PARLIAMENTARY SERVIGE ;l/ P

JOB DESCRIPTION i AChel 17T
-/W" L.’fj.: [
1. IDENTIFICATION POSITION NUMBER o |
DEPARTMENT: 'DESIGNATION/CLASSIFICATION:
- Parliamentary Service Director Catering Service, NP13
 DIVISION: LOCAL DESIGNATION:
. Corporate and Support Service Director Catering Service
- BRANCH: REPORTING TO: :
_ Parliamentary Catering Service Executive Director Corporate and Support Service
LOCATION: INCUMBENT:
. Parliament House, Waigani, NCD S

HISTORY OF POSITION

NPFILENO. | DATE OF VARIATION _ DETAILS

"ORG:1-14 30/10/14 Reno Redes, Reclass, Rewised Duties

_ORG 2- 18 $24/09/18 AbohshediCreated
2. PURPOSE:

Provide strategic leadership and direction in the development and implementation of Divisional
programs and activities and contribute to maintaining a high-quality Parliament catering service
through achievement of Divisional functions and responsibilities.

3. DIMENSION:
Budget: K500 060.00
Staff: 3 staff
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}

+ Drive the development of strategies to implement and assess the achievement of Divisional
priorities by providing strategic leadership and continuous improvement.

» Achieve competing Divisional priorities by mobilizing and managing resaurces. promoting and
encouraging team work through modelling good practice.

s Develop and monitor the implementation of annual Divisional strategic and operational plan and
report on achievement of performance targets.

« Ensure development of Parliamentary Service policies, research and data analysis and planning
activities to meet the changing needs of the Service systems and providing reievant information
and date for better management decision to improving the Parliamentary Catering Service
system.

= Hold reguiar Divisional meetings to develcp and implement strategies ¢ address problems
affecting efficient impiementation of Divisional activities and communicating relevant infermation
from the management team.

s Responsible for Divisional budget by taking respensibility for budget preparation, monitoning and
mp’“’“"g on the exper nditure of Civisionat funds.

« Discipline officers by taking personal responsibifity in initiating and making referrat for officers
who may have committed a disciplinary offence.
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« Provide constructive feedback on work performance, both formally and informally to staff based
on agreed tasks and performance indicators identified with the staff member.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 10positions that reports to the Executive Director Corporate and Support
Service.

Corporate and Support ) _;
1
| 1 ’l{{ 073
[ Director Catering Service 9 other Directors
L {NP13}

L Executive Director }

5.2 Internal:
¢ Provide regular advice to the Executive Director Corporate and Support Service on set
policies, and operations of the Catering Service.
e Liaise directly with sectional heads and superviscrs on areas requiring co-ordination
within the division.

5.3 External:
« Liaise with suitable suppliers and service providers and other business organizations
on matters related to catering business policy and networking.
« Liaise with other Departments on matters relating to provision of catering service 10
Members of Parliament, State functions and Ceremonial event functions.

5.4 Work Environment
« This position reguires long hours’ work associated with defining strategic plans and
developing required policies to support the work of the Catering Service,
» Promoting and maintaining strong communication links and liaison  with other
appropriate stakeholders that are vital to ensure efficient catering service delivery.

8.5 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand refevant statutory provisions and Government policies.
e Understand various relevant Acts such as; Constitution. Parliamentary Service Act.
Organic Law on Provincial and Local ievel government, Parliarment Standing Orders
and all other relevant Acts.

Decisions:
» Management of staff and finance in the operation of the division

Recommendations:
s  Make recommendations to the administration on matters relating to the expenditure of
funds for catering service delivery

5.6  Challenges
e Provide appropriate catering service advice to the Speaker, the elected Members
of Parliament the Clerk of Parliameant and the Staff,
e  Serve with dignity and fairness.
» Meet deadlines for matters relating to the provision of catering service
s  Provide staff and financial reports to Parliament Administration
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Tertiary qualification in Business Studies, Accounting, Bachelor Tourism & Hospitality
Management.

» A master's degree qualification is preferable

6.2 Experience
» The incumbent must have at least 10-15 years of experience in the Catering Industry
within Papua New Guinea and abroad.

N\ y
8.3 Knowledge } z]/:;fo } ;‘j [7
Must have a thorough knowledge of: U: A
. In-depth understanding of the Food and Beverage service and practice
. Thorough knowledge of the Parliamentary Service Act, the Constitution and the
Standing Orders and a good understanding of Chamber procedures.
. Familiar with the Public Finance (Management) Act, the Public Service
(Management) Act and the General Orders
e Sound knowledge of principles and practices of good management and

leadership.
6.4 Skills
» Ability to lead and manage a team of qualified catering personnel and support
staff.

+ Comprehensive leadership and management skills including strategic leadership.
people and financial management skills to ensure effective utilization of resources.

« Demonstrate capacity in program development and implementation through
leading staff in the achievement of high quality outcomes and to manage
cariflicting priorities and timeframes.

¢ Excellent analytical, research. planning and advisory skills with creative problem-
solving skills to enable the development of successful strategies and solutions and
sound decisions to achieve program objectives.

» Exceptional skills in successful management of organizational programs and
cultural change.

s Exceptional negotiation and representational skills.

» Computer literate in Microsoft applications

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

‘Signature B Signature
Employer (or its delegate) Employee

Date - ~ Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1.  IDENTIFICATION: | POSITION NUMBER:
CAT 002

' DEPARTMENT: DESIGNATION!CLASSIFICATION .
- Parliamentary Service _ Administrative Assistant(NPO7)

BRANCH: LOCAL DESIGNATION: :
. Parliament Legal Service Administrative Assistant to Director Catering
e Service N
" DIVISION: REPORTING TO:

Parliament Legal Service | Director Catering Service L

LOCATION: INCUMBENT:

Parliament House, Waigani, NCD B

HISTORY OF POSITION

"NP FILE NO. | DATE OF VARIATION  DETALS 1?;\7»»-' SR

ORG 1-14 3011014 Reno, Redes, Reclass. Revised Duties | A i

ORG 2-18 24:’09;'18 Abolished/Created ; 2 5
_______ - L 2ge317

2. PURPQSE:
Providing efficient front desk service, clerical. other office procedures and administrative duties under
strict directions

3. DIMENSION:
Budget: Not applicable
Staff: Not applicable
Others:  Not applicable

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
» Responsible for dealing with all correspondence and telephone calls
Responsible for screening of incoming telephone calis, visitors and other requests
Maintain an crganized diary system for alt official appointments
Responsible for preparing and organizing meetings and taking dictation and minutes
Assist in organizing events and conferences
Responsible for typing, compiling and preparing reports, presentations and correspondence
Implementing and maintaining precedures and administrative systems
Liaising with staff. suppliers and clients, collating and filing expenses
Any other duties as required

" = & a2 »

5. NATURE AND SCOPE:

5.1 Reporting Relationship
The incumbent reports directly to the Cirector Paolicy, Planning and Research
Dir'éc'tor 'Céter'in'g.-Sé'r\'rice o
(NP13)

Admin Assistant
(NPO7) Other staff
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5.2 Internal:

s Work with the Institutional Officers to ensure smooth operation of the office of the Director
Catering Service and other Directors in the absence of their executive assistances

= Report to the Director Catening Service on the tasks accomplished and progresses made-to-
date of tasks relating to the duties of the Administrative Assistant.

5.3 External:

» Liaise with outside service providers such as hotels, rental car agents for duty travels of the
Director Catering Service.

« Liaise constantly with others on issues reiating to effecting quality service delivery and
gather and collate information for action

5.4 Work Environment:
This is a secretarial position and the incumbent is required to facilitate proper office or
administrative procedures at the front desk and must possess high guality of professionalism
and conduct

5.5 Constraints Framewocrk and Boundaries
Rules/Procedures etc:
» Understand basic office rules, relevant statutory provisions and Government policies
» Understand Parliamentary Service Act, Standing Orders and the Constitution

Decisions:
+ Not applicable
Recommendations: ]
+ Not applicable }}%A_f;
5.6 Challenges p ,Zg:{)-), e
« Delivery of high standard front desk service e A

» Meet deadlines expected from immediate supervisor

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Certificate or Diploma in Secretarial Studies or other relevant job experience in office
management is highly desirable

6.2 Experience
« 3to 5 years secretania! experience in other organizations

6.3 Knowledge
+ Excellent understanding of office procedures and secretarial duties
= Extensive knowledge of the roles and responsibilities of the Deputy Clerk

6.4 Skills
« Verbail and written communication skills
s Exceilent reasoning skills
s Exceptional negotiation and representational skills
« Computer literate in Microsoft applications
7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

I make this solemn declaraticn 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 Employee
delegate)

Date o S Date

Harliamentary Service Job Deseriphion borm &M 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:

. e e e - e —— CAT 003

| DEPARTMENT: DESIGNATION/CLASSIFICATION:

| Parliamentary Service o B _Assistant Director Admin - Catering Service (NP11)
DIVISION: LOCAL DESIGNATION:

| Corporate and Support Service _Assistant Director Admin - Catering Service
BRANCH: REPORTING TO:
i Parliamentary Catering Service Director Catering Service
- LOCATION: . INCUMBENT:

_Parliament House, Waigani, NCD i

HISTORY OF POSITION

"NPFILENO. [ DATE OF VARIATION - DETAILS S
!___QRG: 1- 1_4_________________ 30/10/14 Reno _B@gg_ﬁgclass Revised Duhes ‘}”) . o N
'ORG:2-18 [ 240918 éQtz'LS_@r’_C@_ated Vit

'.______..._._.. i . e — . 7 -)/g:\(} ;_‘._ N

2. PURPOSE: S

Assist the Director Catering Service provide strategic leadership and direction in the development and
implementation of Divisional programs and activities and contribute to maintaining a high-quality
Parliament catering service through achievement of Divisional functions and responsibilities.

3. DIMENSION:
Budget: NA
Staff: 16 staff
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

+ Drive the development of strategies to implement and assess the achievement of Divisional
priorities by providing strategic leadership and continuous improvement.

+« Achieve competing Divisionat priorties by mobilizing and managing resources promoting and
encouraging team work through modelling good practice.

» Develop and monitor the implementation of annual Divisicnal strategic and operational plan and
report on achievement of perfarmance targets.

« Ensure development of Parliamentary Service policies. research and data analysis and planning
activities to meet the changing needs of the Service systems and providing relevant information
and date for better management decision to improving the Parliamentary Catering Service
system.

» Hold regular Divisional meetings to develop and implement strategies to address problems
affecting efficient implementation of Divisional activities and communicating relevant information
from the management team.

» Responsible for Divisional budget by taking responsibiity for budget preparation, monitonng and
reporiing on the expenditure of Divisionai funds.

+ Discipline officers by taking personal responsibifity in initiating and making referral for officers
who may have committed a disciplinary offence.
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« Provide constructive feedback on work performance, both formaily and informally to staff based
on agreed tasks and performance indicators identified with the staff member.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the senior two positions that report to the Director Catering Service to ensure
quality services are provided to meet the expectation of the organization.
{ Director Catering Service

{NP13)
\
. - 1 . . B 1 - J‘;,.'j\)v
Assistant Director - Admin Assistant Director - Operation P !
[ {NP11) ] [ {(NP11) } ¢ "Lga g ;f ?
/

5.2 Internal:
« Provide reguiar advice to the Director Catering Service on set policies, and
Administration of the Catering Service.
e Liaise directly with sectional heads and supervisors on areas requiring co-ordination of
administrative activities within the division.

5.3 Externat:
e Assist the Director to liaise with suitable suppliers and service providers and other
business organizations on administrative matters related to catering service
« Assist the Director liaise with other Departments on matters relating to provision of
catering service to Members of Parliament, State functions and Ceremonial event
functions.

5.4 Work Environment
« This position requires long hours’ work associated with administrative functions of the
Catering Service.
s Administer, promote and maintain strong communication links and liaison with other
appropriate stakeholiders that are vital to ensure efficient catering service delivery.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand relevant statutory provisions and Government policies.
« Understand various relevant Acts such as; Consbiution. Parliamentary Service Act.
Organic L.aw on Provincial and Local fevel government, Parliament Standing Orders
and all other relevant Acts.

Decisions:
» Management of staff and finance in the administration of the division

Recommendations:
» Make recommendations to the administration on matters relating to the expenditure of
funds for catering service delivery

586 Challenges
» Provide appropriate catering service advice to the Speaker, the elected Members
of Parliament, the Clerk of Parliament and the Staff.
«  Serve with dignity and fairmess.
s Meet deadlines for matters relating to the provision of catering service.
» Assist the Director administer and produce financial reports to Parliament
Administration.
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
Qualification
» Tertiary qualification in Business Studies. Accounting, Bachelor Tourism & Hospitality

6.1

6.2

6.3

Management.

Experience

» The incumbent must have at least 10-15 years of experience in the Catering Industry
within Fapua New Guinea and abroad.

Knowledge
Must have a thorough knowledge of:

in-depth understanding of the Food and Beverage service and practice
Thorough knowledge of the Parliamentary Service Act, the Constitution and the
Standing Orders and a good understanding of Chamber procedures.
Familiar with the Public Finance (Management) Act, the Public Service
(Management} Act and the General Orders
Sound knowledge of principles and practices of good management and
leadership.

6.4 Skills

Ability to lead and manage a team of qualified catering personnel and support staff
in the absence of the Director

Assist the Director to provide strategic leadership, people and financial
management and administration of the Catering Service.

Demonstrate capacity to development and administer activities to achieve quality
outcomes and manage conflicting pricrities and timeframes.

Excellent research, planning, advisory and administrative skills with problem-
solving skills to enable achieve program objectives.

Exceptional skills in successful management and administration of organizational
programs and cultural change.

Excepticnal negotiation and reprasentational skills.

