridors Z g Doy )

¥

External: NA

Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professicnal skills. It is vital that the incumbent must possess high
quality professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
« Delivery of high standard services to the organisation.
+ Meet deadlines of the immediate Superyisor and the higher management,

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

Qualification
« Prefer Grade 10 and higher

Experience
+ 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

Knowiedge
« C(Cleaning apparatus
« (Cleaning chemicais
« Safety regulations

P4 IR ECNE RIS Fornig) & M 2



6.4 Skills
¢ Team oriented
« language skills
» Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this solemn declaration by virtue of the Qaths. Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

 Signature ' Signature
Employer (or its defegate) Employee
Date o AT T
i

/g

3 3 v Destiplion Form P& M2



PARLIAMENTARY SERVICE Y

R ; ’_r
!

i

JOB DESCRIPTION

1. IDENTIFICATION

SERARTMENT
Parliamentary Service

| POSITION NUMBER:
BMS 037

DESIGNATION/CLASSIFICATION:
Cleaner, NPU2

DIVISION:
Parliamentary Corporate & Support Service

LOCAL DESIGNATION:
Cleaner

" BRANCH:

- Building & Maintenance & Technical Services

. OCATION:
_Parliament House, Waigani, NCD

REPORTING TO:

INCUMBENT:

HISTORY OF POSITION

Supervisor - Cleaner

Abolished/Created

_NPFILENO. | DATE OF VARIATION | DETAILS
LORG1-14 = 1301014 . Reno Redes,
ORG: 2 - 18 24/09/18 o

2.  PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technicai Services Division
and is responsible for the cleanliness of all offices. toilets, corridors and the building

as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: HNA

4. PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

+ Report any matters required for cleaning to the Cleaner Supervisor
+ Clean and mop Members and staff offices and corridors

s Remove rubbish from office bins

s Clean and vacuum the chamber carpet

» Clean toilets. corridor walls and windows

» Clean and mop the conference rooms

« Clean all inks and walk ways between buildings
» (Ciean stair ways and polish the outside tile

« Wash rubbish bins and dirty mops

« Assist with task given by the Cleaner Supervisor or Director

joals Diesvaiption

Form O & & 2



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Superviser Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

Supervisor Cleaner }

p
L
.f
.

I ; 1
L Cleaner J [Other Building and Maintenance &

Technical Services Staff

5.2 Internal: N
¢ Cleaning of staff offices and corridors in the building _:r/(’:_j\,f
« Cleaning of members offices and corridors

i/ o,
5.3 External: NA / !

5.4 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the incumbent must possess high
quality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Chaltenges
» Delivery of high standard services to the organisation.
+ Meet deadlines of the immediate Supervisor and the higher management

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Prefer Grade 10 and higher

6.2 Experience
= 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

6.3 Knowledge
Cleaning apparatus

LRl T e T ]
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« GSafety regulations
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6.4 Skills
» Team criented
» Language skilis
o Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
i make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

“ Signature e CSignature
Employer (or its delegate) Employee
Bata R
™
/ Y
~&:oh i
’ i

3 7 Jub Besuniption Forin O & M2
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PARLIAMENTARY SERVICE /% ;D 3 / )
JOB DESCRIPTION i
1. IDENTIFICATION - POSITION NUMBER:
o . BMS 038 o
. DEPARTMENT: DESIGNATION/CLASSIFICATION:
| Parliamentary Service o Cleaner, NPU2
- DIVISION' LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service Cleaner
' BRANCH: REPORTING TO:
' Building & Maintenance & Technical Services | Supervisor - Cleaner .
"LOCATION: INCUMBENT:

- Parliament House, Waigani, NCD

HISTORY OF POSITION

_NPFILENO. ' DATE OF VARIATION _DETALS
_ORG.1-14  30/10/14 ...Reno. Redes, Reclass. Revised Duties
ORG:2-18 __ 24/09/18 Abolished/Created

2. PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices. toilets. corridors and the building

as a whale.

3. DIMENSION:

Budget:
Staff.
Others:

NA
NA
NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

+ Report any matters required for cleaning to the Cleaner Supervisor
» Clean and mop Members and staff offices and corridors

+ Remaove rubbish from office bins

« Clean and vacuum the chamber carpet

= Clean toilets. corridor walls and windows

s (Clean and mop the conference rcoms

s Clean all links and walk ways between buildings

+ Clean stair ways and pelish the outside tile

+ Wash rubbish bins and dirty mops

» Agsist with task given by the Cleaner Supervisor or Director

Py ion Deseripron

Form s M2



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relaticnship is shown in this graphical form hereunder

Supervisor Cleaner L
ISy

'

[ Cleaner ] [Other Building and Maintenance &}

Technical Services Staff

5.2 Internal:
» Cleaning of staff offices and corridors in the building
+ Cleaning of members offices and cormridors

5.3 External: NA

5.4 Work Envirocnment
This position is a cleaner position and the incumbent for this position is required to
provide guality and professional skills_ 1t is vital that the incumbent must possess high
quality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
+ Delivery of high standard services t¢ the organisation.
+ Meet deadlines of the immediate Supervisor and the ligher management

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
s Prefer Grade 10 and higher

6.2 Experience
+ 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

6.3 Knowiledge
¢ Cleaning apparatus
o Ciganmy chieimicals
= Safety reqgulations

2. B ioh Jescription Fofm O & M2



6.4 Skills
» Team oriented

+ Language skilis
« Work under minimum supervision

STATEMENT BY THE EMPLOYER AND EMPLOYEE

I make this solemn declaration by virtue of the Caths. Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particutar.

""" Signature Signature
Employer {or its delegate) Employee
~ Date " Date
| )
fov-

{ i

L T e ol [ TP L, £ G RA D
PO AL JlJl.ILJH Form & M2



bRl 5o

PARLIAMENTARY SERVICE ¥ '

JOB DESCRIPTION
1. IDENTIFICATION ' POSITION NUMBER:
L BMS 033 o i}
. DEPARTMENT:  DESIGNATION/CLASSIFICATION:
Parliamentary Service .. ..Cleaner, NPU2 _
| DIVISION: LOCAL DESIGNATION:
- Parliamentary Corporate & Support Service , Cleaner
BRANCH: REPORTING TO:
Building & Maintenance & Technical Services Supervisor - Cleaner
LOCATION: - INCUMBENT:
Parliament House, Waigani, NCD : )

HISTORY OF POSITION

NP FILENO. DATE OF VARIATION | DETAILS
| ORG!1 - 14 . 30710114 | Reno, Redes, Reclass, Revised Duties —
| ORG 2-18 | 24/09/18 Abolished/Created ]

2.  PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, toilets. corridors and the building
as a whole.

3.  DIMENSION:

Budget:
Staff:
Others:

NA
NA
NA

4, PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

* Report any matters required for cleaning to the Cleaner Supervisor
« Clean and mop Members and staff offices and corndors

+ Remove rubbish from office bins

« (lean and vacuum the chamber carpet

« (lean toilets. corridor walis and windows

+ (lean and mop the conference rooms

» (Clean all links and walk ways between buildings

« Clean stair ways and polish the outside tile

= Wash rubbish bins and dirty mops

» Assist with task given by the Cleaner Supervisor or Director

i [ty Deseripiion FOrNY U Mg



5. NATURE AND SCOPE:

5.1

5.2

5.3

5.4

5.5

5.6

Reporting Relationship
This position reports to the Supervisor Cleaner. Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organizaticn The reporting
relationship is shown in this graphical form hereunder

L Supervisor Cieaner | /_; 3 _3&?._;
* fon i
g /.80 51
{ /
. ]

-,

Cleaner Other Building and Maintenance &J
\_____Technical Services Staff

Internalk:
+ Cleanmng of staff offices and corridors in the building
» Cleaning of members offices and corridors

External: NA

Work Environment
This position is a cleaner position and the incumbent for this position is reguired to
provide quality and professionatl skills. It is vital that the incumbent must possess high
quality professional conduct.

Constraints Framewoerk and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
+ Delivery of high standard services to the organisation.
+ Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

ba

Qualification
» Prefer Grade 10 and higher

Experience
» 3 -5 years of cleaning experience in simitar position in other recognised organizations
is highly regarded.

Knowledge
» Cleaning apparatus

_ o
*®oTdltiy] LhcHiLar

» Safety regulations
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6.4 Skills
o Team oriented

¢ [anguage skills
Work under minimum supervision

1962, conscientious believing the statement contain therein to be true in every particuiar

Signature

Signature
Employer (or its delegate) Employee
_____________ Sae R

[
P
et
; 4 s
/g5 1M
I
3 N Jubi Description

STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act



R T S
PARLIAMENTARY SERVICE ¢ La by I
JOB DESCRIPTION !
1. IDENTIFICATION UPOSITION NUMBER: T
o o ._..bBwmsps0 _
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service Supervisor — Cleaning Team 3, NPO1
DIVISION: LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service Supervisor — Cleaning Team 3
" BRANCH: REPORTING TO:

_Building & Maintenance & Technical Services Assistant Director Building & Maintenance

"LOCATION:
~Parliament House, Waigani, NCD

'NPFILENO. ' DATE OF VARIATION DETALS =
 ORG:1-14 :30/10/114 - Reno, Redes, Reclass, Revised Duties
ORG:2-18__ _ _24/0918 . Abolished/Created
— : — o I
2. PURPOSE:
Perform as a Cleaner Supervisor in the Building and Maintenance & Technical
Services Division and is responsible for the cleanliness of afl teilets, offices, corridors.
windows and the building as a whole.
3.  DIMENSION:
Budget: NA
Staff: g Staff
Others: NA
4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

]

INCUMBENT:

HISTORY OF POSITION

Supervise all Cleaners and write monthiy reports

Clean and mop Members offices, staft offices and conference rooms and corridors
Remaove rubbish from office & toilet bins and wash bins

Distribute of cleaning chemicals. cleaning items and toiletries

Clean all stair ways. links and walk ways between buildings and palish the outside
tiles

Check and clean all tollets, corridor walls and windows {Exterior and interior)
Clean & mop alt corridors and buff the floor tiles

Report any urgent matters regarding cleaning to the Director

Assist with task given by the Director and/or the management

Keep records of cleaning items and do roster for the cleaners

g 1.1 ol .. . R
o ol Jesciiptivi Form G&MZ



5. NATURE AND SCOPE:

5.1

5.2

53

5.4

55

5.6

Reporting Relationship
This position reports to the Assistant Director - Building & Maintenance and then to
the Director - Building and Maintenance & Technical Services and the incumbent
works with the staff within the division to ensure that the services provided meets the
expectation of the organization. The reporting relationship is shown in this graphical
form hereunder

Assistant Director
Building & Maintenance

| | S
[ Supervisor C!eaner] [ Other Building and Maintenance &

Technical Services Staff

Internal: P\*M f
« Cleaning of staff offices and corridors in the building / N 2
+ Cleaning of members offices and corridors ?’g ;’ © jk 6
External:

« Liaise with relevant companies for chemicals and supplies

Work Environment
This position is a supervisor pesition and the incumbent for this position is required to
provide guality and professional skiils. It is vital that the incumbent must possess high
quality professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
s Delivery of high standard services to the organisation.
« Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

Qualification
e Prefer Grade 10 and higher or other related Certificates

Experience
» 3 -5 years of supervisory role in cleaning or in simiar position in other recognised
organmizations is highly regarded.

Knowledge

Cleaning apparatus
Cleaning chemicals
Safety regulations

g P T e y
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6.4 Skills
« Team oriented
+ Language skills
« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1862. conscientious believing the statement contain therein to be true in every particutar

Signature Signature
Employer (or its delegate) Employee
Date S

3 e Joh Description Form Q& M2
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PARLIAMENTARY SERVICE T
JOB DESCRIPTION
1. IDENTIFICATION . POSITION NUMBER:
e ., BMS 04
| DEPARTMENT: - DESIGNATION/CLASSIFICATION:
| Parliamentary Service . Cleaner,NPU2Z
+ DIVISION: - LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service . Cleaner
 BRANCH: REPORTING TO:
| Building & Maintenance & Technical Services  Supervisor - Cleaner
| LOCATION: INCUMBENT:

| Parliament House, Waigani, NCO

HISTORY OF POSITION

NP FILE NO. DATE OF VARIATION | DETAILS L
"ORG1-14_ | 301014 Reno, Redes. Reclass, Revised Dutes
_ORG 2-18 _ _|24/0818 Abolished/Created

| _

2. PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices. toilets, corridors and the building
as a whole.

3.  DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

¢ Report any matters required for cleaning to the Cleaner Supervisor
e Clean and mop Members and staff offices and corridors

+ Remove ruthbish from coffice bins

+ Clean and vacuum the chamber carpet

« Clean toilets, cornidor walls and windows

= Clean and mop the conference rooms

s Clean all links and walk ways between buildings

s (lean stair ways and poelish the ocutside tile

s Wash rubbish bins and dirty mops

+ Assist with task given by the Cleaner Supervisor or Director

g re Eool T g ke | e A S
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5.  NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner. Assistant Director - Building &
Maintenance and then to the Director - Buiiding and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
reiationship is shown in this graphical form hereunder

L Supervisor Cleaner ] .’-' }._)-{

1
Cleaner Other Building and Maintenance &
Technical Services Staff

5.2 Internal:
« Cleaning of staff offices and corridors in the building
¢ Cleaning of members offices and corridors

5.3 External: NA

5.4 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills_ It is vital that the incumbent must possess high
guality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
* Delivery of high standard services to the crganisation.
* Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e Prefer Grade 10 and higher

6.2 Experience
+ 3 -3 years of cleaning experience in similar position in other recognised organizations
s highly regarded.