Computer literate in Microsoft applications

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration
Act 1882, conscientious believing the statement contain therein to be true in every particuiar.

~ Signature Signature
Employer {or its delegate) Employee
Date ' Date
e
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
DEPARTMENT: " DESIGNATION/CLASSIFICATION:
' Parliamentary Service Accounts Officer - Catering Service (NP08)
DIVISION: LOCAL DESIGNATION:
| Corporate and Support Service o Accounts Officer - Catering Service
BRANCH: REPORTING TO:
| Parliamentary Catering Service | Assistant Director Admin - Catering Service
- LOCATION: INCUMBENT.

Parliament House, Waigani, NCDO

HISTORY OF POSITION jzg-wo/ |

............ rvg i 28] =y
NP FILENO. | DATE OF VARIATION @ DETAILS ﬁf P/
ORG 1- 14 | 30/10/14 | Reno, Redes, Rec[ass Re\nsed Duties _7L_ .
_ORG 2-18 . 24/09/18 | Reclass / JD Revised

2.PURPOSE:

Performing daily finance operations and the incumbent is primarity responsible for computing.
recording, collecting, analysing and verifying numerical data for use in maintaining accounting records
of the financial operations of the catering division.

3.DIMENSION:
Budget: NA
Staftf: NA
Dthers: NA

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

+ Managing revenues received and dispersed including accounts receivable, accounts payable.
audit, General Ledger reponing.

s Cash handling functions for the catering division and reconcile all cash dropped at point of sale
and petty cash.

¢ Check invoices for inaccuracies and analyse financial statements on a monthly basis and
report any variances to the Manager.

e Handle general credit account queries for Members (MPs), staffs and Clients.

« Contact clients and vendors about invgices and bills for payment

e Perform any other duties that is required by the Manager

1] i Job Besceription Form i &MY



5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 18 positions that report to the Assistant Director Admin Catering Service
to ensure quality services are provided to meet the expectation of the organization.
‘ Assistant Director Admin J

Catering {(NP11}

I E
I 1 >
L Accounts Officer (NP J t 16 other staff } }

3
/g3 1

&

J‘

5.2 Internal:
e Provide financial and accounting duties to the Director Catering Service
» Record ali financial transactions for both accounts payable and accounts receivable
Record all incoming and outgoing financial data.
« Attend to all Members (MPs), staff and client credit account gueries at admin office

5.3 External:
¢ Assist the Director to communicate with suppliers and service providers and other
business organizations on administrative matters related to catering service account
« Communicate with vendors on invoices for payment of services rendered

5.4 Work Environment
e This position requires hours’ work associated with administrative functions of the
Catering Service financial management.
» Administer, promote and maintain accountability and reporting of Catering Services
financial operations

5.5 Constraints Framework and Boundaries
Rutes/Procedures etc:
¢ Understand relevant statutory provisions and Government pelicies.
« Undersiand various relevant Acts such as: Constitution, Parliamentary Service Act.
QOrganic Law on Provincial and Local level government, Public Finance
Management Act, Parliament Standing Orders and all other relevant Acts.

Decisions:
» Priority expenditure areas for providing quality Catering Services to the Director,
Assistant Director Admin of the division

Recommendations:
» Make recommendations to the administration on matters relating to the expenditure of
funds for catering service delivery

56 Challenges

» Provide appropriate advice relating to accounts payable and accounts recevable
to the Administration

s Serve with dignity and fairness.

« Meet deadlines for matters relating to the providing financial reports of Catering
Service accounts.

« Assist the Director administer and produce financial reports to Parliament
Administration

23 PS5 fub Description Form O & M2



6 QUALIFICATION, EXPERIENCE, KNOCWLEDGE AND SKILLS
Qualification
« Cerificate or Diploma in accounting or retated experiences in other organizations

6.1

6.2

6.3

Experience

« The incumbent must have at ieast 3-5 years of experience in the accounts payable or
accounts receivable

Knowledge
Must have a thorough knowledge of.

In-depth understanding of the basic accounting systems and processes of an
organization
Thorough knowledge of the Parliamentary Service Act, the Constitution and the
Standing Orders and a good understanging of Chamber procedures.
Familiar with the Public Finance (Management} Act, the Public Service
(Management} Act and the Generat Orders

Sound knowledge of principles and practices of sound financial management

6.4 Skills

Proficient accountancy skills, ideally practiced in a hospitality environment
Extensive knowledge of data processing skills, including spreadsheet packages
Excellent ability in Analytical and communication skills

In-depth knowledge to prepare detailed financial information for senior
management

Exceptional negotiation and representational skills.

Computer literate in Microsoft applications

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

3

~ Signature ‘Signature
Empiloyer (or its delegate) Employee
Date Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION  POSITION NUMBER:

o _CAT 005 o
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service . Food Stock-Controller - Catering Service (NP8)
"BiVISION: " LOCAL DESIGNATION:

l_Corporate and Support Service Food Stock-Controller - Catering Service
BRANCH: " REPORTING TO:

| Parliamentary Catering Service | Assistant Director Admin - Catering Service

. LOCATION: INCUMBENT.

_ Parliament House, Waigani, NCD

HISTORY OF POSITION

_NPFILENO. DATE OF VARIATION DETAILS A
ORG:1-14 = 30/10/14 _Reno, Redes, Reclass, Revised Duties [
ORG: 2-18 L 24/09/18 Reciass {JD Revised
- A —— ‘%@ozgi_
2.PURPOSE:

Performing daily stock operations and the incumbent is primarily responsible for computmg‘ recording.
caliecting, analysing and verifying numerical stock data for use in maintaining supply of the food stock
in the division.

3. DIMENSION:
Budyget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Managing records of food stock received and consumed using spreadsheet reporting

« Cash handling functions for the catering division and reconcile afl cash dropped at point of sale
on daily basis to the Assistant Manager - Administration.

e« Check food stock delivery purchase orders for inaccuracies and analyse statements on a
monthly basis and report any variances to the Assistant Director.

+ Handle general credit account queries for Members {MPs}, staffs and Chents.

e Contact clients and vendors about invoices and bills for payment related to food stock

» Perform any other duties that is required by the Assistant Director

« Deliver high quality product with consistency to meet the clients demand

» Enforce effective cost cutting measures in the stock inventory system.

» Perform assigned duties with attention to detail. speed, accuracy, follow-through, courtesy,
cooperativeness under minimum supervision.

1] 'S 1oh Deseription Form e & M 2



5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 16 positions that report to the Assistant Director Admin Catering Service
to ensure quality services are provided to meet the expectation of the organization.
‘ Assistant Director Admin |

. i YL
Catering (NP11} ¥ Ak
| 1 J | / }—‘3

1T
[Food Stock Controller (NPB)} [ 16 other staff ) Y8 07/15
I O B

; f

5.2 Internai:
+ Provide food stock audit reports to the Director Catering Service
» Record all food consumption and keep data of all relevant information required to
accountability and reporting
s Attend to all Members (MPs), staff and client credit account gueries at admin office

5.3 External:
e Assist the Director to communicate with suppliers and service providers and other
business organizations on administrative matters related to catering service food stock
» Communicate with vendors on invoices for payment of services rendered

5.4 Work Environment
« This position requires hours’ work associated with administrative functions of the
Catering Service food stock management and control.
e Administer, promote and maintain accountability and reporting of Catering Services
food stock and control

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand relevant statutory provisions and Government policies.
¢ Understand various relevant Acts such as; Constitution, Parliamentary Service Act,
Organic Law on Provincial and Local level government, Public Finance
Management Act. Parliament Standing Orders and all other relevant Acts.

Decisions:

e Priority expenditure areas for providing quality Catering Services to the Director,
Assistant Director Admin of the division

Recommendations:

« Make recommendations to the administration on matters relating to the purchase of
foods for the Catering Service

56 Challenges
« Provide appropriate advice reiating to food stock control to the Administration
+  3erve with dignity and fairness.
e Meet deadiines for matters relating to the providing food stock reports

2] Ps foh Description Form f & 2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

7.

6.1 Quatification

« Certificate or Diploma in accounting or related experiences in other organizations

6.2 Experience

» The incumbent must have at least 3-5 years of experience in the food and hospitality

industry

6.3 Knowledge
Must have a thorough knowledge of:

6.4

In-depth understanding of the variety of foods available on the market

Thorough knowledge of the Parliamentary Service Act, the Constitution and the
Standing Qrders and a good understanding of Chamber procedures.

Familiar with the Public Finance (Management) Act, the Public Service
{Management) Act and the General Orders

Sound knowledge of principles and practices of sound food management

Good knowledge of inventory management systems and procedures

Wide knowledge of estimating cost and quality of all restaurants and bar focds
Comprehensive knowiedge of business administration as well as food stock and
inventory systems

(n-depth understanding in Familiarizing with food safety guidelines. process and
procedures

Skiils

Proficient accountancy skills, ideally practiced in a hospitality environment
Extensive knowledge of data processing skills. including spreadsheet packages
Excellent ability in Analytical and communication skiils

In-depth knowledge to prepare detaited food stock control repert for senior
management

Exceptional negotiation and representational skills.

Computer literate in Microsoft applications

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
i}:,i).d.rﬁ-«-- 3
/ T
507 /9
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER™ ' |
DEPARTMENT: | DESIGNATION/CLASSIFICATION:
_Parliamentary Service | Beverage Stock-Controller - Catering Service (NP8)
DIVISION: LOCAL DESIGNATION:

_Corporate and Support Service | Beverage Stock-Controller - Catering SENLJ
BRANCH: REPORTING TO:

Parliamentary Catering Service. | Assistant Director Admin - Catering Service

. LOCATION: INCUMBENT:

| Parliament House, Waigani, NCD

HISTORY QOF POSITION

'NP FILENO. _| DATE OF VARIATION | DETAILS

ORG 1-14  + 30/10/14 | Reno, Redes, Reclass, ‘Revised Duties \

| ORG:2-18 | 240018 | | Reclass / JD Revised
2.PURPOSE

Performing daily stock operations and the incumbent is primarily responsible for computing, recording.
collecting. analysing and verifying numerical stock data for use in maintaining supply of the beverages
in the division.

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

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

s Managing records of beverage stock received and consumed using spreadsheet reporting.

» Cash handling functions for the catering division and reconcile all cash dropped at point of sale
on daily basis to the Assistant Manager - Administration.

» Check stock delivery purchase orders for inaccuracies and analyse statements on a monthly
basis and report any variances to the Assistant Director.

e Handie general credit account queries for Members (MPs). staffs and Clients.

s« Contact clients and vendors about invoices and hills for payment related to beverages

e Perform any other duties that is required by the Assistant Director

» Deliver high quality product with consistency to meet the clients demand

« Enforce effective cost cutting measures in the stock inventory system.

+ Perform assigned duties with attention to detail, speed. accuracy. follow-through, courtesy.
cooperativeness under minimum supervision.

b (N job [escription Form & M2



5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 16 positions that report to the Assistant Director Admin Catering Service
to ensure quality services are provided to meet the expectation of the organization.

Assistant Director Admin
Catering (NP 11}

1 A
r 1 L}
( Beverage Stock Controller J [ 16 other staff J f AT

(NP8}

5.2 Internal:
¢ Provide beverage audit reports to the Director Catering Service
s Record all beverage consumption and keep data of all refevant information required to
accountability and reporting
« Attend to all Members (MPs), staff and client credit account queries at admin office

5.3 External:

e Assist the Director to communicate with suppliers and service providers and other
business organizations on administrative matters related to catering service beverage
stock

« Communicate with vendors on invoices for payment of services rendered

5.4 Work Envirenment

« This position requires hours’ work associated with administrative functions of the
Catering Service beverage stock management and control.

¢ Administer, promote and maintain accountability and reporting of Catering Services
beverage stock and control

5.5 Constraints Framework and Boundaries
Ruies/Procedures etc:
» Understand relevant statutory provisions and Government policies.
« Understand various relevant Acts such as. Constitution, Parliamentary Service Act,
Qrganic Law on Provincial and Local level government. Public Finance
Management Act, Parliament Standing Orders and all other relevant Acts.

Decisions:

» Priority expenditure areas for providing quality Catering Services to the Director.
Assistant Director Admin of the division

Recommendations:

« Make recommendations to the administration on matters relating to the purchase of
beverages for the Catering Service

5.6 Challenges
» Provide appropriate advice relating to beverage stock control to the Administration
»  Serve with dignity and fairness.
« Meet deadlines for matters relating to the providing beverage stock reports

2| s Job Description Formu X M 2



QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Certificate or Diploma in accounting or related experiences in other organizations

6.2 Expetrience

»  The incumbent must have at least 3-5 years of experience in the food and beverage
industry

6.3 Knowledge
Must have a thorough knowledge of:

. In-depth understanding of the variety of beverages avatiable on the market

. Thorough knowledge of the Parliamentary Service Act, the Constitution and the
Standing Orders and a good understanding of Chamber procedures.