6.3 Knowledge
« Cleaning apparatus

- \th:dllidly L.IIUHIIL—dIb

» Safety regulations

2 5 job Description Forms G &M 2



6.4 Skilis
+ Team oriented
¢ | anguage skills
s  Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1862. conscientious believing the statement contain therein to be true in every particular.

 Signature o Signature
Employer {(or its delegate) Employee
Cbae Cpate

3 i fub Descriptio Form O M?2



PARLIAMENTARY SERVICE /" 25 T0h
JOB DESCRIPTION g

1. IDENTIFICATION . POSITION NUMBER:
. DEPARTMENT: DESIGNAT%ON!CLASSIFICATION
| Parliamentary Service Cleaner, NPU2 ~
' DIVISION: | LOCAL DESIGNATION:
Par_lmgntary Corporate & Support Service . Cieaner
 BRANCH: . REPORTING TO:
| Building & Maintenance & Technical Services Supervisor - Cleaner
' LOCATION: INCUMBENT: -
g Parliament House, Waigani, NCD

HISTORY OF POSITION

. NP FILE NO. | DATE OF VARIATION |DETAILS _ -
[ORG1-14  130/10/14 | Reno, Redes. Reclass, Revised Duties
| ORG: 2-18 E 24/09/18 o Abolished/Created

2. PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, toilets, corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4, PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Report any matters required for cleaning to the Cleaner Supervisor
* Clean and mop Members and staff offices and corridors

+ Remove rubbish from office bins

e Clean and vacuum the chamber carpet

« Clean toilets, corridor wails and windows

+ Clean and mop the conference rooms

» Clean ali links and walk ways between buildings

+ Clean stair ways and polish the cutside tile

» Wash rubbish bins and dirty mops

« Agsist with task given by the Cleaner Supervisor or Director

i 1 job Tlescriptiun Porir O & M2



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner. Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

[ Supervisor Cleaner J A LJW\.S‘/‘
|

I 1
{ Cleaner J [Other Butiding and Maintenance &w

... Technical Services Staff |

5.2 Internal:
» Cleaning of staff offices and corridors in the building
+ Cileaning of membpers offices and corridors

5.3 Externai: NA

5.4 Work Environment
This position is a cleaner position and the incumbent for this position s required to
provide quality and professional skills. It is vital that the incumbent must possess high
quality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
« Delivery of high standard services to the organisation.
+ Meet deadlines of the immediate Supervisor and the luigher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.4 Qualification
s Prefer Grade 10 and higher

6.2 Experience
« 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

m
(PN

Knowledae
» Cieaning apparatus
» Cleaning chemicals
» Safety reguiations

3! I'ne®
W

ERE T S ey FY LR R
a I Juln w sl TG Povhin & M 2



6.4 Skills
 Team criented
« Language skills
o Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this sclemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Sigratire T e natare T
Employer (or its delegate) Employee
Date [ Date
. \ g
}‘r@w’*—/ﬁ] e ! iu’
/ 1Y o) i
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PARLIAMENTARY SERVICE / ‘/%A}Zg j! &
JOB DESCRIPTION Poft 2t
b
1. IDENTIFICATION [POSITION NUMBER:
e e . BMS 043 L .
DEPARTMENT: - DESIGNATION/CLASSIFICATION:
. Parliamentary Service _Cleaner, NPU2
DIVISION: " LOCAL DESIGNATION:
“Parliamentary Corporate & Support Service | Cleaner
BRANCH: "REPORTING TO:
_Building & Maintenance & Technical Services , Supervisor - Cleaner -
- LOCATION: ' INCUMBENT:
_ Parliament House, Waigani, NCO SO e
HISTORY OF POSITION
_ NPFILENO. | DATE OF VARIATION | DETAILS L
 ORG:1 - 14 - | 30/1MomM4 | Reno, Redes, Reclass, Revised Duties
| ORG:2-18 24/09/18 | Abolished/Created I
] o SO S

2. PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, toilets, corridors and the bullding
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others.: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Report any matters required for cleaning to the Cleaner Supervisor
« Clean and mop Members and staff offices and corndors

¢ Remove rubbish from office bins

= (Clean and vacuum the chamber carpet

s (lean toilets, corridor wails and wingows

e Clean and mop the conference rooms

= Clean all links and walk ways between buildings

» (Clean stair ways and polish the outside tile

+ Wash rubbish bins and dirty mops

+ Assist with task given by the Cleaner Supervisor or Director

1i s o Thesciplion Fipian Q&M T



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Bulding and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

\
{ Supervisor Cleaner } /’

| 1
[ Cleaner J FJther Building and Maintenance &w‘

; Technical Services Staff !

5.2 Internal:
¢ Cleaning of staff offices and corridors in the building
o Cleaning of members offices and corridors

5.3 External: NA

54 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide guality and professional skills. It 1s vital that the incumbent must possess high
guality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
= Delivery of high standard services to the arganisation.
* Meet deadiines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+ Prefer Grade 10 and higher

6.2 Experience
* 3-5years of cleaning experience in similar position in other recognised organizations
is highly regarded.

6.3 HKnowiedge
+ Cleaning apparatus
« Cleaning chemicals

(A~
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o Safety regulations

6.4 Skills
= Team oriented
+ Language skills
» Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutery Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature Signature
Empioyer {or its delegate) Employee
Date e S g
'w1 .
7 -~ f}"r/n") {5
f L»;-,,;U){;’r' /

.......
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PARLIAMENTARY SERVICE HS b 5 ;
JOB DESCRIPTION
1. IDENTIFICATION | POSITION NUMBER: -
o e BMS 044 e
DEPARTMENT: ' DESIGNATION/CLASSIFICATION:
. Parliamentary Service _ _____________________ﬁ_(_2__I_ganer, NPU2 B
. DIVISION: - LOCAL DESIGNATION.
_Parliamentary Corporate & Support Service ___ Cleaner N __
BRANCH: . REPORTING TO:
| Building & Maintenance & Technical Services | Supemsor Cleaner
LOCATION: ! INCUMBENT:
_Parliament House, Waigani, NCD L

HISTORY OF POSITION

NP FILE NO. DATE OF VARIATION ' DETAILS

“ORG:1-14 30;’10!14 o Reno_ 'Redes, Reclass, Revised Duties i

"ORG:2-18 ‘___24_1_09!18 o Abolished/Created )
2.  PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices. toilets, corndors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

+ Report any matters required for cleaning to the Cleaner Supervisor
+ Clean and mop Members and staff offices and corridors

» Remove rubbish from office bins

o Clean and vacuum the chamber carpet

o (Clean tcilets. corridor walls and windows

« Clean and mop the conference rooms

¢ Clean all links and walk ways between buildings

« Clean stair ways and polish the outside tiie

s+ Wash rubbish bins and dirty mops

» Assist with task given by the Cleaner Supervisor or Director

[ B Tub Shesoription Fonsn G&MZ



5. NATURE AND SCOPE:

5.1

52

5.3

5.4

5.5

5.6

Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
refationship is shown in this graphical form hereunder

s : —
:  Supervisor Cleaner J ~ i
o

|

| |
Cleaner ] [Other Building and Maintenance & )

Technical Services Staff )

internal:
» Cleaning of staff offices and carridors in the butlding
» Cleaning of members offices and corridors

External: NA

Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide guality and professionat skills. It is vital that the incumbent must possess high
quality professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
« Delivery of high standard services to the organisation.
e Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

Qualification
» Prefer Grade 10 and higher

Experience
« 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

Knowledge
+ Cleaning apparatus
s Cleaning chemcals
» Safety regulations

S juli Heaviiphon Furinn O &AM 2



6.4 Skills
e Team criented
s Language skills
o Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature Signature
Employer (or its delegate) Employee
........ bate T R Date

3 i vl Description Form 3 &M



PARLIAMENTARY SERVICE i d
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER:
e ... ... .,Bmsoas B
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service o Cleaner, NPU2 )
DIVISION: LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service | Cleaner o
BRANCH: REPORTING TO:
~Building & Maintenance & Technical Services Supervisor - Cleaner
LOCATION: INCUMBENT:
_Parliament House, Waigani, NCD N

HISTORY OF POSITION

"NPFILENO.  DATE OF VARIATION | DETAILS o
- ORG1-14 _____________§_C_}_f__1__[__)j__14 _ Reno Redes, Reclass, Revised Duties
ORG 2-18 , 24/09/18 Abolished/Created

2. PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleantiness of all offices. tcilets, corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4.  PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

s Report any matters required for cleaning to the Cleaner Supervisor
« Clean and maop Members and staff offices and corridors

+ Remove rubbish from office bins

s (Clean and vacuum the chamber carpet

+ Clean toilets. corridor walls and windows

+ (Clean and mop the conference rooms

+ Clean all links and walk ways between buildings

s (Clean stair ways and polish the outside tile

+« Wash rubbish bins and dirty mops

» Assist with task given by the Cleaner Supervisor or Director

. 1 tyi™ 1. L. Lo N . - P H -
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5. NATURE AND SCOPE:

5.1

5.2

5.3

5.4

5.5

5.6

Reporting Relationship
This position reports to the Supervisar Cleaner, Assistant Director - Buitding &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

{ Supervisor Cleaner }

'!bg objﬁ

l

f . .
[ Cleaner J Other Building and Maintenance &\J

Technical Services Staff

Internal:
» Cleaning of staff offices and corridors in the building
¢ Cleaning of members offices and corridors

External: NA

Work Environment
This position is a cleaner position and the incumbent for this position i1s required to
provide quality and professional skills. It is vital that the incumbent must possess high
quality professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
« Delivery of high standard services to the organisation.
* Meet deadiines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

Qualification
e Prefer Grade 10 and higher

Experience
s 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

Knowledge
« Cleaning apparatus
« Cleaning cheimicais

« Safety regulations

-7
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6.4 Skills
« Team oriented
» Language skilis
» Work under minimum supervision

7.  STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

‘Signature Signature
Employer (or its delegate) Employee
Date  Date
\'} R
Do ie
W

3| [ jab Doscrption Fermy (1 & 8 2
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PARLIAMENTARY SERVICE : g
JOB DESCRIPTION

1. IDENTIFICATION " POSITION NUMBER:
e o _BMS 046
DEPARTMENT;  DESIGNATION/CLASSIFICATION:
Parliamentary Service ) ____| Cleaner, NPU2
. DIVISION: | LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service | Cleaner S
- BRANCH: | REPORTING TO:
. Building & Maintenance & Technical Services | Supervisor - Cleaner
i . LOCATION: INCUMBENT

 Parliament House, Waigani, NCD

HISTORY OF POSITION

"NPFILENO.  ~DATE OF VARIATION | DETALS
| ORG:1- 14 130/10/14 1 Reno, Redes, Reclass, Revised Duties
’ ORG 2-18 24!09;’ 18 1 Abolished/Created
L S S — N,
2. PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, toilets, corridors and the building
as a whole.
3. DIMENSION:
Budget: NA
Staff: NA
Others: NA
4.  PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Report any matters required for cleaning to the Cleaner Supervisor
Clean and mop Members and staff offices and corndors

Remave rubbish from office bins

Clean and vacuum the chamber carpet

Clean toilets. corridor walls and windows

Ciean and mop the conference rooms

Clean ali links and walk ways between buildings

Clean stair ways and polish the cutside tite

Wash rutbish bins and dirty mops

Assist with task given by the Cleaner Supervisor or Director

Tt i LT D e, M LI
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5. NATURE AND SCOPE:

5.1

5.2

5.3

5.4

5.5

5.6

Reporting Relationship
This position reperts to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization The reporting
relationship is shown in this graphical form hereunder

Er Supervisor Cleaner ]
i

1 i
[ Cleaner J [Other Building and Maintenance &W

Technical Services Staff

n
Internal: LA

P /
+ Cleaning of staff offices and corridors in the building / ,__,.--f)D } If g
+ Cleaning of members offices and corriders -}ka; /

External: NA

Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. [t is wital that the incumbent must possess high
gquality professional conduct

Constraints Framework and Boundaries
Ruies/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
¢ Delivery of high standard services to the organisation.
« Meet deadlines of the immediate Supervisor and the higher management

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

Qualification
+« Prefer Grade 10 and higher

Experience
« 3 -5 years of cleaning experience in similar position in other recognised crganizations
18 highly regarded.

Knowledge
= (Cleaning apparatus
Pl o mopm ppm ot o= by o g o

. ; -
- wAcalig IH LW Ll RRRRWY. ) B )

» Safety regulations
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6.4 Skills
s Team priented
¢ lLanguage skills
» Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature I ~ Signature
Employer {or its delegate) Employee
_________________ Bate” - b

' The S T T S I e 2 R T
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PARLIAMENTARY SERVICE . ;
JOB DESCRIPTION /
1. IDENTIFICATION | POSITION NUMBER:
. e ——— e e . e —— BMS 047
DEPARTMENT: _'_ESIGNATIONICLASSIFICATION
Parliamentary Service | Cleaner, NPU2 i
DIVISION: LOCAL DESIGNATION:
Parliamentary Corporate & Support Service H ' Cleaner
BRANCH: - REPORTING TO:
Building & Maintenance & Technical Services _ - Supervisor - Cleaner_ o
- LOCATION: ' INCUMBENT

. Parliament House, Waigani, NCD

HISTORY OF POSITION

'NPFILENO. | DATE OF VARIATION [ DETAILS

_ORG:1-14 30/10/14  [Reno, Redes, Reclass, Revised Duties
'ORG.2-18  |24/0918 | __ Abolished/Created
2, PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleaniiness of all offices, toilets, corridors andg the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4, PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Report any matters required for cleaning to the Cleaner Supervisor
¢ Clean and mop Members and staff offices and corridors

+ Remove rubbish from office bins

s Clean and vacuum the chamber carpet

e Clean toilets, corridor walls and windows

s (Clean and mop the conference rcoms

s Clean all links and walk ways between buildings

» Clean stair ways and polish the cutside tile

¢ ‘Wash rubbish bins and dirty mops

» Assist with task given by the Cleaner Supervisor or Director

Tl . N 4 P I | "
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NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Supervisor Cleaner. Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

L Supervisor Cleaner |

/i:;fgl/bé 9

| 1
L Cleaner J [Other Building and Maintenance &1

Technical Services Staff

5.2 Internal:
» Cleaning of staff offices and corridors in the building
« Cleaning of members offices and corridors

5.3 External: NA

5.4 Work Envirecnment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professionai skills. It is vital that the incumbent must possess high
quality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
« Delivery of high standard services to the organisation.
+ Meet deadiines of the immediate Supervisor and the higher management.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+ Prefer Grade 10 and higher

6.2 Experience
« 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

6.3 Knowledge
» Cleaning apparatus
» Cieaning cnemicais
+ Safety regulations

21 () fob Desaipiaon Form G & MY



6.4 Skills
¢ Team oriented
+ Language skills
» Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

I make this sclemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

Signature Sighature
Empioyer (or its delegate) Employee
Date

3 Py ioli Besceiption Form Q& M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:
cee....BMSO0A8 o
DEPARTMENT: - DESIGNATION/CLASSIFICATION:

Parliamentary Service - Cleaner, NPU2
DIVISION: : LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service | Cleaner S .
BRANCH: - REPORTING TO:
Building & Maintenance & Technical Services | Supervisor - Cleaner
LOCATION: INCUMBENT:

- Parliament House, Waigani, NCD

HISTORY OF POSITION

'NPFILENO. | DATE OF VARIATION | DETAILS o
ORG:1-14 30/1014 | Reno, Redes, Reclass, Revised Duties
ORG:2-18 | 24/0918 o Abolished/Created

2. PURPOSE:
Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleantiness of all offices, toilets, corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staft: NA
Cthers: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Report any matters required for cleaming to the Cleaner Supervisor
¢ Clean and mop Members and staff offices and corridors

» Remove rubbish from office bins

¢ Clean and vacuum the chamber carpet

s Clean tollets. corridor walls and windows

s Clean and mop the conference rooms

s (Clean all Iinks and walk ways between buildings

« Clean stair ways and polish the outside tile

« Wash rubbish bins and dirty mops

« Assist with task given by the Cleaner Supervisor or Director

I
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5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Superviser Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphical form hereunder

il E
i Supervisor Cleaner J

i

| I 1
[ Cleaner ] [ Other Building and Maintenance &J

Technical Services Staff

! S
i SR
5.2 internal: //i\;{//ozz W,
« Cleaning of staff offices and corridors in the building b
» (Cleaning of members offices and corridors

5.3 External: NA

5.4 Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the mcumbent must possess high
guality professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Challenges
« Delivery of high standard services o the organisation.
s Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Prefer Grade 10 and higher

6.2 Experience
» 3 -5 years of cleaning experience in similar position in other recognised organizations
is highly regarded.

6.3 Knowledge
+ (Cleamng apparatus
» Cleaning chemicais

+ Safety regutations
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6.4 Skills
+ Team coriented
+ Language skills
o Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature ~ Signature
Emplayer (or its delegate) Employee
 Date . Date
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FARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATICN  POSITION NUMBER:

- DEPARTMENT: - DESIGNATION/CLASSIFICATION:

. Parliamentary Service ~__Cleaner, NPU2 .
. DIVISION: LOCAL DESIGNATION:

- Parliamentary Corporate & Support Service Cleaner _

: BRANCH: “REPORTING TO:

. Building & Maintenance & Technical Services - Supervisor - Cleaner

| LOCATION: INCUMBENT:
| Parliament House, Waigani, NCD :

HISTORY OF POSITION

[NPFILENO. | DATE OF VARIATION | DETAILS

*ORG 1-14 | 30/10/14 - Reno, Redes, Reclass, Revised Duties
: ORG 2-18 24f09118 Abolished/Created

2. PURPOSE:

Perform as a Cleaner in the Building and Maintenance & Technical Services Division
and is responsible for the cleanliness of all offices, toilets. corridors and the building
as a whole.

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

+ Report any matters required for cleaning to the Cleaner Supervisor
« Clean and mop Members and staff offices and corridors

+ Remove rubbish from office bins

s Clean and vacuum the chamber carpet

+ Clean toilets. corrider walls and windows

+ Clean and mop the conference rooms

« Clean all links and walk ways between buildings

+ Clean stair ways and polish the outside tile

+ \Wash rubbish bins and dirty mops

» Assist with task given by the Cleaner Supervisor or Direcior

11 [EaN Toh Besiriptian Froorm 1Y & M2



5. NATURE AND SCOPE:

5.1

5.2

5.3

54

5.5

5.6

Reporting Relationship
This position reports to the Supervisor Cleaner, Assistant Director - Building &
Maintenance and then to the Director - Building and Maintenance & Technical
Services and the incumbent works with the staff within the division to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown in this graphicat form hereunder

[ Supervisor Cleaner W iR ST
) I

J 7/%{ oG [( y

W

| 1
{ Cleaner J [Other Building and Maintenance &1

Technical Services Staff

Internal:
« Cleaning of staff offices and corrndors in the building
+ Cleaning of members offices and corridors

External: NA

Work Environment
This position is a cleaner position and the incumbent for this position is required to
provide quality and professional skills. It is vital that the incumbent must possess high
guality professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
s Delivery of high standard services to the organisation.
» Meet deadlines of the immediate Supervisor and the higher management.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

Qualification
¢ Prefer Grade 10 and higher

Experience
e 3 -5 years of cleaning experience in similar position in other recognised arganizations
is highly regarded.

Knowledge
+ (leaning apparatus
e Cleaning chemicals

+ Safety regulations

P Inh Degeription Form O & M2



6.4 Skilis
¢« Team orented
« |anguage skills
+« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature ' Signature
Employer (or its delegate) Employee
Date ' ' Date

)
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PARLIAMENTARY SERVICE
JOB DESCRIPTION
1. IDENTIFICATION POSITION NUMBER: N
S ... . BMsSoS0
DEPARTMENT.: ' DESIGNATION/CLASSIFICATION:
_Parliamentary Service o ) Assistant Director — Technical Services, NP11
DIVISION: LOCAL DESIGNATION:
Parliamentary Corporate & Support Service Assistant Director — Technical Services ==~~~
BRANCH: REPORTING TO:
_Building & Maintenance & Technical Services | Director Build & Maintenance & Technical Services
LOCATION: INCUMBENT:
_ Parliament House, Waigani, NCD S _ S
HiISTORY OF POSITION
"NPFILENO. [ DATEOF \_!ARIATION  DETAILS S ' o
_O_F\LG 1-14 __ﬂ!_10{14 - Reno Redes Reclass, Revised Duties . B
| ORG:2-18 | 24/09/18 __j(_ Created
2. PURPOSE:

+ Perform as Assistant Director to the Director Building and Maintenance & Technical
Services in charge of the administration of the Technical Services. These services
play a vital role in providing efficient services to this very high institution which
include; Technical, Electrical and the Air Condition & Refrigeration and the Transport
Services

« Responsible for all matters relating to each of the sections under the Technical
Services that require attention and Technical Services staff needs.

3.  DIMENSION:
Budget: NA

Staff: 21 staff including Technicians, Electrictans, Refrnigeration Mechanics.  Mechanics
and Transport with 4 reporting directly

Others: These 4 Sections under the Technical Services play important rofes to the institution
and they are to function effectively in order to provide efficient services. Adequate
funding is reguired

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}
« Deputise and assist in administration of the division on matters relating to Technical
Services
Provide efficient information on matters relating tc Technical Services
Maintain records of equipment used by each of the sections
Develop strategies and work plan for each sectons sc¢ that quality outcome s
achieved
Aftend to Technical stafi matters and needs.
Ensure appropriate services are provided by each section

L 3
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» Ensure ail Technicai Staff provide efficient services and also follow satety rules

¢ Assist members of parliament. their staff and the Parliamentary staff on gueries
relating to Technical Services

« Do inventory on all technical items used and place order for new stock

¢ Perform any other duties that is required by the Director or the Management

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Director — Building & Maintenance and Technical
Services and the incumbent works [aterally with the staff within the division to ensure
that the services provided meets the expectation of the office and the organization
The reporting relationship is shown in this graphical form hereunder.

Director Building and Maintenance
and Technical Services 1/3; 03 C’

| s
{ Assistant Director — J {Other Buiiding and Maintenance &]

Technical Services Technical Services Staff

5.2 Internal:
» Assist the Director - Building and Maintenance & Technical Services in administrative
duties for the Technical Services
» Report to the Director - Building and Maintenance & Technical Services an issues
affecting the Technical Services
» Attend to queries relating to Technical Services raised by the Members of Parliament,
their staff and the Parliamentary Services Staff

5.3 External:
« Liaise with suppiiers and spare part dealers for supplies and parts
e Negotiate with contractors for efficient and quality services

54 Work Environment
This position 1s an Assistant Director position and the incumbent for this position is
required to provide proper office administrative procedures and skills. it 1s vitai that
the incumbent must possess high quality of professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
+ Understand industriai trades and safety regulations.
s Understand the Pariiamentary Services Act

Decisions: NA
Recommendations: NA

5.6 Challenges
= Delivery of high standard Technical Services for the insttution
+ Meet deadlines by the Director on any issues that are related to the sections
* Adequate funding for these sections

21 PS tb Description Form D& M 2



6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+ Degree in either Electronics and communication Engineering, Electrical Engineering
or Refrigeration Mechanic cr relevant trade

6.2 Experience
e 5. 10 years of experience in similar environment and conditions in other
organizations is highly regarded.

6.3 Knowledge
» Excellent knowiedge of all different Technical Services trades
« Function for each of the Sections under the Technical Services
¢ Deep understanding of each of the sections functions

6.4 Skills

Computer skills

Language skilis

Team oriented

Excelient negotiation and represenational skills.

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

‘Signature ~ Signature
Employer {or its delegate) Employee
T ate

31 Ps [ob Desceription Form QO & M2
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PARLIAMENTARY SERVICE 7, ;0»5 / ;
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER:
. BmMsos1

DEPARTMENT: | DESIGNATION/CLASSIFICATION

_Parliamentary Service o Supervisor, Transport Service, NP09
DIVISION: : LOCAL DESIGNATION:
* Parliamentary Corporate & Support Service ‘ Tranquglt__§5;£ry£qg__.

BRANCH: REPORTING TO:
_Building & Maintenance & Technical Services Assistant Director Technical Services
LOCATION: INCUMBENT:
Parliament House, Waigani, NCD

HISTORY OF POSITION

"NPEILENO. | DATE OF VARIATION | DETAILS
"ORG:1 - 14 30/10/14 } Reno. Redes, Reclass, Revised Duties
ORG 2-18 24/08118 . _Abolished/Created -
| - -

2. PURPOSE:
« Perform as the person in charge of ali Transport within the organisation. Supervise
operations of the Transport Section, keep records and maintain the Parliament fleet.

3. DIMENSION:

Budget: NA
Staff; 8 staff including two mechanics and six drivers
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Keep accurate record of all Parliament fieet

s Check all vehicle conditions

+ (Organise transport for staff

s Check and order fuel for vehicles

« Obtain quotations for spare parts for vehicles

s Organise drivers for daily official runs

» Do duty roster for drivers

« Do accident and damage reports for vehicles to the Director

+ Renew registration and safety stickers for Parliament fleet

= Attend to any request from Director - Building and Maintenance & Technical Services
or the Executive Division

1! BAN foh Descrintion FormO& M2



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Assistant Director — Technical Services and the incumbent
works laterally with the staff within the parliamentary services and members of
parliament & their staff o ensure that the services provided meets the expectation of
the organization. The reporting reiationship is shown in this graphical form hereunder.