* Familiar with the Public Finance (Management) Act, the Public Service
(Management) Act and the General Orders

. Sound knowledge of principles and practices of scund beverage management

. Good knowledge of inventory management systems and procedures

. Wide knowledge of estimating cost and quality of all restaurants and bar
beverages

. Comprehensive knowledge of business administration as wel! as food and
beverage inventory systems

. In-depth understanding in Familiarizing with food & beverage safety guidelines,
process and procedures

6.4 Skills
« Proficient accountancy skills, ideally practiced in a hospitaiity environment
+ Extensive knowledge of data processing skills. including spreadsheet packages
e Excellent ability in Analytical and communication skills
s In-depth knowledge to prepare detailed financial information for senior
management
s Exceptional negotiation and representational skills.
» Computer literate in Microsoft appiications

. 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
Date  Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION

- POSITION NUMBER:
. CAT 007

DEPARTMENT: DESIGNATION/CLASSIFICATION:
. Parliamentary Service e .. | Gashier - Catering Service (NP4} _
DIVISION: LOCAL DESIGNATION: :
~Corporate and Support Service Cashier - Catering Service
BRANCH: REPORTING TO:
Parliamentary Catering Service | Assistant Director Admin - Catering Service
LOCATION: INCUMBENT: |
_Parliament House, Waigani, NCD B B,
3oy
HISTORY OF POSITION /9 g}j\ﬂ i 9
_NPFILENO. | DATE OF VARIATION | DETAILS o .
ORG.1-14 30110/14_ | Reno, Redes, Reclass, Revised Duties
L ORG: 2-18 | 24/09/18 | Reclass / JO Revised
2.PURPOSE:

Perform required duty to receive and, disburse money, credit charges in service outlets/reception

counters and operates the cash register

3. DIMENSION:

Budget: NA
Staff: NA
Others: NA

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

s Take customer orders at the counter

« Receive payments and presert change to customers
*« Answer phone and make reservations for MPs, staff and visiting guests
» Manage and operate the cash register (POS}, inciuding all credit charges, cheque and cash

operations

e Ensure a balance of the register at the end of the daily shift or working period
» Prepare bills and present them to guest at the time of the guest's departure Settle ali bills on

departure

+ Greet the Members {MPs)/guests entering into dining area
« Maintaining monthly, weekly and daily report of transactions

1| [
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5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 3 positions that report to the Accounts Officer Catering Service to ensure
quality services are provided to meet the expectation of the organization.
{ Accounts Officer Catenng J

(NF8)

-

1 1 .
[ Cashier (NP4) } [ 3 other staff | }%W i
| gTes S

£

5.2 Internal: i
« Operate cash register and post credit charge dockets at the reception desk/
payment counters of service outlets
« Record all reservations and bookings
¢ Aftend to ali Members (MPs), staff and guest at the payment counter/reception
desk

5.3 External:
e NA

5.4 Work Environment
s This position requires hours’ work associated with use of cash/tili register machine and
facilitate proper front desk/counter procedures and etiquetie
» Administer, promote and maintain accountability and reporting of Catering Services
cash transactions

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand relevant statutory provisions and Government policies.
« Understand various relevant Acts such as; Constitution, Parliamentary Service Act,
Organic Law on Provincial and Local level government, Public Finance
Management Act, Parliament Standing Orders and all other relevant Acts.

Decisions:
s NA

Recommendations:
«  NA

56 Challenges

« Delivery of high standard front desk Service.

« Ability to pedorm assigned duties with attention to detail. speed. accuracy, follow-
through, courtesy, cooperativeness and work with a minimum of supervision

» Meet deadlines of the immediate Supervisor.

» Reconcile and balance-out daily takings and venfy biling charges accurately

+ Have the capability to use POS system.

» Serve with dignity and fairmess.

+ Meet deadlines for matters relating to daily cash transaction reports
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8 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Secondary/High school or College certificate is highly desirable or related
experiences in other organizations

6.2 Experience

. The incumbent must have at least 3-5 years of related experience in an organization

6.3 Knowledge
Must have a thorough knowledge of;
s  Good understanding of Paint of Sale system (POS)
¢« General knowledge of basic accounting
e Full knowledge of cash register operation
¢« Good knowledge of menu items. ingredients and pricing

6.4 Skills
« Exceptional knowledge in basic math skills and have the ability to handle meney
and operate a point-of- sale system
e Ability to speak, read and write the English language
« Excellent professional telephone etiquette

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) Empioyee
owe Date
SO
v 0l )

il
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION "POSITION NUMBER:
. S e CATOOS8 R
: DEPARTMENT: DESIGNATION/CLASSIFICATION:

'. Parllamentary Service o Cashier - Catering Service (NP4)
VISION: LOCAL DESIGNATION:
_Cq_rg_wg_ﬁunport Service Cashier - Catering Service
" BRANCH: REPORTING TO:
- Parliamentary Catering Service_ . Assistant Director Admin - Catering Service
. LOCATION: INCUMBENT

| Parliament House, Waigani, NCD

HISTORY CF POSITION

NP FILENO. | DATE OF VARIATION [DETAILS —_
| ORG: 1 - 14 b 301014 Reno, Redes, Reclass, Revised Duties \ . R _
'ORG:2-18 | - 24109/18 Reclass / JD Revised - lg e
o N e 03/

2. PURPOSE

Perform required duty to receive and, disburse money, credit charges in service outlets/reception
counters and operates the cash register

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

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Take customer orders at the counter

Receive payments and present change to customers

Answer phone and make reservations for MPs, staff and visiting guests

Manage and operate the cash register (POS). including all credit charges, cheque and cash
operations

Ensure a balance of the register at the end of the daily shift or working period

Prepare bills and present them to guest at the time of the guest's departure. Settle all bills on
departure

Greet the Members (MPs)/guests entering into dining area

Maintaining menthly, weekly and daily report of transactions
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5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 3 positicns that report to the Accounts Officer Catering Service to ensure
quality services are provided to meet the expectation of the organization.
[ Accounts Officer Catering J

(NP8}
| A
I 1 ]‘
[ Cashier (NP4) ) [ 3 other staff J Ny
5.2 Internal: i i

» Operate cash register and post credit charge dockets at the reception desk/
payment counters of service outlets

* Record all reservations and bookings

s Aftend to all Members (MPs), staff and guest at the payment counter/reception
desk

5.3 External:
e NA

5.4 Work Environment
» This position requires hours’ werk associated with use of cash/till register machine and
facilitate proper front desk/counter procedures and etiquette
« Administer, promote and maintain accountability and reporting of Catering Services
cash transactions

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
= Understand relevant statutory provisions and Government policies.
¢ Understand various relevant Acts such as; Constitution, Parliamentary Service Act,
Organic Law cn Provincial and Local level government, Public Finance
Management Act, Parliament Standing Orders and all other relevant Acts.

Decisions:
o NA

Recommendations:
o NA

56  Challenges

« Delivery of high standard front desk Service.

» Ability to perform assigned duties with attention to detail, speed. accuracy, foliow-
through. courtesy. cooperativeness and work with a minimum of supervision

» Meet deadlines of the immediate Supervisor.

» Reconcile and balance-out daily takings and verify biliing charges accurately

¢ Have the capability to use POS system.

« Serve with dignity and fairness.

« Meet deadlines for matters relating to daily cash transaction reporis
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
+ Secondary/High school or College certificate is highly desirable or related

experiences in other organizations

6.2 Experience
The incumbent must have at {east 3-5 years of related experience in an organization

6.3 Knowledge
Must have a thorough knowledge of:
« Good understanding of Point of Sale system (FOS)
s  General knowledge of basic accounting
e Full knowledge of cash register operation
s+ Good knowledge of menu items. ingredients and pricing

6.4 Skiils
» Exceptional knowledge in basic math skills and have the ability to handle money

and cperate a point-of- sale system
» Ability to speak, read and write the English language
« Excellent professionai telephone etiguette

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
________________ bae T bae
.'.i
by
o~ _-}U ‘I
245‘&. 7 9
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION [ POSITION NUMBER:
[ ——— P e i s . CAT 009 —_
DEPARTMENT. . DESIGNATION/CLASSIFICATION:
_Parliamentary Service Matgrmg Service (NP4)
DIVISION: LOCAL DESIGNATION:
. Corporate and Support Service ' i Cashier - Catering Service o
BRANCH: "REPORTING TO:
Parliamentary Catering Service _Assistant Director Admin - Catering Service
LOCATION: " INCUMBENT:

. Parliament House, Waigani, NCD

HISTORY OF POSITION

|

Ngw DATE OF VARIATION | DETAILS - B
. ORG:1-14 . 30/10/14 " | Reno, Redes, Reclass, Revised Dutles

‘QRG: 2-18 - 24/09/18 Reclass / JD Rewsed

2. PURPOSE i % f

Perform required duty to receive and, disburse money. credit charges in service outletsireceptlon
counters and operates the cash register

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

4.PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

+« Take customer orders at the counter

» Receive payments and present change to customers

« Answer phone and make reservations for MPs_ staff and visiting guests

» Manage and operate the cash register (POS}, including all credit charges, cheque and cash
operations

= Ensure a balance of the register at the end of the daily shift or working period

¢ Prepare bills and present them to guest at the time of the guest's departure. Settle all bills on
departure

o  Greet the Members (MPs)/guests entering into dining area

s Maintaining monthly, weekly and daily report of transactions

L
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5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 3 positions that report to the Accounts Officer Catering Service to ensure
quality services are provided to meet the expectaticn of the organization.
{ Accounts Officer Catering '

(NP8)

I A
{ Cashier (NP4) J [ 3 other staff } ,}JQ‘P"')

1 hn
/o1l
5.2 Internal: ] !

+ Operate cash register and post credit charge dockets at the reception desk/
payment couniers of service outlets

+ Recoerd all reservations and bookings

+ Attend to alil Members (MPs). staff and guest at the payment counter/reception
desk

5.3 External:
« NA

5.4 Work Environment
+ This position requires hours’ work associated with use of cashtill register machine and
facilitate proper frant desk/counter procedures and etiquette
s Administer, promote and maintain accountability and reporting of Catering Services
cash transactions

5,5 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand relevant statutory provisions and Government policies.
« Understand various reievant Acts such as: Constitution, Parliamentary Service Act,
Organic Law on Provincial and Local level government, Public Finance
Management Act. Parliament Standing Orders and all other relevant Acts.

Decisions:
s NA

Recommendations:
s« NA

5.6 Challenges

» Delivery of high standard front desk Service.

* Ability to perform assigned duties with attention to detail, speed, accuracy, follow-
through, courtesy. cooperativeness and work with a minimum of supervision.

+ Meet deadlines of the immediate Supervisor.

s Reconcile and balance-cut daity takings and verify billing charges accurately

+ Have the capability to use POS system.

+ Serve with dignity and fairness.

* Meet deadiines for matters relating to daily cash transaction reports

3
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Secondary/High school or College certificate i1s highly desirable or related
experiences in other organizations

6.2 Experience

. The incumbent must have at least 3-5 years of related experience in an organization
6.3 Knowledge

Must have a thorough knowledge of:

e Good understanding of Point of Sale system (POS)
» General knowledge of basic accounting

s Full knowledge of cash register operation ) ;
s Good knowledge of menu items, ingredients and pricing / 7/@"?::»; ;c’;}
i l[_r' !
6.4 Skiils /

« Exceptional knowledge in basic math skills and have the ability to handle money
and operate a point-of- sale system

» Ability to speak, read and write the English {anguage

s Exceilent professional telephone etiquette

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.

Signathe ' ' o Signatu"r'é" '
Employer (or its delegate) Employee
e N e
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER:

S . . CATO10 .

" DEPARTMENT: DESIGNATION/CLASSIFICATION:

|_Par|1amentag Service o - Physical Training Officer - GYM (NP08) o

| DIVISION: LOCAL DESIGNATION:

I—Corporate and Support Service . .__m__.______“__thsu:al Training Officer - GYM S
| BRANCH: - REPORTING TO:

I Parhamentary Catering Service | Assistant Director Administration - Catering Service .

' LOCATION:

5 INCUMBENT:
~_Parliament House, Waigani, NCO o

HISTORY OF POSITION

\.
L ) 3 P S
NPFILENO. | DATE OF VARIATION DETAILS / 3{‘?_"“;3 =
| ORG: 1 - 14 e 30/10/114 " Reno, Redes, Reclass, Revised Duties | 8/ ™2 ?
'ORG:2-18 i _____ . 24/09/18 ___-HﬁPF)J_'_S__hEd*’ Created
2_.PURPOSE:

Assist the Director Catering Service provide strategic leadership and direction in the development and
implementation of Divisional programs and activities and contribute to maintaining a high-quality
Parliament catering service through achievement of Divisional functions and responsibilities.

3.DIMENSION:;
Budget: NA
Staff: 17 staff
Others: NA

4.PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

« Drive the development of strategies to implement and assess the achievement of Divisional
priorities by providing strategic leadership and continuous improvement.

+ Achieve competing Divisional priorities by mobilizing and managing rescurces. promoting and
encouraging team work through medelting good practice.

» Develop and monitor the implementation of annual Divisional strategic and operational pian and
report on achievement of performance targets.

» Ensure development of Parliamentary Service policies, research and data analysis and planning
activities to meet the changing needs of the Service systems and providing refevant information
and date for better management decision to improving the Parliamentary Catering Service
system.

« Hold regular Divisional meetings to develop and implement strategies to address problems
affecting efficient implementation of Divisional activities and communicating relevant information
from the management team.

s Responsibie for Divisional budget by taking responsibility for budget preparation. monitoring and
reporiing on the expenditure of Divisionai funds.

» Discipline officers by taking personal responsibility in initiating and making referral for officers
who may have committed a disciplinary offence.

11 B0 Job rescription Formo & v 2



s Provide constructive feedback on work performance. both farmally and informally to staff based
on agreed tasks and performance indicators identified with the staff member.

5. NATURE AND SCOPE:

5.1

5.2

53

Reporting Relationship

This is one of the senior two positions that report to the Director Catering Service to ensure
quality services are provided to meet the expectation of the organization.

Assigtant Director - Catering
{(NP11)

A

| 1 .
[ Physical Training Officer J [ Other Staff J j ’?/‘\?;O}j‘j} C,

(NP8}

Internal:

» Provide regular advice to the Director Catering Service on set policies, and
Administration of the Catering Service.

» Liaise directly with sectional heads and supervisors on areas requiring co-ordination of
the operation of the division.