.
Assistant Director Technical _}!A}mmJ )
Services /o %"_}?u'} 7y 7
r
1 1

Technical Services Staff

[ Transport supervisor ] (6ther Building and Maintenance & |

5.2 Internal:
s Assist in providing transport and drivers to the organisation
+ Record and care for all parliamentary vehicles.
+ Maintain and repair all Parliamentary Vehicle.

53 External:
« Liaise with car dealers and other spare part dealers for parts and supplies

5.4 Work Environment
« This position is a supervisors’ position and the incumbent for this position is required
to facilitate proper records and well maintained vehicles. It is vital that the incumbent
must possess high quality of professional conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand traffic rules and safety regulations.

Decisions: NA
Recommendations: NA

56 Challenges
» Deliver high standard Transport Service.
« Meet deadlines set by the management

8. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Grade 12 certificate and qualified Tradesmen mechanic certificate

6.2 Experience

e 3 -5 years of experience in transport supervisory role in other reputable organizations
is highly regarded.

2 (B Ioh Deseription Form O & M2



6.3 Knowledge
s Excellent understanding vehicles
+ Organise and arrange Transport (official and protocol}

6.4 Skills
« Computer skills
s lLanguage skifis
« Team oriented
» Excellent negotiation and representational skills.

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this sclemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1662, conscientious believing the statement contain therein to be true in every particular.

Signaturé - - '-m“éi_g_riéture
Employer {(or its delegate) Employee
‘Date  Date

.\'i
l}}\’yﬁ&' ViR

/% /oh )
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PARLIAMENTARY SERVICE PR /
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service Chauffeur (Speaker’s Office}, NP6
- DIVISION: LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service Chauffeur {Speaker’s Office) _—
. BRANCH: REPORTING TO:
. Buitding & Maintenance & Technical Services | Supervisor — Transport Service
 LOCATION:

. Parliament House, Waigani, NCD

INCUMBENT:

HISTORY OF POSITION

_NPFILENO. | DATE OF VARIATION |DETAILS o .
~ORG:1 - 14 30/10/14 Reno, Redes, Reclass, Revised Duties

ORG:2-18 | 24/09/18 - Abolished/Created

2. PURPOSE:

Perform as Senior Driver with the Transport Section within the Building and
Maintenance & Technical Services Division to provide driving for Parliamentary
Services

3. DIMENSION:

Budget:
Staff:
Others:

4. PRINCIPLE

NA

NA
NA

ACCOUNTABILITIES (MAJOR DUTIES)

Check oil and water of vehicles every morning before driving.

Wash, clean, vacuum and Refuel vehicles.

Assist Parliamentary services staff doing official runs.

Drive for the Directors or the Executive Directors if required to.

Assist with staff working after hours.

Do normal morning pick up and afternoon drop off of Parliamentary Services staff at
the designated bus stops.

Do protocol runs

Be able to communicate on the two way radio

Attend to any request from the Director - Building and Maintenance & Technical
Services, other Directors and/or the Executive Directors

P< Inh Description FormO&M 2



6. NATURE AND SCOPE:

6.1

5.2

5.3

54

5.5

5.6

Reporting Relationship
This position reports to the Transport Supervisor and the incumbent works laterally
with the staff within t¢ ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graphical form hereunder.

;l i

t Transport Supervisor J

| |
Senior Driver Other Building and Maintenance &
Technical Services Staff

Internal;
» Drive for Parliamentary Services.
+ Drive for Directors or the Executive Directors if required
o Assist Parliamentary Services siaff, Members of Parliament and their staff

External:
» Liaise with car dealers and other spare part dealers for parts and supplies

Work Environment
This position is a Senior Driver positicn in the Transport section within the Building
and Maintenance & Technical Services Division of the Parliament and the incumbent
for this position must be reliable and has sober habits. It is vital that the incumbent
must possess high quality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
s Understand traffic rules and safety regulations
» Have current driver’s License
s Of sober habits

Decisions: NA
Recommendations: NA

Challenges
s Deliver high standard Transport Service.
« Keep the vehicles clean inside and outside
¢ Obeying traffic rules and avoiding road accidents

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

2|

Qualification
= A Graduate with grade 10 or higher certificate

Experience
e 3 -5 years driving experience in other reputable organizations is highly regarded.

Ps fob Description FormO&M?7Z
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6.3 Knowledge i;_ ulf
» [Excellent knowledge of all vehicles ’%& v ‘D Jl
« Minor Vehicle problems &

6.4 Skills i

+ Language skills
e Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature ' Signature
Employer (or its delegate) Employee
Bate T Date T
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1.  IDENTIFICATION

PARLIAMENTARY SERVICE d
JOE DESCRIPTION

POSITION NUMBER:
" BMS 053

;_DEPARTMENT: DESIGNATION/CLASSIFICATION:

| Parliamentary Service Driver, NPO3

. DIVISION: LOCAL DESIGNATION:

- Parliamentary Corporate & Support Service | Senior Driver

i BRANCH: REPORTING TO:

. Building & Maintenance & Technical Services Transport Supervisor

. LOCATION: INCUMBENT:

. Parliament House, Waigani, NCD N —

HISTORY OF POSITION

'NPFILENO. [ DATE OF VARIATION |DETALS
. ORG:1-14 30/10/14 Reno, Redes, Reclass, Revised Duties

QORG: 2-18 24/09/18 Abolished/Created

2. PURPOSE:

Perform as Senior Driver with the Transport Section within the Building and
Maintenance & Technical Services Division to provide driving for Parliamentary
Services

3. DIMENSION:

Budget:
Staff:
Others:

NA
NA
NA

4, PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

1!

Check ot and water of vehicles every morning before driving.

Wash. clean. vacuum and Refuel vehicles.

Assist Parliamentary services staff doing official runs.

Drive for the Directors or the Executive Directors if required to.

Assist with staff working after hours.

Do normal morning pick up and afternoon drop off of Parliamentary Services staff at
the designated bus stops.

Do protocol runs

Be able to communicate on the two way radio

Attend to any request from the Director - Building and Maintenance & Technical
Services. other Directors and/or the Executive Directors

Ps Tnh Description Form O &M 2



5. NATURE AND SCOPE:

5.1

5.2

53

54

5.5

Reporting Relationship
This position reports to the Transport Supervisor and the incumbent works laterally
with the staff within to ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graphical form hereunder.

i
Supervisor - Transport G
[ } i‘l N I.. '\

T e—

i .\ ; i
Service PN oL}

fo

s

i 1
Driver Other Building and Maintenance)
& Technical Services Staff )

Internal:
¢ Drive for Parliamentary Services.
» Drive for Directors or the Executive Directors if required
« Assist Parliamentary Services staff, Members of Parliament and their staff

External:
= Liaise with car dealers and other spare part dealers for parts and supplies

Work Environment
This position is a Senior Driver positicn in the Transport section within the Building
and Maintenance & Technical Services Division of the Parliament and the incumbent
for this position must be reliable and has sober habits. It is vital that the incumbent
must possess high quality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand traffic rules and safety regulations
+« Have current driver's License
+« Of sober habits

Decisions: NA
Recommendations: NA

5.6 Chailenges

¢ Deliver high standard Transport Service.
» Keep the vehicles clean inside and outside
« QObeying traffic rules and avoiding road accidents

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

21

Qualification
» A Graduate with grade 10 or higher certificate

Experience
» 3 -5 years driving experience in other reputable organizations is highly regarded.

PS foh Description Formfg& M2



6.3 Knowledge
s Excellent knowledge of all vehicles
s Minor Vehicle problems

6.4 Skills
« Language skills
« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particuiar.

Signature Signature
Employer (or its delegate) Employee
bate e Bie T
i)
A
/
V Lg__;o"a:;;' c]
i’ i
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PARLIAMENTARY SERVICE i
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER:
.  BMS 055
DEPARTMENT, . DESIGNATION/CLASSIFICATION:
Parliamentary Service " Driver, NP0O3
DIVISION: . LOCAL DESIGNATION:
Parliamentary Corporate & Support Service . Driver
BRANCH: REPORTING TO:
Building & Maintenance & Technical Services __ Senior Driver
LOCATION: INCUMBENT:
_Parliament House, Waigani, NCD

HISTORY OF POSITION

'NPFILENO. | DATE OF VARIATION DETAILS o
tORG 1 - 14 30/10/14 : Reno, Redes, Reclass, Revised Duties
cORG: 2-18 24/0818 Abolished/Created

2. PURPOSE:

Perform as Driver with the Transport Section within the Building and Maintenance
Division to provide driving for Parliamentary Services

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

+ Check oil and water of vehicles every morning before drniving.

o Wash. clean. vacuum and Refuel vehicles.

» Assist Parliamentary services staff deing official runs.

s Drive for the Directors or the Executive Directors if required to.

¢ Assist with staff working after hours.

s Do normal morning pick up and afternoon drop off of Partiamentary Services staff at
the designated bus stops.

» Do protecol runs

« Be able to communicate on the two way radio

« Attend to any reguest from the Director - Building and Maintenance & Technical
Services, other Directors and/or the Executive Directors

1 Ps inh Deseription Form (3 & M 7



5. NATURE AND SCOPE:

5.1

5.2

5.3

5.4

5.5

Reporting Relationship
This position reports to the Senior Driver and the incumbent works laterally with the
staff within to ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graphical form hereunder.

A

f..a%?\/" '

.3.; y i g
;" Z%;:‘: O} {F ]

¥ f:

Supervisor - Transport
Service

| 1

{ Driver ( Cther Building and Maintenance & Technical
Services Staff

Internal:
¢ Drive for Parliamentary Services.
« Drive for Directors or the Executive Directors if required
» Assist Parliamentary Services staff, Members of Parliament and their staff

External: NA

Work Environment
This posttion is a Driver position in the Transport section within the Building and
Maintenance & Technical Services Division of the Parliament and the incumbent for
this position must be reliable and has sober habits. It is vital that the incumbent must
possess high guality of professicnal conduct,

Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand traffic rules and safety regulations
» Have current driver's License
« Of sober habits

Decisions: NA
Recommendations: NA

5.6 Chatlenges

» Deliver high standard Transport Service.
» Keep the vehicles clean inside and outside
» Obeying traffic rules and avoiding road accidents

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

Qualification
« A Graduate with grade 10 or higher certificate

6.2 Experience

21

¢ 3 -5 years driving experience in other reputable organizations is highly regarded.

IS lob Deseriprion Farm (0 & M 2



6.3 Knowledge
+ Excellent knowledge of all vehicles
s Mincr Vehicle problems

6.4 Skills
* Language skilis N o
»  Work under minimum supervision Lt
PotTos |17
7 STATEMENT BY THE EMPLOYER AND EMPLOYEE |

| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature o e g e
Employer {or its delegate) Employee
CBate S

3 PS Joh Descriptinn Farm (& M 2
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION i POSITION NUMBER:
- BMS 054

"DEPARTMENT: DESIGNATION/CLASSIFICATION:
'_F_’g_ﬂ!_a_l_rpe_:_gtary Service | Driver, NPO3
. DIVISION: LOCAL DESIGNATION:
Parliamentary Corporate & Support Service | Driver

BRANCH: REPORTING TO:

Building & Maintenance & Technical Services Senior Driver

LOCATION: INCUMBENT:

Parliament House, Waigani, NCD

HISTORY OF POSITION

NP FILE NO. DATE OF VARIATION | DETAILS
"ORG:1-14 | 30/10/14 | Reno, Redes, Reclass, Revised Dutses
OBG 2-18 24/09/18 AbollshedfCreated
2. PURPOSE:
Perform as Driver with the Transport Section within the Building and Maintenance
Division to provide driving for Parliamentary Services
3. DIMENSION:
Budget: NA
Staff: NA
Others: NA
4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

11

Check oil and water of vehicles every morning before driving.
Wash, clean, vacuum and Refuel vehicles

Assist Parliamentary services staff doing official runs.

Drive for the Directors or the Executive Directors if required to.
Assist with staff working after hours.

Do normal merning pick up and afterncon drop off of Parliamentary Services staff at
the designated bus stops.

Do protocod runs
Be able to communicate on the two way radio

Aftend to any request from the Director - Building and Maintenance & Technical
Services. other Directors and/or the Executive Directors

PS
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5. NATURE AND SCOPE:
5.1 Reporting Relationship
This positien reports to the Senior Driver and the incumbent works laterally with the

staff within to ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graphical form hereunder.