External:
» Assist the Director to liaise with suitable suppliers and service providers and other
business organizations on operational matters related to catering service
¢ Assist the Director liaise with other Departments on matters relating to provision of
catering service to Members of Parliament, State functions and Ceremonial event
functions.

5.4 Work Environment

« This position requires long hours’ work associated with the operational functions of the
Catering Service.

» Administer, promote and maintain strong communication links and ftaison with other
appropriate stakeholders to ensure smooth cperation of the catering service

5.5 Constraints Framework and Boundaries

5.6

Rules/Procedures etc:
+ Understand refevant statutory provisions and Government policies.
» Understand various relevant Acts such as; Constitution, Parliamentary Service Act,
QOrganic Law on Provincial and Local level government, Parliament Standing Orders
and all other relevant Acts.

Decisions:
¢ Management of staff and finance in the administration of the division

Recommendations:
s Make recommendations to the administration on matters relating to the operational
matters reiated to the delivery of catering service

Challenges
s Provide appropriate catering service advice to the Speaker the elected Members
of Parliament. the Clerk of Parliament and the Staff.
» Serve with dignity and fairness.
« Meet deadlines for matters relating to the provision of catering service.
¢« Assist the Director to manage the operationai aspects of catering service and
produce financial reports to Parliament Administration.

Py job Description FOrm O & M 2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

Qualification

« Tertiary qualification in Business Studies, Accounting, Bacheior Tourism & Hospitality
Management.

6.1

6.2

6.3

Experience

« The incumbent must have at least 10-15 years of experience in the Catering Industry
within Papua New Guinea and abroad.

Knowledge
Must have a thorough knowledge of:

In-depth understanding of the Food and Beverage service and practice
Thorough knowledge of the Parliamentary Service Act, the Constitution and the
Standing Orders and a good understanding of Chamber procedures.
Familiar with the Public Finance {(Management) Act, the Public Service
(Management) Act and the General Orders
Sound knowledge of principles and practices of good management and
leadership.

6.4 Skills

Ability to lead and manage a team of gualified catering perscnnet and support staff
in the absence of the Director

Assist the Director to provide strategic leadership, people and financial
management and cperations of the Catering Service.

Demonstrate capacity to development and administer activities to achieve quatity
outcomes and manage conflicting priorities and timeframes.

Excellent research, planning, advisory and agministrative skilts with problem-
solving skills to enable achieve program objectives.

Exceptional skills in successful management and administration of organizational
programs and cultural change.

Exceptional negotiation and representational skills.

Computer literate in Microsoft applications

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
oae o o
b
oo
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION ' PCSITION NUMBER:
o . CCATOM
DEPARTMENT: - DESIGNATION/CLASSIFICATION:
Parliamentary Service o . Food Security/Safety Officer, NP10
- DIVISION: . LOCAL DESIGNATION:
_Corporate and Support Service . Food Security/Safety Officer
BRANCH: . REPORTING TO:
_Parliamentary Catering Service : Assistant Director Administration - Catering Service

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

HISTORY OF POSITION )M

'NPFILENO. DATE OF VARIATION |DETAILS IR AR
' ORG: 1-14 . 30M0/14 Reno, Redes, Reclass, Revised Duties

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

2.PURPOSE:

Assist the Director Catering Service provide strategic leadership and direction in the development and
implementation of Divisional programs and activities and contribute to maintaining a high-quality
Parliament catering service through achievement of Divisional functions and responsibilities.

3.DIMENSION:
Budget: NA
Staff: 17 staff
Others: NA

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Drive the development of strategies to implement and assess the achievement of Divisional
priorities by providing strateqgic leadership and continuous improvement.

Achieve competing Divistonal priorities by mobilizing and managing resources. promoting and
encouraging team work through modelling good practice.

Devetop and monitor the implementation of annual Divisional strategic and operational plan and
report on achievement of performance targets.

Ensure development of Parliamentary Service policies, research and data analysis and planning
activities to meet the changing needs of the Service systems and providing relevant information
and date for better management decision to improving the Parliamentary Catering Service
system.

Hold regular Divisional meetings to develop and implement sirategies to address problems
affecting efficient impiementation of Divisional activities and communicating relevant information
from the management team.

Responsible for Divisional budget by taking responsibility for budget preparation. monitoring and
reporting on the expenditure of Divisionai funds.

Discipline officers by taking personal responsibility in initiating and making referral for officers
who may have commitied a disciplinary offence.

1 Bs [nb Description Forme O & M 2



s Provide constructive feedback on work performance, both formally and informally to staff based

on ag

reed tasks and performance indicators identified with the staff member,

5. NATURE AND SCOPE:

5.1

5.2

5.3

Reporting Relationship

This is one of the senior two positions that report to the Director Catering Service to ensure
quality services are provided to meet the expectation of the organization.

{ Assistant Director —
Administration (NP11)
1

Food Sec:urity:Safety Officer Othe: Staff 1 i
[ {NP10} ] { J )} sub /f ; -
Internal: VK05 7
» Provide regular advice to the Director Catering Service on set policies, and / ﬁ
Administration of the Catering Service.
« Liaise directly with sectional heads and supervisors on areas requiring co-ordination of
the operation of the division.

t
%
\

External:

» Assist the Director to liaise with suitable suppliers and service providers and cther
business organizations on operatiocnal matters related to catering service

» Assist the Director liaise with other Departments on matters relating to provision of
catering service to Members of Parliament, State functions and Ceremonial event
functions.

5.4 Work Environment

5.5

5.6

2|

« This position requires long hours' work associated with the operational functions of the
Catering Service.

+ Administer, promote and maintain strong communication links and haison with other
appropriate stakehclders to ensure smooth operation of the catering service

Constraints Framework and Boundaries
Rules/Procedures etc:
s Understand relevant statutory provisions and Government policies.
» Understand various relevant Acts such as; Constitution, Parliamentary Service Act,
Organic Law on Provincial and Local level government, Parliament Standing Orders
and all other relevant Acts.

Decisions:
» Management of staff and finance in the administration of the division

Recommendations:
» Make recommendations to the administration on matters relating to the operationat
maitters related to the delivery of catering service

Chaillenges
e Provide appropriate catering service advice to the Speaker. the elected Members
of Parliament, the Clerk of Parliament and the Staff,
e  Serve with dignity and fairness.
» Meet deadlines for matters relating to the provision of catering service.
»  Agsist the Direcior io manage the operationai aspects of caleinng service and
produce financial reports to Parliament Administration.

i’5 joh Description Form ¢ & M 2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
Qualification
e Tertiary qualification in Business Studies, Accounting, Bachelor Tourism & Hospitality

6.1

6.2

6.3

Management.

Experience

« The incumbent must have at teast 10-15 years of experience in the Catering Industry
within Papua New Guinea and abroad.

Knowledge Z Y‘Mﬁf
Must have a thorough Knowledge of: // 0:7 / 7

In-depth understanding of the Food and Beverage service and practlce
Thorough knowledge of the Parliamentary Service Act, the Constitution and the
Standing Qrders and a good understanding of Chamber procedures.
Familiar with the Public Finance (Management) Act. the Public Service
(Management) Act and the General Orders
Sound knowledge of principles and practices of good management and
leadership.

6.4 Skills

Ability to lead and manage a team of qualified catering personnel and support staff
in the absence of the Director

Assist the Director to provide strategic leadership, people and financial
management and operations of the Catering Service.

Demonstrate capacity to development and administer activities to achieve quality
outcomes and manage conflicting priorities and timeframes.

Excellent research. planning, advisory and administrative skills with problem-
solving skills to enable achieve program objectives.

Exceptional skills in successful management and administration of organizational
programs and cultural change.

Excepticnal negotiation and representational skills.

Computer literate in Microsoft applications

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Caths, Affirmation and Statutory Declaration
Act 1982, conscientious believing the statement contain therein to be true in every particular.

~ Signature o  Signature
Empioyer {or its delegate) Employee
Date - Date

Py [ab Breseripon Foeini O & b 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION “POSITION NUMBER:
e e CATO1Z
DEPARTMENT: DESIGNATION/CLASSIFICATION:
. Parliamentary Service o o | Supervisor Laundry - Catering Service (NP4)
i DIVISION: LOCAL DESIGNATION:
- Corporate and Support Service | Supervisor Laundry - Catering Service
] BRANCH: REPORTING TO:
| Parliamentary Catering Service | Assistant Director Admin - Catering Service
"LOCATION: INCUMBENT:

_Parliament House, Waigani, NCO

HISTORY OF POSITION

NPFILENO. | DATE OF VARIATION ' DETAILS - R _

ORG 1-14 30M0/4 Reno, Redes, Reclass, Revised Duties T,vgru.xf i
ORG:2-18 | 24/09/18 | Abolished/Created fggx/o;i(_i
; : O
R, A . S — . o ! o _
2. PURPOSE:

Assist the Director Catering Service provide strategic leadership and direction in the development and
implementation of Divisional pregrams and activities and contribute to maintaining a high-quality
Parliament catering service through achievement of Divisional functions and responsibilities.

3. DIMENSION:
Budget: NA
Staff: 16 staff
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

Drive the development of strategies to implement and assess the achievement of Divisional
priorities by providing strategic leadership and continuous improvement.

Achieve competing Divisional priorities by mobilizing and managing resources, promoting and
encouraging team work through modeliing good practice.

Develop and monitor the implementation of annual Divisional strategic and operational plan and
report on achievement of performance targets.

Ensure development of Parliamentary Service policies, research and data analysis and planning
activities to meet the changing needs of the Service systems and providing relevant information
and date for better management decision to improving the Parliamentary Catering Service
system.

Hold reguiar Divisional meetings to develop and implement strategies to address probiems
affecting efficient implementation of Divisional activities and communicating refevant information
from the management team.

Responsible for Divisional budget by taking responsibility for budget preparation, monitering and
reporting on the expenditure of Divisional funds.

Discipline officers by taking personal responsibility in initiating and making referral for officers
who may have committed a discipiinary offence.

11 b Job Presceription Form Q& M 2



« Provide constructive feedback on work performance, both formaliy and informally to staff based
on agreed tasks and performance indicators identified with the staff member.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the senior two positions that report to the Director Catering Service to ensure
quality services are provided to meet the expectation of the organization.

{Assis!ant Director — Caterin

q
1 Services (NP11} J

7

I K

I 1 .
Supervisor - Laundry (NPO4 16 other Staff ) M /
{ J [ J 0T

5.2 Internal:
» Provide regular advice to the Director Catering Service on set policies, and
Administration of the Catering Service.
« Liaise directly with sectional heads and supervisors on areas requiring co-ordination of
administrative activities within the division.

5.3 External:
o Assist the Director 1o liaise with suitable suppliers and service providers and other
business organizations on administrative matters related to catering service
o Assist the Director liaise with other Departments on matters relating to provision of
catering service to Members of Parliament, State functions and Ceremonial event
functions.

5.4 Work Environment
» This position requires long hours' work associated with administrative functions of the
Catering Service.
« Administer. promote and maintain strong communication links and fiaison with other
appropriate stakeholders that are vital to ensure efficiem catering service delivery.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand reievant statutory provisions and Government policies.
+« Understand various relevant Acts such as; Constitution, Parliamentary Service Act.
Organic Law on Provincial ang Local level government. Parliament Standing Orders
and all other relevant Acts.

Decisions:
« Management of staff and finance in the administration of the division

Recommendations:
« Make recommendations to the administration on matters relating to the expenditure of
funds for catering service delivery

56 Chalienges
« Provide appropriate catering service advice to the Speaker, the elected Members
of Paritament, the Clerk of Parliament and the Staff
+  Serve with dignity and fairness.
s Meet deadlines for matters relating to the prowision of catering service.
e Assist the Diteclo adininisier and produce financial reporis 1o Paniament
Administration.

nA
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6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
Qualification
« Tertiary qualification in Business Studies, Accounting, Bachelor Tourism & Hospiality

6.1

6.2

6.3

Management.

Experience

» The incumbent must have at least 10-15 years of experience in the Catering Industry
within Papua New Guinea and abroad.

Knowledge
Must have a thorough knowledge of:

In-depth understanding of the Food and Beverage service and practice
Thorough knowledge of the Parliamentary Service Act, the Constitution and the
Standing Orders and a goed understanding of Chamber procedures.
Familiar with the Public Finance {Management} Act, the Public Service
(Management) Act and the General Orders
Sound knowledge of principles and practices of good management and
leadership.

6.4 Skills

Ability to lead and manage a team of qualified catering personnel and support staff
in the absence of the Director

Assist the Director to provide strategic leadership, people and financial
management and administration of the Catering Service.

Demonstrate capacity to development and administer activities to achieve quality
outcomes and manage conflicting priorities and timeframes.

Excelient research, planning, adviscry and administrative skills with problem-
solving skills to enable achieve program objectives.

Exceptional skills in successful management and administration of organizaticnal
proegrams and cuitural change.

Exceptional negotiation and representational skills.

Computer literate in Microsoft applications

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.

3

“'S@nauue o o -US@nanne
Employer (or its delegate) Employee
Bt ‘.;”” Date
i; yf%h’f |
/- A Do
4-':? ﬁv'g : DH) ,'. 'V?
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_Parliamentary Catering Service

Paament ice ... MaslstantDir
_Parliament House, Waigani,NCD |

PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:
e = P —_— . . v CAT 01 3
DEPARTMENT: ' DESIGNATION/CLASSIFICATION:
Parliamentary Service _ . Seamstress - Catering Service (NP3)
DIVISION: _LOCAL DESIGNATION:
Corporate and Support Service S - Seamstress - Catering Service
BRANCH: - REPORTING TC:

. Assistant Director Admin - Catering Service

i

HISTORY OF POSITION }W /

" NP FILE NO. l DATE OF VARIATION . DETAILS
" ORG:1-14 3010114, Reno, ! Redes, Reclass, Revised Dutiss '
ORG:2-18 1 24/09/18 _______| Reclass / JD Revised
|
2.PURPOSE:

Perform daily tailoring duties as instructed by the Laundry Supervisor, while adhenng to catering rules
and procedures. Responsible for maintenance and upkeep of sewing equipment and all areas under
his/her control.

3.DIMENSION:
Budget: NA
NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

= Perform timely repairs on all tems of uniform, linen and uphoistery.

s Stitch new uniforms, items of linen and upholstery as per catering specifications.
» Undertake responsibilities of linen/uniform room attendant whenever required.

s Convert discarded Iinen into usable items for re-circulation

» inform the laundry supervisor for replenishing sewing supplies

s Keep the tailoring area clean and tidy.

5. NATURE AND SCOPE:

Reporting Relationship

This is one of the four {(4) positions that report to the Laundry Supervisor to ensure quality
services are provided to meet the expectation of the organization.

( Laundry Supervisor
L (NPO4)

] 1
[ Seamstress (NP3} ? [ 3 Laundry attendants W

v

1] [ Joby escriptinn Forma& M 2
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5.2 Internai:
» Provide tailoring duties in the laundry area instructed by the Laundry Supervisor.
» Attend to all Members (MPs) and staff queries at the Laundry counter.

5.3 External:
s NA

5.4 Work Environment
+ This position is a semi-technical position and the incumbent for this position is required
to carry out proper physical and mechanical talloring works and operation in the
laundry

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

+ lnderstand basic office rules, relevant statutery provisions and Government policies.
+ Understand Parliamentary Services Act

N -
Decisions: E A
. s
e /2 i1t 9
0T
Recommendations: /v i 5}
e NA ‘

5.6 Chatlenges
»  Provide appropriate seaming service advice to the superiors and the
administration
s  Serve with dignity and fairness.
+ Meet deadiines for matiers relating to the provision of seaming service.
« Ability to perform assigned duties with attention to detail. speed. accuracy. folow-
through. courtesy, cooperativeness and work under minimum supervision.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1  Qualification
» Secondary/High school or other relevant studies in tailoring is highly desirable

6.2 Experience

« The incumbent must have at least 3-5 years of expenence in the Catering industry
within Papua New Guinea and abroad.

6.3 Knowledge
Must have a thorough knowledge of:
= how to operate sewing machines. ripper or razor blade, hand iron or steamer. and
other Buckle provided eguipment for alteration purposes
e Excellent abiity to add. subtract, muitiply, and divide in alt units of measure, using
whole numbers, common fractions, and decimals.

6.4 Skills
» Extensive knowledge to Sew and clothing repair skills, including the use of
industrial sewing machmes, hemming sleeves and pants, minor repairs, installing
Zippers, etc.
» Exceltent Organizational skills including the ability to work with items 1n gueue,
managing sewing supplies. and prioritizing and scheduling tasks

2 |3 job Description Form & M £



7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths, Affrmation and Statutory Declaration
Act 1982 conscientious believing the statement contain therein to be true in every particular.

Signature ' Signature
Employer (or its delegate) Employee
Date - . Date N
) e
TR 0% 17
¢ ; /
/

3 s Joh Description Form & M /4
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PARLIAMENTARY SERVICE

1. IDENTIFICATION

| Parliamentary Service
| DIVISION:
| Corporate and Support Service

BRANCH:
Parliamentary Catering Service

JOB DESCRIPTION

I POSITION NUMBER:
CATO14
DESIGNATION/CLASSIFICATION:

_| Laundry Attendant 2 - Catering Service (NP02)
LOCAL DESIGNATION:
Laundry Attendant - Catering Service
REPORTING TO:

Laundry Supervisor - Catering Service

' LOCATION:
' Parliament House, Waigani, NCD

INCUMBENT:

HISTORY OF POSITION

 NPFILENO. | DATE OF VARIATION [DETAILS . | S

:ORG: 1-14 | 30/10/14 Reng, Redes, Reclass, Revised Duties  [/0w" ¢+
ORG:2-18 .._24/09/18 Reclass / JD Revised «2ZUjg9
2.PURPOSE: ;o

Perform daily laundry duties and be responsible for collecting, cleaning, and pressing staff uniform
and guest garments when presented including designated service linens.

3.DIMENSION:

Budget: NA
Staff: NA
Others: NA

4, PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)
» Assist with stripping of dirt linen from the service rooms as needed to remove stains from badly

soiled linen

+« Operate washers and dryers properly as well as ensuring that the correct chemicals {and

amounts} are being used

« Wash, clean and iron all table linen, staff uniform and terries
Fold linens and hang uniforms to catering service standards and keep laundry neat and clean
and attend to other duties assigned by Laundry Supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the four (4) positions that report to the Laundry Supervisor to ensure quality
services are provided {o meet the expectation of the organization.

i

( Laundry Supervisor (N[PD4) }

b4 N | |
LLaundry AttendantZ(NPOZ}} [ Other staff J

52 Internal:

« Provide laundry duties in the designated area in liaison with the Laundry Supervisor.
» Attend to all Members (MFs) and staff queries at the Laundry counter.

Externai:
« NA

EJ'|
[

job Deseripuon Form 0& M2



5.4 Work Environment

e This paosition is a semi-technical position and the incumbent for this position I1s required
ta carry out proper physical and mechanical laundry work

5.5 Constraints Framework and Boundaries
Rutes/Procedures etc:

» Understand basic office rules, relevant statutory provisions and Government policies.
» Understand Parliamentary Services Act

Decisions:

s NA

Recommendations:

e NA

5.6 Challenges
+ Provide appropriate laundry service advice to the superiors and the administration
»  Serve with dignity and fairness.
o Meet deadlines for matters relating to the provision of laundry service.
» Ability to perform assigned duties with attention to detail, speed, accuracy, follow-

through, courtesy, cooperativeness and work under minimum supervision.
6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+ Secondary/High school or other relevant qualification

6.2 Experience
« The incumbent must have at least 3-5 years of related experience in the crganizations

6.3 Knowledge
Must have a thorough knowledge of:

s Good Understanding of Laundry machines and chemicals.

» Better knowledge to maintain all Health and Safety Standards.

* Good knowledge of stain treatment in order to utilize the best strategies to remove
stain from individual tems

6.4 Skills
s Extensive skills to Operate and maintain washer_dryer, dry cleaning machine etc.
+ Excellent skills to operate and maintain folding equipment. presser and iron.

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.

gignatore Sigratire T
Employer (or its delegate) Empioyee
Chae . e

2| Bs Jiab Description form U & M 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION
| POSITION NUMBER:

1. IDENTIFICATION

- DEPARTMENT: DESIGNATION/CLASSIFICATION: ?
- Parliamentary Service Laundry Attendant - Catering Service (NP02)
: DIVISION: LOCAL DESIGNATION:
. Corporate and Support Service Laundry Attendant - Catering Service :
BRANCH: REPORTING TO: ;
- Parliamentary Catering Service | Laundry Supervisor - Catering Service ]
LOCATION: INCUMBENT:
Parliament House, Waigani, NCD B e
HISTORY OF POSITION S b
| NP FILE NO. DATE OF VARIATION | DETAILS T 7 e S / 3
[ORG:1-14 30/10/14 | Renc. Redes, Reclass, Revised Duties * 7“5/ 7/
[OrRG: 2-18 T 24/09/18 'Reclass / JD Revised

2.PURPOSE:
Perform daily laundry duties and be responsible for collecting, cleaning, and pressing staff uniform
and guest garments when presented including designated service linens.

3. DIMENSION:
Budget: NA
Staft: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

e Assist with stripping of dirt linen from the service rocms as needed to remove stains from badly
sociied linen

» Qperate washers and dryers properly as well as ensuring that the correct chemicals (and
amounts) are being used

« Wash, ciean and iron all table linen, staff uniform and terries
Fold linens and hang uniforms to catering service standards and keep laundry neat and clean
and attend to other duties assigned by Laundry Supervisor

5 NATURE AND SCOPE;
5.1 Reporting Relationship

This is one of the four (4) positions that report to the Laundry Supervisor to ensure quality
services are provided to meet the expectation of the organization.
[' Laundry Supervisor (NP0O4) J

L

L

I | —
[Laundry Attendant 2 (NPGZ)] [ Other staff }

5.2 Internal:
» Provide laundry duties in the designated area in liaison with the Laundry Supervisor.
» Aftend to all Members {MPs) and staff queries at the Laundry counter

£.3 Externai:
¢+ NA

1| (N job Deseription Form & M2



5.4 Work Environment

This position is a semi-technical position and the incumbent for this pesition is required
to carry out proper physicat and mechanical laundry work

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

« Understand basic office ruies, relevant statutory provisions and Government policies.
+ Understand Parliamentary Services Act

Decisions:

+ NA 4
Recommendations: )é //Mf;

« NA g3 1T

56 Challenges

Provide appropriate faundry service advice to the superiors and the administration
+  Serve with dignity and fairness.
e Meet deadlines for matters reiating to the provision of faundry service.

Ability to perform assigned duties with attention to detail, speed. accuracy, follow-
through, courtesy, cooperativeness and work under minimum supervision.

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

Secondary/High schoo! or other relevant qualification

6.2 Experience

s The incumbent must have at least 3-5 years of related experience in the organizations
6.3 Knowiedge
Must have a thorough knowledge of:

« Good Understanding of Laundry machines and chemicals.

Better knowledge to maintain all Health and Safety Standards.

Good knowledge of stain treatment in order to utilize the best strategies to remove
stain from individual items

6.4 Skills

Extensive skills to Operate and maintain washer, dryer. dry cleaning machine etc.
Excellent skills to operate and maintain folding equipment. presser and iron.
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 fo be true in every particular.

Sighét't}'ré""m o ' 'Signature
Employer {or its delegate) Employee
- Date Date

2 P Job Descriphion FormO& M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION  POSITION NUMBER:
R e + CAT 016 ......
DEPARTMENT. DESIGNATION/CLASSIFICATION:
Parliamentary Service ~_Laundry Attendant - Catering Service (NP02} |
DIVISION: - LOCAL DESIGNATION:
' Corporate and Support Service i Laundry Attendant - Catering Service
BRANCH: - REPORTING TO:
_Parliamentary Catering Service ~~ : Laundry Supervisor - Catering Service
LOCATION: INCUMBENT
Parliament House, Waigani, NCD ; Y o N
HISTORY OF POSITION | }é:“jf’{n / 5
"NP FILE NO. DATE OF VARIATION | DETAILS el
ORG: 1-14 30/10/14 Reno Redes, Reciass, Rewsed Duhes e
- ORG: 2- 18 24/09/18 _Reclass / JD Revised B
2.PURPOSE.

Perform daily laundry duties and be responsible for coltecting, cleaning, and pressing staff uniform
and guest garments when presented including designated service linens.

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

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

s Assist with stripping of dirt linen from the service rooms as needed to remove stains from badly
soited linen

e Operate washers and dryers properly as well as ensuring that the correct chemicais (and
amounts} are being used

» Wash, clean and iron all table linen, staff uniform and terries
Fold linens and hang uniforms {0 catering service standards and keep laundry neat and clean
and attend to other duties assigned by Laundry Supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the four (4} positions that report to the Laundry Supervisor to ensure quality
services are provided to meet the expectation of the crganization.
[ Laundry Supervisor (NFJ4)

A

¥
f 1
[ Laundry Attendant (NPC2) ] { Other staff ]

5.2 Internal:
+ Provide laundry duties in the designated area in liaison with the Laundry Supervisor.
= Atftend to alt Members (MPs} and staff queries at the Laundry counter.

5.3 Externai:
« NA

1 By job Besenption Formi O & M2



5.4 Work Environment

e This position is a semi-technical position and the incumbent for this position is reguired
to carry aut proper physical and mechanical taundry work

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

= Understand basic office rules, relevant statutery provisions and Government policies.
+ Understand Parliamentary Services Act
Decisions:

.
e NA N

e /
Recommendations: } 2= 4

il

e NA &g % (7
5.6 Challenges
s Provide appropriate laundry service advice to the superiors and the administration
e Serve with dignity and fairness.
« Meet deadlines for matters relating to the provision of faundry service.
¢ Ability to perform assigned duties with attention to detail, speed, accuracy, follow-
through, courtesy, cooperativeness and work under minimum supervision.
6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Quatification
= Secondary/High schoo! or other relevant qualification

6.2 Experience
s The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:

» (Good Understanding of Laundry machines and chemicals.

» Better knowledge to maintain all Health and Safety Standards.

« Good knowledge of stain treatment in order to utilize the best strategies to remove
stain from individual items

6.4 Skills
¢ FExtensive skills to Operate and maintain washer, dryer. dry cleaning machine etc.
« Excellent skills to operate and maintain folding equipment, presser and iron.
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 particuiar.

Signature . - Signature
Empiover (or its delegate) Employee
e S Sate

2] 'S inb Description Form O &M 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION
i POSITION NUMBER:

1. IDENTIFICATION

DEPARTMENT: DESIGNATION/CLASSIFICATION:
~ Parliamentary Service . ...} Cleaner — Catering Service (NPU2
~ DIVISION: LOCAL DESIGNATION:
. Corporate and Support Service ) Cleaner - Catering Service
- BRANCH: REPORTING TO:
~Parliamentary Catering Service Laundry Supervisor - Catering Service
- LOCATION: INCUMBENT: _
~ Parliament House, Waigani, NCD - \} ;\9,\4—1 J
R HISTORY OF POSITION R0
NP FILE NO. DATE OF VARIATION |DETALS r
. ORG:1-14 ~30/110/14 I Reno, Redes, Reciass, Revised Duties
_ORG2-18 24/09/18 | Rectass/JD Revised =
2.PURPOSE:

Keep Refreshment Rooms and buildings ciean and in hygienic conditicn by performing cleaning
duties, such as gardens, floors, shampooing rugs, washing wails and glass, and removing rubbish..