[ Supervisor — Transport } Y "f __f

service i I}}L/Tv :
/f/“z,ﬁ 05 1

1
( Other Building and Maintenance & Technical
Services Staff

5.2 Internal:
» Drive for Parliamentary Services.
» Drive for Directors or the Executive Directors if required
« Assist Parliamentary Services staff, Members of Parliament and their staff

5.3 External: NA

5.4 Work Environment
This position is a Driver position in the Transport section within the Building and
Maintenance & Technical Services Division of the Parliament and the incumbent for
this position must be reliable and has sober habits. It is vital that the incumbent must
possess high quality of professional conduct,

5.5 Constraints Framework and Boundaries
Rutes/Procedures etc:
« Understand traffic rules and safety regulations
» Have current driver's License
» Of sober habits

Decisions: NA
Recommendations: NA

5.6 Challenges
» Deliver high standard Transport Service.
« Keep the vehicles clean inside and cutside
« Obeying traffic rules and avoiding road accidents

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

* A Graduate with grade 10 or higher certificate

6.2 Experience
* 3-5years driving experience in other reputable organizations is highly regarded.

21 - PS lob Description Farm O &M 2



6.3 Knowledge
s Excellent knowledge of all vehicles
+ Minor Vehicle problems

6.4 Skills
» Language skills
« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this solemn deciaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular,

Signature ' Signature
Employer (or its delegate) Employee
_____________________ Bata T S " Date

Hospor
/ L?LAQ :_:‘;O"afz"‘z?
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

IDENTIFICATION POSITION NUMBER:
DEPARTMENT: " DESIGNATION/CLASSIFICATION:
~Parliamentary Service . Driver, NPQ3
DIVISION: ' LOCAL DESIGNATION:
Parliamentary Corporate & Support Service ~ Driver
BRANCH: " REPORTING TO
- Building & Maintenance & Technical Services  Supervisor - Transport Service
LOCATION: INCUMBENT:

Parliament House, Waigani, NCD

HISTORY OF POSITION

NP FILE NO. 'DATE OF VARIATION  DETAILS

' ORG1- 14 30/10/14 . Reno, Redes, Reclass, Revised [ubes

ORG 2-18 . 24/09/18 ... Abolished/Created .
PURPOSE:

Perform as Driver with the Transport Section within the Building and Maintenance
Division to provide driving for Parliamentary Services

DIMENSION;
Budget. NA
Staff: NA
Others: NA

PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

+ Check oil and water of vehitles every morning before driving

+ Wash, clean, vacuum and Refuel vehicles.

« Assist Parliamentary services siaff doing official runs.

« Drive for the Directors or the Executive Directors if required to.

« Assist with staff working after hours

+» Do normal morning pick up and afternoen drop off of Parilamentary Services staff
at the designated bus stops.

+ Do protocol runs

+ Be able to communicate on the two way radio

e Attend to any request from the Director - Building and Mamtenance & Technical
Services. other Directors and/or the Executive Directors

NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Senior Driver and the incumbent works faterally with the
staff within to ensure that the services provided meets the expectation of the
organization The reporting relatonship is shown in this graphical form hereunder.

11 e Toh Desreinting Fryrm (Y& M2



6.

5.2

53

5.4

5.5

5.6

Transport

Supervisor - Al
{ } e

| |
[ Driver ] ( Other Building and Maintenance & Technical 1

Services Staff

Internal:
s Drive for Parliamentary Services.
» Drive for Directors or the Executive Directors if required
» Assist Parliamentary Services staff, Members of Parliament and their staff

External: NA

Work Environment
This position is a Driver position in the Transport section within the Building and
Maintenance & Technical Services Division of the Parliament and the incumbent for
this position must be reliable and has sober habits. It is vital that the incumbent must
possess high quality of professional conduct.

Constraints Framework and Boundaries
Rules/Procedures etc:
+ Understand traffic rules and safety regutations
+« Have current driver's License
+ Of sober habits

Decisions: NA
Recommendations: NA

ChaHenges
« Deliver high standard Transport Service.
+ Keep the vehicles clean inside andg cuiside
+ Obeying traffic rules and avoiding read accidents

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

21

Qualification
« A Graduate with grade 10 or higher certificate

Experience
+ 3 - b years driving experience in other reputable organizations is highly regarded.

Knowledge

» Excellent knowledge of all vehicles
s Minor Vehicle probiems

(2N foh Description FormO&mM?2



6.4 Skills Y

4 ]
« Language skills ) ’\jvu_“_‘f}‘_,
»  Work under minimum supervision V rl-'\b; b

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be frue in every particular.

Signature ' Signature
Employer {or its delegate) Employee
Date T o B

31 RS loh Descrintion Form O &M 2
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PARLIAMENTARY SERVICE / NN
JOB DESCRIPTION T

1

1. IDENTIFICATION POSITION NUMBER:

- . BMS 057
 DEPARTMENT: DESIGNATION/CLASSIFICATION:
| Parliamentary Service Driver, NFO3 e e
; DIVISION: LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service Driver
BRANCH: REPORTING TO:
Building & Maintenance & Technical Services Supervisor - Transport Service
LOCATION: INCUMBENT:
Parliament House, Waigani, NCD R

HISTORY OF POSITION

NP FILENO. [ DATE OF VARIATION | DETAILS
| ORG:1-14 | 30/10/14 _| Reno, Redes, Reclass, Revised Dutics
;r_O_RG: 2-18 24/09/18 'r ~ Abgclished/Created

o |
2.  PURPOSE:

Perform as Driver with the Transport Section within the Building and Maintenance
Division to provide driving for Parliamentary Services

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» (Check oil and water of vehicles every morning before driving.
+ Wash, clean, vacuum and Refuel vehicles.

« Assist Parliamentary services staff doing official runs.

+ Drive for the Directors or the Executive Directors if required o
= Assist with staff working after hours.

+ Do normal morning pick up and afterncon drop off of Parliamentary Services staff at

the designated bus stops.

« Do protocol runs

+ Be able to communicate on the two way radio

» Attend tc any request from the Director - Building and Maintenance & Technical
Services, other Directors and/or the Executive Directors

8. NATURE AND SCOPE:
6.1 Reporting Relationship

This position reports 1o the Senior Driver and the incumbent works laterally with the
staff within to ensure that the services provided meets the expectation of the

prganization The reporting relationship is shown in this graphical form hereunder.

1| pe loh Deseription Form O & M 2
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5.3

5.4

5.5

5.6

L Supervisor — Transport \}
J

e | o
(_ Other Building and Maintenance & Technical W
‘ Services Staff

Internal:
» Drive for Parliamentary Services.
« Drive for Directors or the Executive Directors if required
» Assist Parliamentary Services staff, Members of Parliament and their staff

Externai: NA

Work Environment
This position is a Driver position in the Transport section within the Building and
Maintenance & Technical Services Division of the Parliament and the incumbent for
this position must be reliable and has sober habits. It is vital that the incumbent must
possess high quality of professional conduct.

Constraints Framework and Boundaries
Ruiles/Procedures etc:
= Understand traffic rules and safety regutations
» Have current driver's License
s  Of sober habits

Decisions: NA
Recommendations: NA

Challenges
« Deliver high standard Transport Service.
» Keep the vehicles clean inside and outside
« Obeying traffic rules and avoiding road accidents

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

Qualification
» A Graduate with grade 10 or higher certificate

6.2 Experience

6.3

2|

s 3.5 years driving experience in other reputable organizations is highly regarded.
Hnowledge

o [Excelient knowledge of all vehicles
¢ Minor Vehicie problems

Ps fob Description Form O &M 2



6.4 Skills
» Language skills
s Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn deciaration by virtue of the Qaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature o signawre
Employer {or its delegate) Employee
" Bate L Cbate

3 by s Pyewrriptinn Form O & M7
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PARLIAMENTARY SERVICE

i
i

JOB DESCRIPTION / 2,% 0% "'}j;

1. IDENTIFICATION - POSITION NUMBER:
e . ....BMS 058
| DEPARTMENT: DESIGNATION/CLASSIFICATION:
| Parliamentary Service S Senior Mechanic, NPO7
. DIVISION: LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service Senlor Mechanic o
| BRANCH: REPORTING TO:
| Building & Maintenance & Technical Services ' Supervisor — Transport Service
LLOCATION: INCUMBENT:

| Parliament House, Waigani, NCD

HISTORY OF POSITION

_Hﬂ_E_NO _‘_DATE OF VARIATION DETAILS
ORG 1-14 I 30/1 0!14 e RenO Redes Reclass Revr%_g__c_j_ Duhes S

_ORG: 2-18 _24/09/18 | Abolished/Created

2. PURPOSE:
Perform as Senior Mechanic with the Transport Section within the Building and
Maintenance & Technical Services Division to provide mechanical expertise and
services. Performs general mechanical duties and maintain and repair all Parliament
motor vehicles.

3 DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
» Keep and update records of all vehicles
» Refuel vehicles
« Check vehicles before use every morning.
s Change clutch for vehicles
« Write incidents or damage vehicle reports
« et quotations for vehicle spare parts
+ Check the level of diesel every two (2} weeks
« QOverhaul vehicle engines
+ Replace brake shoes and pads
+ Aftend to request by the Director and anyone in the Executive Division

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Transpert Supervisor and the incumbent works laterally
with the staff within to ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graphical form hereunder.

1! e 1ol Doserintion Form O &% M 7



[Transpcrt Supervisor}

| 1
L Senior ] ( Other Building and Maintenance & Technical \g

Mechanic Services Staff _
A

5.2 Internal:
» Provide mechanical tasks for Parliamentary Services.
+ Maintain and repair all Pariiament motor vehicles. fm] !
£ g fenl]
5.3 External:

» Motor vehicle dealers and spare part dealers

5.4 Work Environment
This position is a Senior Mechanic position in the Transport section within the Building
and Maintenance & Technical Services Divisicn of the Parliamentary Services and
the incumbent for this position is required to provide motor vehicle expertise for the
arganisation. It is vital that the incumbent must possess high gquality of professional
conduct.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Challenges
« Delivery of high standard mechanical services for the institution
* Availability of parts for vehicles
+ Cost saving ways of servicing vehicles

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Tradesmen Certificate or higher qualfication in Motor Vehicle Mechanic

6.2 Experience
» 3 - 5 years mechanical experience in other reputable organizations is highly regarded.

6.3 Knowledge

* Excellent and sound knowledge of all types of vehicles
« Extensive knowledge of all motor vehicle engines

2| Ps ioh Deseription Form O & M 2



6.4 Skills
« Computer skills
* Language skills
= Work under minimum supervisicn
« Excellent motor vehicle trouble shooting skills

7 STATEMENT 8Y THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the QOaths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

Signature ~ Signature
Employer {or its delegate) Employee
_________ Bate S
)P
}/5 O 5;’] ,

31 PS [0y Deseription FormQ & M2
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PARLIAMENTARY SERVICE /%0 5 17
JOB DESCRIPTION I

1. IDENTIFICATION POSITION NUMBER:
- —— e - - P BMS 059 B .
. DEPARTMENT DESIGNATION/CLASSIFICATION:
| Parliamentary Service _: Mechanic, NP 06
: DIVISION: - LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service Mechanic
. BRANCH: - REPORTING TO:
' . Building & Maintenance & Technical Services - Senior Mechanic
LOCATION  INCUMBENT:

i Parllament House, Waigani, NCD

HISTORY OF POSITION

"NPFILENO. | DATE OF VARIATION [ DETAILS
' ORG:1-14 __39{19{154____ }[ Reno, Redes, Reclass, Revssed Duties
ORG 2- 18 24/08/18 | AbollshedHCreated
|
2. PURPOSE:

3.

4,

5.

Perform as Mechanic with the Transport Section within the Building and Maintenance
Division to provide mechanical expertise and services. Performs general mechanicai
duties and maintain and repair all vehicles.

DIMENSION:
Budget: NA
Staff: NA
Others: NA

PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
» Keep and update records of all vehicles
* Refuel vehicles
» Check vehicles before use every morning.
+ Change clutch for vehicles
= Write incidents or damage vehicle reports
e (et quotations for vehicle spare parts
s Check the level of diesel every two {2) weeks
» QOverhaul vehicle engines
» Replace brake shoes and pads
¢ Attend to request by the Director and anycne in the Executive Division

NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports {c the Senior Mechanic and the incumbent works laterally with
the staff within to ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graphical form hereunder.

1! pPs Inh Neserintion Form OO R M 2



5.2

5.3

5.4

55

5.6

| I | S
{ Mechanic ] [ Other Building and Maintenance & Technical

Services Staff

[

Internal:
« Provide mechanical services for Parliamentary Services.
« Maintain and repair all Parliament motor vehicles.

External: NA

Work Environment
* This position is a Motor Mechanic position in the Transport section within the Building
and Maintenance & Technical Services Division of the Parliamentary Services and
the incumbent for this position is required to provide motor vehicle expertise for the
organisation. It is vital that the incumbent must possess high quality of professional
conduct

Constraints Framework and Boundaries

Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
» Delivery of high standard mechanical services for the institution
» Availability of parts for vehicles
« Cost saving ways of servicing vehicles

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Qualification
s Tradesmen Certificate or higher qualification in Motor Vehicle Mechanic

Experience
» 3 -5 years mechanical experience in other reputable organizations is highly regarded

Knowledge
e Excellent and sound knowledge of all types of vehicles
» Extensive knowledge of all motor vehicle engines

Skills
« Computer skills
» | anguage skills
* Work under minimum supervision
» Excellent motor vehicle trouble shooting skills

1S lab Description Form &M 2



7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affrmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature Signature
Empioyer {or its delegate) Employee
Cpate T CBate T

Vs

/ ﬂ o»;/7
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PARLIAMENTARY SERVICE Zi; o 3
JOB DESCRIPTION

1. IDENTIFICATION . POSITION NUMBER"

e —— e e = e e BMS 060 e e . . [

' DEPARTMENT: . DESIGNATION/CLASSIFICATION:

- Parliamentary Service ! Supervisor Refrigeration, NP08

"DIVISION: LOCAL DESIGNATION:

' Parliamentary Corporate & Support Service ¢ Supervisor Refrigeration

. BRANCH:

: REPORTING TO:

. Building & Maintenance & Technical Services Assistant Director Technical Services

" LOCATION:

. Parliament House, Waigani, NCD

INCUMBENT:

HISTORY OF POSITION

NP FILE NO. | DATE OF VARIATION | DETAILS

| ORG1-14 30/10M14 o Reno, Redes. Reclass, Revised Duties L
| ORG: 2-18 24/09/18 o | Abolished/Created i

2. PURPOSE:

Perform as Supervisor Refrigeration with the Air Condition & Refrigeration Section
within the Building and Maintenance & Technical Services Division to maintain the Air
Condition and Refrigeration Services Supervises the staff and maintain & repair ail
concerned equipment.

3. DIMENSION:

Budget:
Staft:
Others:

NA
2 Staff
NA

4, PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

-

Maintain and service screw type chiller compressors.

Service and maintain the Air handling units

Service and maintain the cooling towers & water centrifugal pumps of chillers &
condensers

Maintain all walk in chiliers freezers

Maintain spiit air condition units

Supervise the Air Condition Refrigeration staff

Attend to request by the Director and anyone in the Executive Division

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This position reports to the Assistant Director — Technical Services and the incumbent
works lateraily with the staff within t0 ensure that the services provided meets the
expectation of the organization. The reporting relationship is shown in this graphical
form hereunder.

[ Inh Deseription Form &M 2



9.2

53

5.4

5.8

5.6

1,
/ 5), st

/ J, "L% J-;ii D }f ;; ?‘

Assistant Director
Technical Services

Supervisor ) Other Building and Maintenance & Technical \|
Refrigeration J Services Staff ,I

s

Internal:
= Maintain and repair refrigeration and Air Condition equipment
= Attend to fault reperts by Parliamentary staff, Members of Parliament and their staff.

External:
» Liaise with suppliers and spare part dealers for parts and supplies

Work Environment
This position is a Supervisor position in the Refrigeration Section within the Building
and Maintenance & Technical Services Division of the Parliament and the incumbent
for this position is required to provide expertise in Air Conditicning and Refrigeration
for the organisation. It is vital that the incumbent must possess high quality of
professional conduct

Constraints Framework and Boundaries

Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
» Delivery of high standard refrigeration services for the institution
+ Availability of spare parts for the air condition system
« Cost saving ways of providing reguired services

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

2|

Qualification
* Degree in Mechanical Engineering (Specialised in air condition and Refrigeration)

Experience
+ 3 -5 years of experience in Air Condition and Refrigeration with other organizations is
highly regarded

Knowledge

+ Excellent understanding of Chiller combressors and Condensers
» Rnuwisdye of Air handling and Refrigeration units

PS Iob Description Form O B M2



6.4 Skills j ;

. Lo .
= Computer skills AN Y <1
» Language skills / L% C
« Team oriented i

» Quality leadership

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature  Signature
Employer (or its delegate) Employee
Dae T e Sate

3 PS fob Description FormO&M 2



PARLIAMENTARY SERVICE

JOB DESCRIPTION

1. IDENTIFICATION

[ DEPARTMENT:
| Parliamentary Service

| POSITION NUMBER:
.~ :BMsoey _
| DESIGNATION/CLASSIFICATION:

' DIVISION:

BRANCH:

i
‘ LOCATION:
Parliament House, Waigani, NCD

| Parliamentary Corporate & Support Service

|
L.
\ Building & Maintenance & Technical Services

LOCAL DESIGNATION:
Refrigeration Mechanic

Refrigeration Mechanic, NPO6

'REPORTING TO:
| Supervisor Refrigeration
INCUMBENT:

HISTORY OF POSITION

"NPFILE NO. | DATE OF VARIATION [ DETAILS
"ORG1-14 30/110/14 Reno, Redes, Reclass, Revised Duties
| ORG: 2- 18 . 24/09/18 Abolished/Created
: f e tmtn etem eim e smmn fenim wmmtmin o e e+ o mmrmk e o s eem 4 eme e . . . . T
2. PURPOSE:
Perform as Refrigeration mechanic with the Refrigeration Section within the Building
and Maintenance & Technical Services Division to maintain the Air Condition and
Refrigeration Services. Performs general refrigeration duties and maintain & repair
equipment
3. DIMENSION:
Budget: NA
Staff: NA
Others: MNA
4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}

+ Maintain and Repair chiller compressors,

s Repair and Maintain the Air handling units

+ Clean and maintain the cooling towers.

+ Maintain al water centrifugal pumps of chillers and condensers

¢ Tend to request by the Director and anyone in the Executive Division

NATURE AND SCOPE:
5.1 Reporting Relatienship
This position reports to the Supervisor — Refrigeration Mechanic and the incumbent
works laterally with the staff within tc ensure that the services provided meets the
expectation of the organization. The reporting refationship is shown in this graphical
form hereunder.

1! 25 lob Description form(OQ&M2
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Supervisor {J 1}3;()7) r
[\_ Refrigeration / !

i

i

- 1
Refrigeration [ Other Building and Maintenance & Technical )

Mechanic

Services Staff i

5.2 Internal:
» Maintain and repair refrigeration and air condition equipment
+ Maintain and repair cocler rooms.
s Attend to faulty reports by Parliamentary staff, Members of Parliament and their staff.

53 External: NA

5.4 Work Environment
This position is a Refrigeration Mechanic position in the Refrigeration section within
the Building and Maintenance Division of the Parliament and the incumbent for this
position is required to provide expertise in air conditioning and refrigeration for the
organisation. it is vitai that the incumbent must possess high quality of professional
conduct.

55 Constraints Framework and Boundaries

Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Challenges
+ Delivery of high standard refrigeration services for the institution
« Avallability of spare parts for the air condition system
» Cost saving ways of providing reguired services

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

« Refrigeration and Air Conditioning Mechanic Certificate

6.2 Experience
« 3 -5 years of experience in Air Condition and Refrigeration with other arganizations is
highly regarded.

6.3 Knowledge
» Excellent understanding of Chiller compressors and Condensers
= Acceptable knowledge of Air handiing and Refrigeration units

F o rm e = mm moemoal o BT TL
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6.4 Skills Vo ..
« Computer skills }/\)\ng’" i
» {anguage skilis / ’2,'8";’:'3’#‘ > 17
» Team oriented : /

+ Quality leadership /

7 STATEMENT BY THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the Oaths Affirmation and Statutory Declaration Act
1962 . conscientious believing the statement contain therein to be true in every particular.

Signature ~ Ssignature
Employer {or its delegate) Employee
Coate T BT T

3| Ps foh Description Form (O & M2
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PARLIAMENTARY SERVICE %03 17
JOB DESCRIPTION ’ ’
1. IDENTIFICATION POSITION NUMBER.
. .- e e s ———. ———— s = = e . FE R — BMS 062 —_— -
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service .. . Refrigeration Mechanic, NPOS_
DIVISION: - LOCAL DESIGNATION:
_Parliamentary Corporate & Support Service - Refrigeration Mechanic
BRANCH: . REPORTING TO:
_Building & Maintenance & Technical Services __Supervisor Refrigeration L i
LOCATION:  INCUMBENT:
. Parliament House, Waigani, NCD i 3
HISTORY OF POSITION
NP FILE NO. . DATE OF VARIATION | DETAILS o ]
ORG 1-14  3010/14 o Reno, Redes, Reclass, Revised Duties
ORG 2-18 _24/09/18 | Abolished/Created e
2. PURPOSE:

Perform as Refrigeration mechanic with the Refrigeration Section within the Building
and Maintenance & Technical Services Division to maintain the Air Condition and
Refrigeration Services. Performs general refrigeration duties and maintain & repair
equipment

3.  DIMENSION:
Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
= Maintain and Repair chilier compressors.
« Repair and Maintain the Air handling units
« Ciean and maintain the cooling towers.
* Maintain al water centrifugal pumps of chillers and condensers
s Tend to request by the Director and anyone in the Executive Division

5.  NATURE AND SCOPE;
5.1 Reporting Relationship
This position repeorts to the Superviser — Refrigeration Mechanic and the incumbent

works lateraily with the staff within to ensure that the services provided meets the
expectation of the organization. The reporting relationship is shown In this graphical
form hereunder.

1 Ps fah Degerintion Form QX M7
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Supervisor i
|

(
' Refrigeration

;_Refrigeralion | Other Building and Maintenance & Technicai B
Mechanic _J l Services Staff i

5.2 Internal:
s Maintain and repair refrigeration and air condition equipment
+» Maintain and repair cooler rooms.
+ Attend to faulty reports by Parliamentary staff, Members of Pariiament and their staff

5.3 External: NA

5.4 Work Environment
This position is a Refrigeration Mechanic position in the Refrigeration section within
the Building and Maintenance Division of the Parliament and the incumbent for this
position 15 required to provide expertise in air conditioning and refrigeration for the
organmisation. It is vital that the incumbent must possess high quality of professional
conduct.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Challenges
« Delivery of high standard refrigeration services for the institution
» Availability of spare parts for the air condition system
« Cost saving ways of providing required services

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

+ Refrigeration and Arr Conditioning Mechanic Certficate

6.2 Experience
= 3 -5 years of experience in Air Conditicn and Refrigeration with other organizations 1s
highly regardea.

6.3 Knowiedge
s Excelient understanding of Chiiler compressors and Condensers
* Acceptabie knowledge of Alr handling and Refrigeration uniis
» indebt knowledge of Freezers and split units

il
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6.4 Skills

« Computer skills v T A
+ Language skills ;é’ ,_,;fo-"} E 7
« Team oriented R S
+ Quality eadership ¢ ‘

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Dectlaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

~ Signature - Signature
Employer {cr its delegate) Employee
e B

3! ps Job Deseription FormO & M2
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:

e e m e BMS 063 e
DEPARTMENT: ' DESIGNAT1ON!CLASSlFECATION
. Parliamentary Service R _3_‘&‘?_"‘“5”— Electrical Services, NP08
" DIVISION: LOCAL DESIGNATION:
- Parliamentary Corporate & Support Service . Supervisor — Electrical Services
- BRANCH: REPORTING TO:
?___B_gicjl_ﬂg & Maintenance & Technical Services . Assistant Director Technical Services

LOCATION: INCUMBENT

_Parliament House, Waigani, NCD |

HISTORY OF POSITION

_N_E___FILE NO. | DATE OF VARIATION . DETAILS
ORQ_]_:___M 30!10/‘%4 _ . Reno Redes, Reclass, Pevisad I“" hm o -
ORG 2-18 ' 24/09118 - Abohshed/Created _

2. PURPOSE:
Perform as a Supervisor to the Electrical Section in the Building and Maintenance &
Technical Services Division. Performs generat electrical duties which include repair
and maintenance of all electrical facilities within Parliament

3. DIMENSION:

Budget: NA
Staff: 2 Staff
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}

¢« Check ard mamntain the stand by generator

« Check and repiace faully ights and GPCs within the buiiding

+« Maintain and replace lights and the Parliament premises

« Supervise electrician with day to day dities

+ Aftend to fault repoits by the Members of Parliamentary, their staff and the
Partiamentary Services Staff.

+ Attend to any request by the Directors and the Executive divison.

» Keep records of electrical items and equipment

» Do monthly reports for the Director - Building and Maintenance & Technical Services

+ Assist the contractors with any etectrical work in Parliament

+« Obtain guotations for electrical tems

1 fred vk iV e ricne IO N A A



5. NATURE AND SCOPE:

5.1

52

5.3

54

55

5.6

Reporting Relationship
This position reports directly to the Assistant Directer — Technical Services and the
incumbent works laterally with the staff to ensure that the services provided meets the
expectation of the organization The reporting relationship 1s shown in this graphtcal
form hereunder.

| Assistant Director P o b ’f
Technical services =
A K
1 1 N
Supervisor Other Building and Maintenance & Technical
Electrical Services Staff
Internal:
* Provide electrical assistance to the Pariiamentary Services Staff, members and their
staff

s Supervise the electrician in their duties.
+ Maintain all electricat equipment.

External:
¢ Liaise with suppliers and other service providers for parts and supplies

Work Environment
This position is a Supervisor position and the incumbent for this position is required to
provide high level of expertise. It is vital that the incumbent must possess high quality
of professional conduct.

Consfraints Framework and Boundaries

Rules/Procedures etc:

+ Understand all electrical standards
Decisions: NA

Recommendations: NA

Challenges
o Deliver high standard Service.
* Maintain all electrical equipment including the generators.