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

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

+ Assist with stripping of dirt iinen from the service rcoms as needed to remove stains from badly
soited linen

+ QOperate washers and dryers properly as well as ensuring that the correct chemicals {(and
amounts) are being used

+ Wash, clean and iron all table linen, staff uniform and terries
Fold linens and hang uniforms to catering service standards and keep laundry neat and clean
and attend to other duties assigned by Laundry Supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the four (4) positions that report to the Laundry Supervisor to ensure quality
services are provided to meet the expectation of the organization.

Laundry Supervisor (NP04
[eunary Supervior (NP0

1 ) | -
[ Cleaner 1 (NPU2) J ‘ Other staff J

5.2 Internal:
¢ Provide general cieaning duties in all communal areas and landscape works of
C-Block.
* Record and maintain ali incoming and ouigoing cleaning suppiies.
« Attend to other specific cleaning and sanitation tasks when arise

5.3 External:
s NA

1| B job Dreserprion Fovm Ga M/



5.4 Work Environment

» This positien is a semi-technical position and the incumbent for this position is required
to carry out proper physical and mechanical cleaning work when handling various
cleaning chemicals and equipment

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:

» Understand basic office rules, relevant statutory provisions and Government policies.
s linderstand Parliamentary Services Act

Decisions:

s NA /) jﬁ'w{ T

Recommendations: / }ﬂé'}"’kt}g i ;7
. NA ;i

5.6 Challenges

*« Provide appropriate cleaning service advice to the supericrs and the administration
»  Serve with dignity and fairness.
s Meet deadlines for matters relating to the provision of cleaning service.
« Ability to perform assigned duties with attention to detail, speed, and in timely
manner under minimum supervision.
6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
s Secondary/High school or other relevant quafification

6.2 Experience

e The incumbent must have at teast 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:

» Good Understanding of cleaning equipment and machine, and chemicals.

« Better knowledge to maintain all Health and Safety Standards.

s Good knowledge of stain treatment in order to utilize the best strategies to maintain
cleanhness of the Parliament precincts.

6.4 Skills
¢ Extensive skills to Operate and maintain washer, dryer, dry cleaning machine etc.
« Excellent skills to operate and maintain folding equipment. and chemicals
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
Empioyer {or its delegate) Employee
Date - - Date

2 P Jonh Desrripnion Forn O & M 2
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
. S . CAT 019 o

' DEPARTMENT: - DESIGNATION/CLASSIFICATION:

| Parliamentary Service .......Cleaner — Catering Service (NPU2

DIVISION: : LOCAL DESIGNATION:

Corporate and Support Service ~Cleaner - Catering Service

BRANCH: - REPORTING TO:

Parliamentary Catering Service - Laundry Supervisor - Catering Service
LOCATION: { INCUMBENT:

_Parliament House, Waigani, NCD | e s

- HISTORY OF POSITION 7 g-'}’f ol /G

'NPFILENO. | DATE OF VARIATION [DETAILS T T
' ORG: 1-14 30/10/14 Reno, Redes, Reclass, Revised Duties ¢
ORG-2-18 24/09/18 Reclass / JD Revised

2.PURPOSE:

Keep Refreshment Rooms and buildings clean and in hygienic condition by performing cleaning
duties, such as gardens, floors, shampooing rugs, washing walls and glass, and removing rubbish..

3. DIMENSION:
Budget:
Staff:
Others:

NA
NA
NA

4. PRINCiPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Assist with stripping of dirt linen from the service rooms as needed to remove stains from badly
soiled linen

« Operate washers and dryers properly as well as ensuring that the correct chemicals {and
amounts) are being used

¢ Wash, clean and iron all table linen, staff uniform and terries
Fold linens and hang uniforms to catering service standards and keep laundry neat and clean
and attend to other duties assigned by Laundry Supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the four (4) positions that report to the Laundry Superviscr to ensure guality
services are provided to meet the expectation of the crganization.

‘(Laundry Supervisor {NPD4t
J

| 1
{ Cleaner 2 (NPU2) ] [ Other staff J

52 Internai:

Provide general cleaning duties in all communal areas and landscape works of
C-Block.

Record and maintain all incoming and outgoing cleaning supplies,
Attend to other specific cleaning and sanitation tasks when arise

5.3 External:

LN

NA

P |ob Bescniption Forme U ae M2



5.4 Work Environment

5.5

5.6

» This position is a semi-technical positicn and the incumbent for this position is required
ta carry out proper physical and mechanical cleaning work when handling various
cleaning chemicals and equipment

Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic office rules, relevant statutery provisions and Government policies.
» Understand Parliamentary Services Act
Decisions:
= NA
Recommendations: }
+ NA / o_') { ?
Challenges
» Provide appropriate cleaning service advice to the superiors and the administration
¢ Serve with dignity and fairness.
* Meet deadlines for matters relating to the provision of cleaning service.

« Ability to perform assigned duties with attention to detail, speed. and in timely
manner under minimum supervision.

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Qualification
+ Secondary/High school or other relevant qualification

Experience

» The incumbent must have at least 3-5 years of related expenence in the crganizations

Knowledge

Must have a therough knowledge of:
¢ Good Understanding of cleaning equipment and machine, and chemicals.
» Better knowledge to maintain all Health and Safety Standards,

» Good knowledge of stain treatment in order to utilize the best strategies to maintain
cleanliness of the Parliament precincts.

Skilts

+ Extensive skills to Operate and maintain washer. dryer. dry cleaning machine etc.
» Excellent skills to operate and maintain foiding equipment. and chemicals

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
Empiloyer {or its delegate) Employee
e C Bae

Py int Liescription Form o & Mo



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION . POSITION NUMBER:
e e e s . | CAT 020 . PR, e e -
. DEPARTMENT: DESIGNATION/CLASSIFICATION:
~ Partiamentary Service Assistant Director Operation — Food & Beverages
N | ~L(NP1Y)
- DIVISION: LOCAL DESIGNATION:
- Corporate and Support Service | Assistant Director Operation — Food & Beverages
" BRANCH: REPORTING TO:
_Partiamentary Catering Service N | Director Catering Service
. LOCATION: INCUMBENT:
_Parliament House, Waigani, NCD | e
1
HISTORY OF POSITION f 7,
/2108719
NPFILENO.  _ DATE OF VARIATION | DETAILS = i 4
LORG:1-14 | 30/10/14 Reno, Redes, Reclass, Revised Dulies
ORG:2- 18 - . 2A09118 Abalished / Created
2.PURPOSE:

Assist the Director Catering Service provide strategic leadership and direction in the develocpment and

implementation of Divisional programs and activities and contribute to maintaining a high-guality
Parliament catering service through achievement of Divisicnal functions and responsibilities.

3. DIMENSION:
Budget: NA
Staff: 17 staff
Others: NA

4. PRINCIPLE ACCOUNTABILLITIES (MAJOR DUTIES)

Drive the development of strategies toc implement and assess the achievement of Divisional
priorities by providing strategic leadership and centinuous improvement.

Achieve competing Divisional priorities by mobilizing and managing rescurces, promoting and
encouraging team work through modeliing good practice.

Develop and monitor the implementation of annual Divisional strateqgic and operational plan and
report on achievement of performance targets.

Ensure development of Parliamentary Service policies, research and data analysis and planning
activities to meet the changing needs of the Service systems and providing relevant information
and date for better management decision to improving the Parliamentary Catering Service
system.

Hotld regular Divisional meetings to develop and implement strategies to address problems
affecting efficient implementation of Divisional activities and communicating relevant information
from the management team.

reporting on the expenditure of Divisional funds.
Discipline officers by taking personal responsibility in initiating and making referral for officers
whao may have committed a disciplinary offence.

1i B joh Nescription Form (& M2



s Provide constructive feedback on work performance, both formally and informaily to staff based

on ag

reed tasks and performance indicators identified with the staff member.

5. NATURE AND SCOQPE:

5.1

5.2

5.3

Reporting Relationship

This is one of the senior two positions that report to the Director Catering Service to ensure
quality services are provided to meet the expectation of the organization.

1 Director Catering Service
i (NF13}

1 ’ p
I 1 b
Assistant Director - Admin Assistant Director - Operation )ASW 1

(NP11) (NP11) ; ZQ/EJJZﬁ
Internal. yo

e Provide regutar advice to the Director Catering Service on set policies, and
Administration of the Catering Service.

s Liaise directly with sectional heads and supervisors on areas requiring co-ordination of
the operation of the division.

External:
» Assist the Director to liaise with suitabie suppliers and service providers and other
business organizations on operational matters related 1o catering service
+ Assist the Director liaise with other Departments on matters relating to provision of
catering service toc Members of Parliament, State functions and Ceremonial event
functions.

5.4 Work Environment

5.5

5.6

2]

« This position requires long hours' work associated with the operational functions of the
Catering Service.

o Administer, promote and maintain strong communication links and liaison with other
appropriate stakeholders to ensure smooth operation of the catering service

Constraints Framework and Boundaries
Rules/Procedures etc:
e Understand relevant statutory provisions and Government policies.
« Understand various relevant Acts such as; Constitution, Parliamentary Service Act,
Organic Law on Provincial and Local level government. Parliament Standing Orders
and all other relevant Acts.

Decisions:
s Management of staff and finance in the administration of the division

Recommendations:
s Make recommendations to the administration on matters relating te the operational
matters related to the delivery of catering service

Challenges
= Provide appropriate catering service advice to the Speaker, the elected Members
of Parliament. the Clerk of Parliament and the Staff.
«  Serve with dignity and fairness.
+ Meet deadlines for matters relating to the provision of catering service.
+« Assist the Direcior to manage the operational aspecis ol caienng senvice and
produce financial reports to Parllament Administration.

PS Joh Bresrripnon Form &M 2



6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

Qualification
s Tertiary quaiification in Business Studies. Accounting. Bachelor Tourism & Haospitality
Management.

Experience

« The incumbent must have at least 10-15 years of experience in the Catering Industry
within Papua New Guinea and abroad.

Knowledge
Must have a thorough knowledge of.
. In-depth understanding of the Food and Beverage service and practice
. Thorough knowledge of the Parliamentary Service Act, the Constitution and the
Standing Orders and a good understanding of Chamber procedures.
. Familiar with the Public Finance (Management) Act, the Public Service
(Management) Act and the General Orders
e Sound knowledge of principles and practices of good management and
leadership.

6.4 Skills

» Ability to lead and manage a team of qualified catering personnel and support staff
in the absence of the Director

e Assist the Director to provide strategic leadership, people and financial
management and operations of the Catering Service.

¢ Demonstrate capacity to development and administer activities to achieve quality
outcomes and manage conflicting priorities and timeframes.

« Excellent research. planning, advisory and administrative skills with probiem-
solving skills to enable achieve program objectives.

« FExceptional skills in successful management and administration of organizational
programs and cultural change.

* Exceptional negotiation and representational skills.

« Computer literate in Microsoft applications

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.

Signature | Signature
Employer (or its delegate) Employee
~ Date o ' Date

AR LT

s fab Deseription Form O & M Z



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
e . CAT 021 —————
DEPARTMENT: DESIGNATION/CLASSIFICATION:
Parliamentary Service ~_ Coordinator Conference, (NP08)
DIVISION:  LOCAL DESIGNATION:
- Corporate and Support Service ~_: Coordinator Conference o
- BRANCH: : REPORTING TO:
_Parliamentary Catering Service : Assistant Director - Operations
- LOCATION: INCUMBENT:
_ Parliament House, Waigani, NCD | __ )
HISTORY OF POSITION O} /f
NP FILE NO. DATE OF VARIATION DETAILS
Q@_m—_jﬁ_u . 1 ~ 30/10/14 ! Reno Redes. Reclass, Rewsed Duties
-ORG:2-18 | 24/09/18 | Reclass / JD Revised

2. PURPOSE.
Apprentice is learning the trade and is moved to each of the parties to gain knowledge of all sections

in the kitchen.

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

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
¢ Keep accurate record of functiens
« Coordinate, plan and crganize functions
« Perform any other duties that is required by the Director
+ Meeting with clients.
+ Perform any other duties that is required by supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This position reports to the Assistant Director - Operations to ensure accouniability that on
the coordination activities of conferences to be held in the precincts of the C-Block.
Assistant Director ]
L Ooeratlons {NP11)
I 1
[Conference coordinator} L Other staff }
(NP0O8)

5.2 Internal:
« Provide high quality support services to erganization and clients
¢ Attend to ail client's gueries
» Have fair and honest work relationship with the staff and management team.
» iaise with chiefs for functions menu.

i TEN TOEB SO IO Form O & b2



5.3 Externai:
+ Liaise with clients and service providers.
+ Booking confirmations with clients
5.4 Work Environment
6 This position is a management position and requires coordinated operational procedures
at all times and display professional conduct.

6.4 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand basic hospitality rules, and manners
» Understand Parllamentary Services Act

Decisions: ) :

e NA / }1}1/@;" /

Recommendations: P

¢« NA / '}‘b; Ug" /
[

6.5 Chalienges
» This position requires high standard support services.
» Meet deadlines of the immediate Supervisor, management and clients.
» All functions payment must be paid.
s Serve with dignity and fairness.
» Meet deadlines for matters relating to the activities of the Catering Service

7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e Some training in Tourism and Hospitality is required. A Certificate/Diploma would be an
advantage and other relevant work experiences in the organization or outside.