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

Qualification
» Degree in Electrical Engineering with Electrical licence

HEEN [ S I PR T S Plowpes 03 B0 BT 0



6.2 Experience
e 3 -5 vyears electrical supervision experience in other organizations is highly regarded

6.3 Knowledge
+ Excellent understanding all electrical equipment
+ Extensive knowledge of generators
e in-depth understanding of electricity

6.4 Skills

Computer skills

L anguage skills
Team criented

Good leadership skilis

*

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the QOaths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

~ Signature - ' ~ Signature
Employer (or its delegate} Employee
bt Date T

3 "5 Job Doseription Form (0 & M2
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PARLIAMENTARY SERVICE S
JOB DESCRIPTION
1. IDENTIFICATION | POSITION NUMBER:
o | BMS 064
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service Electrician, NPO5
- DIVISION: LOCAL DESIGNATION:
~ Parliamentary Corporate & Support Service Electrician
BRANCH: REPORTING TO:
Building & Maintenance & Technical Services Supervisor Electrical
LOCATION: INCUMBENT:
Parliament House, Waigani, NCD

HISTORY OF POSITION

_NPFILENO. | DATE OF VARIATION _ DETAILS
JORG1-14  130/1014 . . Reno, Redes, Reclass, Revised Duties
ORG: 2-18 | 24/09/18 oo, .. Abolished/Created
_ i _
2. PURPOSE:
Perform as Electrician with the Electrical Section within the Building and Maintenance
& Technical Services Division to provide electricai services. Performs general
electrical duties and maintain and repair electrical equipment
3 DIMENSI{ON:
Budget: NA
Staff: NA
Others: NA
4, PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)
« Maintain and Repair Electrical eguipment.
s Maintain the Stand by generator
» Assist electrical supervisor with electrical dubes
+ Attend to fault reports by staff
= Attend to request by the Director — Building and Maintenance & Technical Services
and anyene in the Executive Civision
5. NATURE AND SCOPE:

5.1 Reporting Relationship
This position repors to the Elecirical Superviscr and the incumbent works laterally
with the staff within to ensure that the services provided meets the expectation of the
organization. The reporting relaticnship is shown in this graphical form hereunder.
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5.2

5.3

5.4

5.5

Supervisor _
L Fiectrical Ji

I e . 1
[ Electrician Other Building and Maintenance & Technical

.. Services Staff

N
|
1
i
—

Internal.
+ Provide electrical assistance for Parliamentary Services.
= Maintain and repair electronic equipment.
» Attend tc faulty reports by Parliamentary staff, Members of Parliament and their staff

External: NA

Work Environment
This position is an Electrician position in the Electrical section within the Building and

Maintenance & Technical Services Division of the Parliament and the incumbent for
this nosition is reqguired to provide Electrical expertise for the organisation 1t is vital
that the incumbent must possess high quality of professional conduct.

Constraints Framework and Boundaries

Rules/Procedures etc:
« Understand all electrical standards

Decisions: NA
Recommendations: NA

5.6 Challenges

« Maintain all electrical equipment inciuding the generators
« Defiver high standard Electrical Services for the institution

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

Qualification
« Tradesman with Electrical Certificate

Experience
*» 3 -5 years electrical experience in other organizations s highly regarded.

8.2 Knowledge

« Excellent understanding all electrical equipment
» Extensive knowledge of generaters
« In-depth understanding of electricity

B3N [T T D N LR



6.4 Skills
» Computer skills
¢ {anguage skills
« Work under minimum supervision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Qaths, Affrmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature Signature
Employer (or its delegaie) Employee
“Bate CBae
N )
\/ 2 I
} I, 17
/ /
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PARLIAMENTARY SERVICE WS 6h 4T
JOB DESCRIPTION /

1. IDENTIFICATION POSITION NUMBER:

e BMS 065

| DEPARTMENT: DESIGNATION/CLASSIFICATION:
| Parliamentary Service | Electrician, NP06
. DIVISION: LOCAL DESIGNATION:
| Parliamentary Corporate & Support Service | Electrician

BRANCH: REPORTING TO:
| Building & Maintenance & Technical Services Supervisor Electrical

LOCATION: INCUMBENT:

Parliament House, Waigani, NCD .

HISTORY OF POSITION

NPFILENO. [ DATE OF VARIATION | DETAILS e
[ORG:1-14 [ 30/10/14 _Reno. Redes, Reclass, Revised Duties ..
(ORG 2-18 | 24/09/18 % Abolished/Created

2. PURPOSE:

Perform as Electrician with the Electrical Section within the Building and Maintenance
& Technical Services Division to provide electrical services. Performs general
electrical duties and maintain and repair electrical equipment

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}
s Maintain and Repair Electricai equipment.
» Maintain the Stand by generator
« Asgsist electrical supervisor with electrical duties.
« Attend to fault reports by staff
s Attend to request by the Director — Building and Maintenance & Technical Services
and anyone in the Executive Division

5. NATURE AND SCOPE;
5.1 Reporting Relationship

This position reports to the Electrical Supervisor and the incumbent works lateraily
with the staff within to ensure that the services provided meets the expectation of the
organization. The reporting relationship is shown in this graphical ferm hereunder.

1! Ps lob Description Farm O & M2
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Services Staff

5.2 Internal:
s Provide electrical assistance for Parliamentary Services.
« Maintain and repair electronic equipment,
« Attend to faulty reports by Parliamentary staff. Members of Pariament and their staff

5.3 External: NA

54 Work Environment
This position is an Electrician position in the Electrical section within the Building and
Maintenance & Technical Services Division of the Parliament and the incumbent for
this position is required to provide Electrical expertise for the organisation. It is vital
that the incumbent must possess high quality of professional conduct.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:
« Understand all electrical standards

Decisions: NA
Recommendations: NA

5.6 Chailenges
« Maintain all electrical equipment inciuding the generators.
» Deiiver high standard Electrical Services for the mstitution

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
¢« Tradesman with Eiectrical Certificate

6.2 Experience
» 3 -5 years electrical experience in other organizations is highty regarded

6.3 Knowledge
o Excellent understanding all electrical eqguipment
e Extensive knowledge of generators
+ In.depth understanding of electricity

it [AEN by Thsce b Frovprepe 03 S0RT T



6.4 Skilis
« Computer skills
e |anguage skills
s Work under minimum supervision /

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the Oaths Affirmation and Statutory Declaration Act
18962, conscientious believing the statement contain thereir {0 be true in every particular

 Signature Signature
Empicyer {or its delegate) Employee
Date Date
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PARLIAMENTARY SERVICE ;!
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER:-
 DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service ~ ~~~~ ~ Chief Technician, NP09
. DIVISION: LOCAL DESIGNATION:
~Parliamentary Corporate & Support Service . Chief Technician

BRANCH: REPORTING TO:
_ Building & Maintenance & Technical Services  Assistant Director Technical Services

LOCATION: INCUMBENT

~Partiament House, Waigani, NCD_

HISTORY OF POSITION

NPFILENO. DATEOF VARIATION DETALS
- ORG:1-14 | 30/10/14 - Reno. Redes, Reclass, Revisesd Dities
! ORG: 2-18 | 24109/18 : Abolished/Created
2. PURPOSE:
Perform as a Supervisor to the Technical Section of the Buitding and Maintenance &
Technical Services Division. Maintain ail Technical equipment {audio and video)
within the Parliamentary Services and provide technical expertise to the crganisation.
3. DIMENSION:
Budget: NA
Staff: 5 staff
Cthers: NA
4. PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)
» Keep accurate record of all telephone units and telephone numbers and update if any
changes.
s Contrai Chamber audio system and record proceedings dunng FParhament siting
» Supervise Technicians and write reports
+« Maintain and keep accurate inventory of all Technical Section equipment.
« Ensure all queries reporied are attended to by the Technicians
« Obtain quctations and crder new equipment or spare parts.
¢ Check and maintain the chamber audio system like the earpieces. microphones and
the system itself.
s Assist Parliamentary Committees with recordings of Audic from Inguiries/Meetings
» Check and maintain all other audio and video equipment
+ Assist to provide training for new employees or frainees.
» Perform any cther duties that is required by the Director - Building and Maintenance

& Technical Services and the Fxenisiive divisinn



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports directly to the Assistant Director - Technical Services and the
incumbent works with the staff within the Parliamentary Services to ensure that the
services provided meets the expectation of the organization. The reporting
relationship is shown 10 this graphical form hereunder.

Co oy P
[ ?L;\(-x.iﬁ—? R

| Assistant Difgctor
Technicat Services

.,

I 1
Chief (" Other Building and Maintenance & Technical
Technician L Services Staff

5.2 Internal:
« Provide technical assistance to the Parliamentary Services Staff, members of
Parliament and members staff
» Record and maintain all technical equipment.
e Attend to any other request that may be made by the executive division

5.3 External:
» Liaise with suppliers and other service providers for spare pars and supphes
o Contact overseas consultants for assistance if required

5.4 Work Environment
This position is a supervisor position and the incumbent for this position is reguired to
provide quality leadership. It is vital that the iIncumbent must possess high quality
professional cenduct.

55 Constraints Framework and Boundaries

Rules/Procedures etc:
s« iinderstand ail electrical standards

Decisions: NA
Recommendations: NA

5.6 Challenges
+ Deliver high standard of Technical Services 10 the organisation
+ Maintain all aging systems

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

« Degree in Communication andg Electronic Engmeering

6.2 Experience

> 218 b Phesrvintinn FaormO M2



¢ 5 -10 years of supervisary experience In simiiar environment with other organizations
15 highly regarded

6.3 Knowledge
» Excellent understanding of audio and video eguipment
» Extensive knowledge of different Technical equipment
e Understanding of the Chamber Audic system

6.4 Skills Vo o
» Computer skills ! A% h% L G

« Language skills RS sy
s Team orienied : !
» Quality Leadership skills

7.  STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature - ' Si'griature
Employer {or its delegate) Empioyee
Date Date
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PARLIAMENTARY SERVICE ; TS e
JOB DESCRIPTION .

1. IDENTIFICATION CPOSITION NUMBER:

" BMS 087

- DEPARTMENT: . DESIGNATION/CLASSIFICATION:

 Parliamentary Service ... ... |SeniorTechnician, NPO7

- DIVISION: : LOCAL DESIGNATION:

~Parliamentary Corporate & Support Service ' Senior Technician

- BRANCH: REPORTING TO:

_Building & Maintenance & Technical Services | Chief Technician

LOCATION: INCUMBENT:

Parliament House, Waigani, NCD

HISTORY OF POSITION

NPFRILENG " DATECF VARIATION DETAIE "
ORG 1- 14 3011014 Reno, Redes, Reclass, Rovinan Lhties
ORG 218 24f09/8 " Abolished/Created

2. PURPOSE:

Perform as Senior Technician in the Technical Services within the Building and
Maintenance & Technical Services Division. Perform general technical duties like
maintaining and repairing of all technical equipment. Control and record Parliament
Froceedings during parliament sittings

3. DIMENSION:

Budget:
Staff:
Others:

NA
4 staft
NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

-

Control the chamber audio system.

Recaord audic output of pariament gproceedings during parliament sitting.

Assist Hansard Staff download audio from parliament sitting for transcribing
Maintain and repair all fechnical equipment

Maintain telephone services within the Parllament building

Attend to any technical fault reported by Members of Parliament, their staff or the
Parliamentary Services staff

Assist committees to record committee meetings in conference rooms or travel with
them to do the recordings

Maintain the chamber audio system

Replace member's faulty earpiece in the chamber and the public gallery

Attend to any request by the Director Building and Maintenance & Technical Services

P T N T T T



5. NATURE AND SCOPE:

51

52

53

5.4

5.5

5.6

Reporting Relationship
This position reports to the Chief Technical Officer and the incumbent works |ateraliy
with the staff within the Parliamentary Services to ensure that the services provided
meets the expectation the organization. The reporting refationship is shown in this
graphical form heretnder.

[ Chief Technician | iy .

| | IFPISS -
P S A N |

2 S

K

| 1
[ Senior ] | Other Building and Maintenance & Technical \J

Technician . services Staff

Internal:
« Assist Hansard Staff record and upload parliament sitting audio recordings for
transcribing
« Aftend to all queries raised by Parliamentary Services Staff and Parliament members
& their staff.

External: NA

Work Environment
This position is a senior position in the Technicai Section and the incumbent for this
position 1s required to provide high level of knowledge and expertise in this field. it s
vital that the incumbent must possess high quality of professional conduct

Constraints Framework and Boundaries

Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

Challenges
« Delivery of high standard services for the organisation.
* Maintaiming the aging equipment

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

Qualification
+ Diploma in Electronics and / or relevant discipline

Experience
» 3 -5 years of technical experience in sinuar environment with other organizations is

kicthly ranardod
manly reaarded,



6.3 Knowledge
o Excellent understanding of audio and video equipment
» FExtensive knowledge of different Technical equipment
s Understanding of the Chamber Audio system

6.4 Skills iy
o Computer skills JLonars g
« Lan kill )’ A ( ~7
guage skills 25 ob
e Team oriented ;7

» Quality Leadership skills
7 STATEMENT BY THE EMPLOYER AND EMPLOYEE

I make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962, conscientious belteving the statement contain therein to be true in every particular.