6.2 Experience
« The incumbent must have at least 3-5 years of reiated experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of;
o Excellent understanding of functions procedures
» Extensive knowledge of food and beverages operations
¢ Strong customer relationship

6.4 Skills
« Strong communication and interpersonal skiils
s Language skilis
» Excellent reasoning skilis
o Team working 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
Sate _ O bae

2 [ job Descripnion Form G & N Z



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFI{CATION

| POSITION NUMBER:
. CAT 022

DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service OIC -Food & Beverage (NP08) o
_ DIVISION: LOCAL DESIGNATION:
_Corporate and Support Service | QIC - Food & Beverage o
BRANCH: REPORTING TO:
~Parliamentary Catering Service Assistant Director — Operations
LOCATION: (NCUMBENT-
. Parliament House, Waigani, NCD )
HISTORY OF POSITION }/}W
~ NP FILE NO. DATE OF VARIATION | DETAILS v ")g a; {j
- ORG: 1-14 30710114 "”;__.Rlen.o, Redes, Reclass, Revised Duties
"ORG:2-18 24/09/18 | Reclass / JD Revised ’
2.PURPOSE:

The position reports to the Assistant Director Operations and is responsible for overseeing the
allocation of staff undertaking purchasing, recording stock data and its consumption

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

4. PRINCI{PLE ACCOUNTABILITIES (MAJOR DUTIES)

» Keep accurate record of client’s orders

s Supervises the operations of the bar and restaurants

« Meeting with clients.

s Perform any other duties that is required by the Director and or Supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This position reports to the Assistant Director - Operations to ensure accountability that on
the coordination activities of conferences to be held in the precincts of the C-Block.

[ Assistant Director ’
Onerationls {NP11)

|OIC Food and Beverag

(NPO8)

] |

Other staff

5.2 Internal:

»  Provide high guality support services to organization and clients

« Attend to all client's queries

¢ Have fair and honest work relationship with the staff and management team.

1]

joh Descrptinn
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5.3 External:
« Liaise with clients and service providers.

5.4 Work Envircnment

6 This position is a management position and requires coordinated operational procedures
at all times and dispiay professional conduct.

6.4 Constraints Framework and Boundaries
Rules/Procedures etc:
s Understand basic hospitality rules, and manners
» Understand Parliamentary Services Act
Decisions: );'
s NA

Recommendations: : PR U},f ?

6.5  Chaillenges
« This position requires high standard support services.
= Meet deadlines of the immediate Supervisor, management and clients.
« All food and beverages must be paid.
s Serve with dignity and fairness.
« Meet deadlines for matters relating to the food and beverages of the Catering Service

7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
s Some training in Tourism and Hospitality is required. A Certificate/Diploma would be an
advantage and other relevant work experiences in the organization or outside.

6.2 Experience

+ The incumbent must have at least 3-5 years of related experience in the crganizations

6.3 Knowledge
Must have a thorough knowledge of:
s Excelient understanding of functions procedures
« Extensive knowledge of food and beverages operations
e Strong customer relationship

6.4 Skills
« Strong communication and interpersonal skilis
« Language skills
« Excellent reasoning skills
+ Team working 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 particutar.

"'Signature "'S'ignature
Employer {(or its delegate) Employee
Date S

2| I Joby Description rormo & M2



PARLIAMENTARY SERVICE
JOB DESCRiIPTION
1. IDENTIFICATION - POSITION NUMBER:
DEPARTMENT: - DESIGNATION/CLASSIFICATION:
| Parliamentary Service =~ Attendant Banquet - Catering Service (NP4)
CHVISION: LOCAL DESIGNATION:
Corporate and Support Service S . Attendant Banquet - Catering Service
BRANCH: { REPORTING TO:
Pariiamentary Catering Service _______________________E____Qpnfe_rence Coordinator Catering Service
LOCATION: INCUMBENT:

Parliament House, Waigani, NCD |

HISTORY OF POSITION

 NPFILENO. | DATE OF VARIATION [ DETAILS T

' ORG: 1-14 i .30/10/14 Reno, Redes, Reclass, Revised Dutes
- ORG: 2-18 24/09/18 | Reclass / JD Revised

2.PURPOSE:

The position reperts to the Conference Coordinator and assists the OIC Food & Beverages and
Coordinator Functions and also oversees the setting up of banquet in function rooms, carry trays,
serves guests and clean up function rooms

R
3. DIMENSION: U\W A
Budget: NA G 7/&*/ Dz »? j‘
Staff: NA f ;
Others: NA
4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
« Keep accurate record of client’s orders
Supervises the hospitality accorded to guests in the bar and restaurants
Present menu to clients for choice of food or beverage to be served
Perform any other duties that is reguired by supervisor
Meeting with clients and attend to queries
Perform any other duties that is reguired by the Director and or Supervisor

-»

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This position reports to the Conference Coordinator to ensure accountability that on the
coordination activities of food and beverage service provided {o guests or designated

outlets.
[Conference Coordinator}
{NP8)
I 1 1
( Banquet Attendant 1 | [ Other staff 1
| (NP4) | '

5.2 Internal:
» Provide high quaiity support services 1o organization and clients
» Meet and attend to all client's queries
« Have fair and honest work relationship with the staff and management team.

I Fs jun Description Form G & M2



5.3 External:
« Liaise with clients and service providers.

5.4 Work Environment

6 This position is a position that requires coordinated operational procedures at all and
possess high quality professional conduct

6.4 Constraints Framework and Boundaries
Rules/Procedures etc:

+ Understand basic hospitality rules, and manners
» Understand Parliamentary Services Act

Decisions: A
J A
Recommendations: }% ;‘93 i 7
» NA ;’j. /
6.5 Challenges

« This position requires high standard support services.

» Meet deadlines of the immediate Supervisor, management and clients.

= Ensuring that all food and beverages is paid up service

s Serve with dignity and fairness.

« Meet deadlines for matters relating to the food and beverages of the Catenng Service

7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
¢ Some training in Tourism and Hospitality is required. A Certificate/Diploma would be an
advantage and ather relevant work experiences in the organization or outside.

6.2 Experience

» The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a therough knowledge of:
« Excellent understanding of functions procedures
» Extensive knowiedge of food and beverages operations
+ Strong customer relationship

6.4 Skilis
+ Strong communication and interpersonal skills
» Language skiils
¢ Excellent reasoning skills
+« Team working 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 believing the statement contain therein to be true in every particular.

Signature S|gnature
Employer (or tts delegate) Emptoyee
 nate S Nate

2 PS Fobs Description FormO& M2
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PARLIAMENTARY SERVICE
JOB DESCRIPTION
1. IDENTIFICATION | FPOSITION NUMBER:

" DEPARTMENT: DESIGNATION/CLASSIFICATION:
' Parliamentary Service | Attendant Banquet - Catering Service (NP4)
' DIVISION: LOCAL DESIGNATION:
| Corporate and Support Service Attendant Banquet - Catering Service
i BRANCH: REPORTING TO:
I Parliamentary Catering Service | Conference Coordinator Catering Service =
- LOCATION: INCUMBENT:
- Parliament House, Waigani, NCD

HISTORY OF POSITION

 NPFILENO.  [DATE OF VARIATION |DETALS 5707779
ORG:1-14 | 30110714 | Reno, Redes, Reciass, Revised Duties A
ORG:2-18 | =~ 24/09718 | Reclass/JDRevised -
2.PURPOSE:

The position reports to the Conference Coordinator and assists the OIC Food & Beverages and
Coordinator Functions and also oversees the setting up of banquet in function rcoms, carry trays,
serves guests and clean up function rcoms

3.DIMENSION:

Budget: NA
Staff: NA
Others: NA

4.PRINCIPLE ACCOUNTABILITIES (MAJOR BDUTIES})
o Keep accurate record of ciient's orders
» Supervises the hospitality accorded to guests in the bar and restaurants
s Present menu to clients for choice of food or beverage to be served
Perform any other duties that is required by supervisor
Meeting with clients and attend to queries
Perform any other duties that is required by the Director and or Supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This position reports to the Conference Coordinator to ensure accountability that on the
coordination activities of food and beverage service provided 1o guests or designated
outiets.

{Conference CoordinatorJ

( NI:’8)
£ I 1
| Banquet Attendant 2 } ( Other staff \r
| (NP4) L

5.2 Internal:
«  Provide high quality support services to organization and clients
« Meet and attend to all client's queries
+ Have fair and honest work refationship with the staff and management team.

ii 5 ol Description ForinO& M2



5.3 External:
« |iaise with clients and service providers.

5.4 Work Environment
6 This position is a position that requires coordinated operational procedures at all and
possess high quality professicnal conduct

6.4 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic hospitality rules. and manners
» Understand Parliamentary Services Act

Decisions:
o NA

Recommendations: /
. NA )/5 / 03 f§
6.5 Challenges

 This position requires high standard support services.

e Meet deadlines of the immediate Supervisor, management and clients.

» Ensuring that all food and beverages is paid up service

» Serve with dignity and fairness.

» Meet deadlines for matters relating to the food and beverages of the Catering Service

7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Some training in Tourism and Hospitality is required. A Certificate/Diploma would be an
advantage and other relevant work experiences in the organization or outside.

6.2 Experience

+ The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of.
¢ Excellent understanding of functions procedures
« Extensive knowledge of food and beverages operations
« Strong customer relationship

6.4 Skills
+ Strong communication and interpersonal skills
+ Language skills
+ Excebent reasoning skills
+ Team working skills

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 {c¢r its delegate) Employee
Eae T Baie

2 i Jobr Destrption Furnidd &b 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION “POSITION NUMBER:

.... — . S - . CAT 025

DEPARTMENT: DESIGNATION/CLASSIFICATION:
_Parliamentary Service : Head Waiter — Food & Beverages (NP4)

| DiVISION: | LOCAL DESIGNATION:

' Corporate and Support Service . Head Waiter — Food & Beverages

: BRANCH: | REPORTING TO:

| Parliamentary Catering Service S | Conference Coordinator Catering Service
LOCATION: | INCUMBENT:

Parliament House, Waigani, NCD e _ o A

HISTORY OF POSITION } A j

| NP FILE NO. DATE OF VARIATION ' DETAILS ’ ‘12@,»?53;{7__'_
'ORG: 1-14 30/10/14 ' Reno, Redes, Reclass, Revised Duties !
| ORG: 2-18 - 24/09/18 Reclass ! JD Revised

2.PURPQSE:

The position reports to the Conference Coordinator and assists the OIC Food & Beverages and
Coordinator Functions and also oversees the setting up of banquet in function rcoms, carry trays,
serves guests and clean up function reoms

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

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}
» Keep accurate record of client's orders
« Supervises the hospitality accorded to guests in the bar and restaurants
» Present menu to clients for choice of food or beverage to be served
» Perform any other duties that is required by supervisor
« Meeting with clients and attend to queries
« Perform any other duties that is required by the Director and or Supervisor

5 NATURE AND SCOPE:
5.1 Reporting Relationship

This position reports to the Conference Coordinator to ensure accountabtlity that on the
coordination activities of food and beverage service provided to guests or designated
outlets.

LConference Coordinator]
{ NF’IOB‘I

I 1
[ Head Waiter (NP04) } l( Other staff 1

.

5.2 Internai:

Provide high quality support services to organization and ciients

Meet and attend to all client’s queries

Have fair and honest work relationship with the staff and management team.

1 " fob Description Formii & M 2



5.3 External:
= Liaise with clients and service providers

5.4 Work Environment
6 This position is a position that requires coordinated operational procedures at all and
possess high quality professional conduct

6.4 Constraints Framework and Boundaries
Rules/Procedures etc:

s lnderstand basic hospitality rules. and manners
+ Understand Parliamentary Services Act

Decisions: )

o NA W/j
Recommendations: / ‘?
- NA

6.5 Challenges
« This position requires high standard support services.
+ Meet deadlines of the immediate Supervisor, management and clients.
» Ensuring that all food and beverages is paid up service
« Serve with dignity and fairness.
» Meet deadlines for matters relating to the food and beverages of the Catering Service

7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e Some training in Tourism and Hospitality is required. A Certificate/Diploma would be an
advantage and other relevant work experiences in the organization or outside.

6.2 Experience

¢ The incumbent must have at least 3-5 years of related experienice in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
» [Exceltent understanding of functions procedures
» Extensive knowledge of food and beverages operations
+ Strong customer relationship

6.4 Skilis
+ Strong communication and interpersonal skills
Language skills
Excelient reasoning skills
*» Team working skills

7. STATEMENT BY THE EMPLOYER AND EMPLQOYEE
| 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
CBae Date

2! s Job Beseription Form O & M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
. ... . . . . . CATO26 L
- DEPARTMENT: . DESIGNATION/CLASSIFICATION:
. Parliamentary Service ; Waiter 1 - Catering Service (NPG3)
| DIVISION: ' LOCAL DESIGNATION:
. Corporate and Support Service o . Waiter - Catering Service :
 BRANCH: - REPORTING TO:
. Parliamentary Catering Service | Head Waiter Catering Service
tOCATION: | INCUMBENT: ,
Parliament House, Waigani, NCD W; .
. HISTORY OF POSITION - ) NIoL S
 NPFILENO.  DATE OF VARIATION | DETAILS _ B A
cORG:1-14 30/10/14 | Reno, Redes, Reclass, Revised Duties
' ORG: 2-18 - 24/09/18 Reclass / JD Revised
2.PURPOSE:

Perform as Waiter to all Parliamentary Service Staff, Members, Member Staff and other Guest in
providing all waiter services that are being performed by hospitality industries

3.DIMENSION:

Budget: NA
Staft: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Keep accurate record of client’s orders

+ Supervises the hospitality accorded to guestis in the bar and restaurants
Present menu to clients for choice of food or beverage to be served
Perform any other duties that is required by supervisor
Meeting with clients and attend to gueries
Perform any other duties that is required by the Director and or Supervisor

*

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 4 positions that reports to the Head Waiter to ensure accountability that
on the coordination activities of food and beverage service provided to guests or designated
outiets.

i

{ Head Waiter (NP04) J
L

| | 1
{ Waiter 1 (NPO3) J [ Other slaff J

5.2 Internal:

RProvide high quality support services to organization and clients

= Meet and attend to all client’s queries

Have fair and honest work relationship with the staff and management team.