Signature ' - Signature
Employer {or its delegate) Employee
 Date ' ~ Date
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PARLIAMENTARY SERVICE Ty
JOB DESCRIPTION "
1. IDENTIFICATION i POSITION NUMBER:
DEPARTMENT. DESIGNATION/CLAGSSIFICATION:
~Parliamentary Service | Technical Officer, NP06
DIVISION: LOCAL DESIGNATION:
Parliamentary Corporate & Support Service | Technical officer
BRANCH: REPORTING TO:
Building & Maintenance & Technical Services Senior Technician i i
LOCATION: INCUMBENT:

. Parliament House, Waigani, NCD

HISTORY OF POSITION

_NPFILENO. DATE OF VARIATION |DETALS
' ORG:1-14 130110114 | Reno, Redes, Reclass, Revised Dities

ORG:2-18  [24/09118 [ Abolished/Created

i

2. PURPOSE:

Perform as a Technical Officer within the Technical Services under the Building and
Maintenance & Technical Services Division in providing technical assistance to the
Parliamentary staff and Parliament members & their staff.

3. DIMENSION:

Budget:
Staff:
Others:

NA

NA
NA

4. PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

-

L ]

Ee

Control the Chamber audio system

Record proceedings from parliament sitting for the Reporting Division to transcribe
Check the Chambper system pefore each sitting

Check and replace faulty Member's microphones

Check and replace faulty earpiece for the Members in the Chamber and the Public
Gailery

Check and repair technical equipment

Attend to any telephone faults reported by the Members of Parliarmment. their staff or
the Farliamentary Services staff

Run cables and install new telephones

Attend to any other Technical faults reported

Attend to requests by the Director — Building and Maintenance & Techmical Services

[T [ o n . oo
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5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Senior Technician and the incumbent works with the staff
of the parliamentary services to ensure that the services provided meets the
expectations of the office and the organization The reporting relationship is shown in
this graphical form hereunder.

[Senior Technician | AT
i /; '1--{.,.’:* ;. v
A /
| 1
Technical | [ Other Building and Maintenance & Technical !
Officer J .. ServicesStaff ___

5.2 Internal:
» Record audio output during parliament sitting for Hansard to Transcribe
o Record committee meeting during outings or in conference rooms for Hansard to

transcribe
» Attend to all technical fauit reports from Partiamentary services staff and Members of

Pariiament & their staff.
5.3 External: NA

54 Work Environment
This position s a Technical Position and the incumbent for this position is required to
provide Technical assistance to the Staff of the Partiamentary Services, the Members
of Parliament and their staff. It 1s vital that the incumbent must possess high guatity of
professional conduct.

8.5 Constraints Framework and Boundaries

Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
e Delivery of high standard services for the organ:sation
« Maintaining the aging equipment

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+« Diploma in Electronics and / or relevant discipline

6.2 Experience
= 5 -5 years of iechnical expensince it simiiar enwviwonment wilh oibier urganizations is

highly regarded.



6.3 Knowledge
+ Excellent understanding of audio and wideo equipment
e« Extensive knowledge of different Technical eguipment
» Understanding of the Chamber Audio system

6.4 Skills . “ |
+ Computer skills _:_; ;‘;; 5 g:z' 1
« language skills i & b

i ¢

»  Work under minimum supernvision

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

'S-ighétu're Signature
Employer {or its delegate} Employee
Date S Oate T
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PARLIAMENTARY SERVICE bt / /
JOB DESCRIPTION
1. IDENTIFICATION POSITION NUMBER:
. BMS 069
DEPARTMENT T DESIGNATION/CLASSIFICATION.
_Parliamentary Service | Technical Officer, NP0§
- DIVISION: - LOCAL DESIGNATION:
. Parliamentary Corporate & Support Service Technical officer
- BRANCH: REPORTING TG
: Building & Maintenance & Technical Services | Senior Technician
 LOCATION: rII\.I_CUI\J%BEI\iT
_ Parliament House, Waigani, NCD |
HISTORY OF POSITION
NP FILE NO. | DATE OF VARIATION DETAWLS
oRGTTa TRGGE T Reno. Redes. Reclass, Revissi Dt T
L ORG:2-18  !24/0918 ' Abolished/Created
2. PURPOSE:
Perform as a Technical Officer within the Technical Services under the Building and
Maintenance & Technical Services Dwvision in providing technical assistance to the
Parliamentary staff and Parliament members & their staff
3. DIMENSION:
Budget: NA
Staff: NA

Others. NA

PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Control the Chamber audio system

» Record proceedings from parliament sitting for the Reparting Division {o transcribe

s (heck the Chamber system before each sitting

» Check and replace faulty Member's microphones

+« Check and replace faulty earpiece for the Members In the Chamber and the Public
Gallery

« Check and repair technicai equipment

» Attend to any telephone faults reported by the Members of Parliament. ther staff or
the Parliamentary Services staff

» Run cables and install new telephones

+ Attend to any other Technical faults reported

» Altend to requests by the Director — Building and Maintenance & Technicat Services



5. NATURE AND SCOPE.

5.1 Reporting Relationship
This position reports to the Senior Technician and the incumbent works with the staff

of the parliamentary services to ensure that the services provided meets the
expectations of the office and the organization. The reporting retationship is shown in
this graphical form hereunder

\
‘Senior Technician |
l\ (‘:2‘1 “"‘-"_'? - j -
i
Technical ( Other Building and Maintenance & Technical )
Officer Services Staff |

5.2 Internal:
+ Record audio output during parliament sitting for Hansard to Transcribe
s Record committee meeting during outings or in conference rooems for Hansard to

transcribe
e Attend to all technical fault reports from Parliamentary services staff and Membaers of

Pariament & their staff.
5.3 External: NA

54 Work Environment
This position is a Technical Position and the incumbent for this position is required to
provide Technical assistance to the Staff of the Parliamentary Services, the Members
of Parlilament and their staff. 1t is vital that the incumbent must possess high quality of
professional conduct.

5.5 Consftraints Framework and Boundaries

Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
« Delivery of high standard services for the organisation
« Maintaining the aging eguipment

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 AQualification
« Diploma in Electronics and / or relevant discipline

6.2 Experience

P T Sy —— N N = - — I VU 1 T . ) .
¢+ 5 -5 years of lechinical experience il simiai environiment with other organizaiuns s



6.3 HKnowledge
» Excellent understanding of audio and video equipment
e« Extensive knowledge of different Technical equipment
» Understanding of the Chamber Audio system

6.4 Skills
» Computer skills .,-i . .
e Language skilis ?\\N;{ y ] g
* Work under minimum supervision VAR

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

Signature ' Signature
Employer (or its delegate) Employee

e
o



PARLIAMENTARY SERVICE

JOB DESCRIPTION
1. IDENTIFICATION “POSITION NUMBER:
_ R _BMS 071 e
 DEPARTMENT: DESIGNATION/CLASSIFICATION:

_Parliamentary Service

Technical Officer, NP06

DIVISION: " LOCAL DESIGNATION:
. Parliamentary Corporate & Support Service _Technical officer -
BRANCH: REPORTING TO:

" Building & Maintenance & Technical Services  Senior Technician

LOCATION:

Parliament House, Waigani, NCO =

INCUMBENT

HISTORY OF POSITION

NPFILENO. | DATE OF VARIATION | DETAILS e
JORG -4 | 30/10/114 | Reno, Redes, Reclass, Revises Dulies
ORG 2-18 | 24/09/18 e veefADOliShed/Created
2. PURPOSE:
Perform as a Technical Officer within the Technical Services under the Building and
Maintenance & Technical Services Division in providing technical assistance to the
Parliamentary staff and Parhament members & their staff
3. DIMENSION:
Budget: NA
Staff: NA
Others: NA
4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
+ Control the Chamber audio system
+ Record proceedings from parliament sitting for the Reporting Division 1o transcribe
» Check the Chamber system befare each siting
s (Check and replace faulty Member’'s microphones
o Check and replace faulty earpiece for the Members ir the Chamber and the Public
Gallery
e Check and reparr technicai eguipment
» Attend to any telephone faults reported by the Members of Parliament. their staff or
the Parhamentary Services staff
» Run cables and install new telephones
» Attend to any other Technical faults reported
¢ Aftend to requests hy the Director - Building and Maintenarce & Technical Services

SIS Foide Thape piones oy e 41 % RA



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Senior Technician and the incumbent works with the staff
of the parliamentary services ta ensure that the services provided meets the
expectations of the office and the organization. The reporting relationship is shown in
this graphicai form hereunder

- . . -\.
( Senior Technician ;
| -l - :
L J ; /

1 1

{ Technical lf Other Building and Maintenance & Technical |
| Officer  Services Staff
5.2 Internal:

o Record audio output during parliament sitting for Hansard to Transcribe
e Record committee meeting during outings or in conference rooms for Hansard to

transcribe
s Attend to all technical fault reports from Parliamentary services staff and Members of

Parliament & their staff.

5.3 External; NA

5.4 Work Environment
This position is a Technicat Position and the incumbent for this position is required to

provide Technical assistance to the Staff of the Parliamentary Services, the Members
of Parliament and their staff. It is vital that the incumbent must possess high quality of
professional conduct.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

56 Challenges
» Delivery of high standard services for the organisation
» Maintaining the aging eguipment

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Diploma in Electronics and / or relevant discipiine

6.2 Experience

|y £ 4~ L I L S
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highly regarded.



6.3 Knowledge
s« Excellent understanding of audio and vides equipment
s« Extensive knowledge of different Technical equipment
+ Understanding of the Chamber Audio system

6.4 Skills I |
» Computer skills P AV I
» Language skills '
« Work under minimum supervision

et b

7~ STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn deciaration by virtue of the Caths. Affirmation and Statutory Declaration Act
1962, conscientious believing the statement contain therein to be true in every particular.

'Si'gna'ture . Signatu'f'é"
Employer (or its delegate) Employee
Date  Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER:
o - BMS 070
. DEPARTMENT: " DESIGNATION/CLASSIFICATION:
'~ Parliamentary Service ~___ Technical Officer, NP06
DIVISION: " LOCAL DESIGNATION.
. | Parliamentary Corporate & Support Service TechnlcaI officer
- BRANCH: "REPORTING TO:
- Building & Maintenance & Technical Services  Senior Technician_
. LOCATION: INCUMBENT:

 Parliament House, Waigani, NCD

"NP FILE NO.
 ORG:1-14
“ORG: 2- 18

2, PURPOSE:

HISTORY OF POSITION

DATE OF VARIATION DE_TAILS

30”0”4 o Reno Redes, Reclass Revigsed Dutes

_24/09/18 Abolished/Created

i [l

Perform as a Technical Officer within the Technical Services under the Building and
Maintenance & Technical Services Division in providing technical assistance to the
Parliamentary staff and Parliament members & their staff.

3. DIMENSION:

Budget:
Staff:
Others:

NA
NA
NA,

4.  PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Control the Chamber audio system

Record proceedings from parliament sitting for the Repaonting Drvision to transcribe
Check the Chamber systerm hefore each sittng

Check and replace faulty Member's microphones

Check and replace fauity earpiece for the Members in the Chamber and the Public
Gailery

Check and repair technical eguipment

Attend to any telephone faults reperted by the Members of Parhament, their statf or
the Parliamentary Services staff

Run cables and install new telephones

Attend to any other Technical faults reported

Attend fo requests by the Director — Building and Maintenance & Technicai Services

Py [at: Desorimnnon Form & M2



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This position reports to the Senior Technician and the incumbent works with the staff
of the parliamentary services to ensure that the services provided meets the
expectations of the office and the organization. The reperting relationship is shown in
this graphical form hereunder.

i ff -
i Iy !
Jner L
! Senior Technician % P 047!;"/ ?
i

Technical [ Other Building and Maintenance & Technical \{
Officer '{ Services Staff i
5.2 Internai:

+ Record audio output during parliament sitting for Hansard to Transcribe
« Record committee meeting during outings or in conference rooms for Hansard to

transcribe
« Attend to all technical fault reports from Parliamentary services staff and Members of

Parliament & their staff.

5.3 External: NA

5.4 Work Envirecnment
This position is a Technical Position and the incumbent for this position 15 required to
provide Technical assistance to the Staff of the Parliamentary Services, the Members
of Parliament and their staff. it is vital that the incumbent must possess high quality of
professional conduct.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc: NA
Decisions: NA
Recommendations: NA

5.6 Challenges
» Delivery of high standard services for the organisation.
« Maintaining the aging equipment

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+« Diploma in Electronics and / or relevant discipline

6.2 Experience

« 3 -5 years of technical experience in similar environment with other organizations is
highly regarded.

2! PSs Tah Deseription FormO&M?2



6.3 MHnowledge
» Excellent understanding of audio and video equipment
s Extensive knowledge of different Technical eqguipment
« Understanding of the Chamber Audio system

6.4 Skills
» Computer skills
» | anguage skills )
« Work under minimum supervision ” RS

7 STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths. Affirmation and Statutery Declaration Act
1962. conscientious believing the statement contain therein to be true in every particular.

" _S'ignature S 'Si'gnéture
Employer (or its deiegate) Employee
~ Date Date
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