1] rs juby Description Furtn O & M 2



5.3 External:
+ Liaise with clients and service providers.

5.4 Work Environment
6 This position is a position that requires coordinated operationai procedures at all and
possess high guality professional conduct

6.4 Constraints Framework and Boundaries
Rutes/Procedures etc:
» Understand basic hospitality rules, and manners
¢ Understand Parliamentary Services Act

Decisions: ) }W ;
. NA 4
Recommendations: / rl/% ! }5’} /;
s NA / /

6.5 Challenges
» This position reguires high standard support services.
+ Meet deadiines of the immediate Supervisor, management and clients.
« Ensuring that all food and beverages is paid up service
» Serve with dignity and fairness.
» Meet deadlines for matters retating to the food and beverages of the Catering Service

7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Some training in Tourism and Hospitality is required. A Certificate/Diploma would be an
advantage and other relevant work experiences in the arganization or outside.

6.2 Experience

e The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
+ Excellent understanding of functions procedures
+ Extensive knowledge of food and beverages operations
+ Strong customer reiationship

6.4 Skills
» Strong communication and interpersonal skifls
» Language skills
s Excellent reasoning skills
» Team working skills

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

Signature I - Signature
Empilover {or its detegate) Employee
Sate el o Dt

2 (S Job Descripnion Form O & M 2



1. IDENTIFICATION

' DEPARTMENT!
Parliamentary Service
DIVISION:

_Corporate and Support Service
BRANCH:

Parliamentary Catering Service

“LOCATION:
~Parliament House, Waigani, NCD

(TSPt
- .-

PARLIAMENTA

RY SERVICE

JOB DESCRIPTION
[ POSITION NUMBER.

. CAT 027

INCUMBENT:

DESIGNATION/CLASSIFICATION:
| Waiter 2 - Catering Service (NP03)
LOCAL DESIGNATION:
| Waiter - Catering Service
REPORTING TO:

HISTORY OF POSITION

i Reno, Redes, Reclass, Revised Duties

"NPFILENO. | DATE OF VARIATION | DETAILS
ORG:1-14_ | 30710/14

ORG:2-18__ 24/09/18

2. PURPOSE:

_iReclass / JD Revised

Perform as Waiter to all Parliamentary Service Staff, Members. Member Staff and other Guest in
providing all waiter services that are being performed by hospitality industries

3.DIMENSION:

Budget: NA
Staft: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)
» Keep accurate record of client's orders

» Supervises the hospitality accorded to guests in the bar and restaurants

+ Present menu to clients for choice of food or beverage to be served
» Perform any other duties that is required by supervisor
« Meeting with clients and attend to queries

« Perform any other duties that is required by the Director and or Supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 4 positions that reports to the Head Waiter to ensure accountability that

on the coordination activities of food and beverage service provided to guests or designated

outlets.

L Head Waiter (NP04) |

)

|
{ Waiter 2 (NPO3) J [

Cther staff

|

P

J

5.2 Internal:

«  Provide high guality suppor services to organization and clients

» Meet and attend to ail client’s gueries
» Have fair and honest work refationship with the staff and management team.

Jub Description

Formmn O & M2



5.3 External:

« Liaise with clients and service providers.

5.4 Work Environment

6 This position is a position that requires coordinated operational procedures at all and
possess high quality professional conduct

6.4 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic hospitaiity rules. and manners
= Understand Parliamentary Services Act
Decisions:
s NA

Recommendations: )\7?}_)» o

. NA 4 7/% VY ,:""\f 7
6.5 Challenges |

= This position requires high standard support services.

« Meet deadlines of the immediate Supervisor, management and clients,
« Ensuring that all food and beverages is paid up service
s Serve with dignity and fairness.

= Meet deadlines for matters relating to the food and beverages of the Catering Service

7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

Some training in Tourism and Hospitality is required. A Certificate/Diploma would be an
advantage and other reievant work experiences in the organization or cutside.

6.2 Experience

» The incumbent must have at least 3-5 years of related experience in the organizations
6.3 Knowledge
Must have a thorough knowledge of:
s+ Excellent understanding of functions procedures
+« Extensive knowledge of food and beverages cperations
s Strong customer relationship
6.4 Skilis
s+ Strong communication ang interpersonal skilis
+ lLanguage skills
» Excellent reasoning skills
« Team working skilis

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
 Date Date

Juby Descrpuon FormO &M 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION
POSITION NUMBER:

1. IDENTIFICATION

 DEPARTMENT: DESIGNATION/CLASSIFICATION:
Parliamentary Service Waiter 3 - Catering Service (NP03)
DIVISION: LOCAL DESIGNATION:
Corporate and Support Service Waiter - Catering Service
BRANCH: REPORTING TO:
Parliamentary Catering Service - Head Waiter Catering Service
LOCATION: INCUMBENT:
Parliament House, Waigani, NCD o
HISTORY OF POSITION ) j ;a& ; /
_NPFILENO. [ DATE OF VARIATION DETAILS (Z 0’5 7
ORG 114 | 30/10/114 ' Reno, Redes, Reclass, Revised Dut'es
"ORG:2-18 24!09!18 Reclass / JD Revised S

2.PURPOSE:
Perform as Waiter to all Parliamentary Service Staff, Members, Member Staff and other Guest in
providing all waiter services that are being performed by hospitality industries

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

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}

Keep accurate record of client's orders

Supervises the hospitality accorded to guests in the bar and restaurants
Present menu to clients for choice of food or beverage to be served
Perform any other duties that is required by supervisor

Meeting with clients and attend to queries

» Perform any other duties that is required by the Director and or Supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 4 positions that reports to the Head Waiter to ensure accountability that
on the coordination activities of food and beverage service provided to guests or designated
outiets.

{ Head Waiter (NPO4) }

|}
1 e 1
( Waiter 3 (NP03) J [ Other staff }

i

5.2 internal:
« Provide high quality support services to organization and clients
» Meet and attend to all client’s queries
+« Have fair and honest work retationship with the staff and management team.

1 Fh joby Description Fonn & M2



5.3 External:
o [ laise with clients and service providers.

5.4 Work Environment
6 This position is & position that requires coordinated operational procedures at all and
possess high quality professional conduct

6.4 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand basic hospitality rules, and manners
o Understand Parliamentary Services Act

Decisions:
« NA
Recommendations:
¢« NA

6.5 Challenges
« This position reguires high standard support services.
» Meet deadiines of the immediate Superviser, management and clients.
= Ensuring that all food and beverages is paid up service
¢ Serve with dignity and fairness.
» Meet deadlines for matters relating to the food and beverages of the Catering Service

7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
 Some training in Tourism and Hospitality is required. A Certificate/Diploma would be an
advantage and other relevant work experiences in the organization or ouiside.

6.2 Experience
e The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
+ Excellent understanding of functions procedures
« Extensive knowledge of food and beverages operations
s Strong customer relationship

6.4 Skills
* Strong communication and interpersonal skilis
« Language skills
» Excellent reasoning skills
e Team working skilis

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 cortain therein to be true in every particular

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

2 ) ol Description Form O & M2



e :
PARLIAMENTARY SERVICE

JOB DESCRIPTION
1. IDENTIFICATION - POSITION NUMBER:
DEPARTMENT: " DESIGNATION/CLASSIFICATION:

_ Parliamentary Service . Waiter 4 - Catering Service (NP03)
DIVISION: | LOCAL DESIGNATION:

_Corporate and Support Service _..._. i Waiter - Catering Service .
BRANCH: REPORTING TO:
Parliamentary Catering Service | Head Waiter Catering Service
LOCATION: INCUMBENT:

_ Parliament House, Waigani, NCD A

NP FILE NO. DATE OF VARIATION | DETAILS } =

NI -2 AN 2
“ORG: 1-14 3011014 Reno, Redes, Reclass, Revised Duties _ j 56, V71"
_ORG: 2 -18 240918 , Reclass / JD Revised

2.PURPOSE:

Perform as Waiter to all Parliamentary Service Staff, Members, Member Staff and other Guest in
providing all waiter services that are being performed by hospitality industries

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

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
» Keep accurate record of client’s orders
» Supervises the hospitality accorded to guests in the bar and restaurants
+ Present menu to clients for choice of food or beverage to be served
» Perform any other duties that is required by supervisor
» Meeting with clients and attend to queries
» Perform any other duties that is required by the Director and or Supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relaticnship

This is one of the 4 positions that reports to the Head Waiter to ensure accountability that
on the coordination activities of food and beverage service provided to guests or designated
outlets,

,‘

[ Head Waiter (NPO4)

{ Waiter 4 (NPO3) ] ( Other staff ]

o A

5.2 Internal:
+»  Provide high quality suppon services to organization and clients
» Meet ang attend to all client's gueries
s Have fair and honest work relationship with the staff and management team.

11 A Joh Dageriptinn Form O & M2



5.3 External:
» Ligise with clients and service providers.

5.4 Work Environment
6 This position is a position that requires coordinated operational procedures at all and

possess high quality professional conduct

6.4 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic hospitakity rules, ang manners
¢ Understand Parliamentary Services Act

Decisions: |
« NA d !
Recommendations: 2\ R e

|

.« NA r)/%;' O’éf f
/

6.5 Challenges
» This position requires high standard support services.
» Meet deadlines of the immediate Supervisor, management and clients.
» Ensuring that alt food and beverages is paid up service
» Serve with dignity and fairness.
» Meet deadlines for maitters relating to the food and beverages of the Catering Service

7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
= Some training in Tourism and Hospitality is required. A Certificate/Diptoma would be an
advantage and other relevant work experiences in the organization or outside.

6.2 Experience

+ The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
¢ Excellent understanding of functions procedures
« Extensive knowledge of food and beverages operations
s Strong customer relationship

6.4 Skills
« Strong communication and interpersonal skiils
+ |anguage skills
» Excellent reasoning skills
« Team working skills

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 ~ Signature
Employer (or its delegate) Employee
Date o e e

2 Ps Inh Neseription Form (& M2



PARLIAMENTARY SERVICE
JOB DESCRFPTION

1. IDENTIFICATION ' POSITION NUMBER: :
DEPARTMENT: - DESIGNATION/CLASSIFICATION:
_Parliamentary Service Waiter 5 - Catering Service (NP03) s
- DIVISION: LOCAL DESIGNATION: :
. Corporate and Support Service Waiter - Catering Service o ) {
. BRANCH: REPORTING TO:

_ Parliamentary Catering Service Head Waiter Catering Service N

. LOCATION: INCUMBENT '
" Parliament House, Waigani, NCD ‘

__HISTORY OF POSITION VLAY BN
| NP FILE NO. DATE OF VARIATION | DETAILS AR
ORG: 1-14 30/10/14 | Reno, Redes, Reclass, Revised Duties
ORG:2-18 | ~  24/09/18 | Reclass/JD Revised
2.PURPOSE:

Perform as Waiter to all Parliamentary Service Staff, Members, Member Staff and other Guest in
providing all waiter services that are being performed by hospitality industries

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

4_PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
» Keep accurate record of client’s orders
+ Supervises the hospitality accerded to guests in the bar and restaurants
Present menu to clients for choice of food or beverage to be served
« Perform any other duties that is reguired by supervisor
o Meeting with clients and attend to queries
» Perform any other duties that is required by the Director and or Supervisor

5 NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 4 positions that reports to the Head Waiter to ensure accountability that
on the coordination activities of food and beverage service provided to guests or designated
outiets.

[ Head Waiter (NP04) J

[ |
1 1
}f Waiter 5 (NPO3) } 1 Other staff W
L

5.2 Internal:
» Provide high quality support services to organization and clients
« Meet and attend to all client’s queries
¢ Have fair and honest work relationship with the staff and management team.

1, Ps 1ab Description FormO & M2



53 External:
+ Liaise with clients and service providers.

5.4 Work Environment
6 This pasition is a position that requires coordinated operational procedures at alt and
possess high quality professional conduct

6.4 Constraints Framework and Boundaries
Rules/Procedures etc:
+ Understand basic hospitality rules. and manners
¢ Understand Parliamentary Services Act

Decisions: N -y
- NA S 7
Recommendations: / oL !
« NA ,)/%;‘f i’

6.5 Challenges
« This position requires high standard support services.
« Meet deadlines of the immediate Superviscr, management and clients.
¢ Ensuring that all food and beverages is paid up service
» Serve with dignity and fairness.
» Meet deadlines for matters relating to the food and beverages of the Catering Service

7 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

s Some training in Tourism and Hospitality is required. A Centificate/Diploma would be an
advantage and other relevant work experiences in the organization or outside.

6.2 Experience
» The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
+ Excellent understanding of functions procedures
+ Extensive knowledge of food and beverages operations
+ Strong customer relationship

6.4 Skills
« Strong communication and interpersonai skills
* {anguage skils
+ Excellent reasoning skifls
+ Team working 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 (aor its delegate) Empioyee
Sate R

2 s fuby Desciiption Form G &M 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION ! POSITION NUMBER;
e . CATO3t
- DEPARTMENT: | DESIGNATION/CLASSIFICATION:
- Parliamentary Service ~__1 Supervisor Bar - Catering Service (NP4)
- DIVISION: LOCAL DESIGNATION:
Corporate and Support Service | Supervisor Bar - Catering Service @
- BRANCH; REPORTING TO:
Parliamentary Catering Service OIC Food and Beverage - Catering Service
LOCATION: INCUMBENT:
_Parliament House, Waigani, NCD

HISTORY QOF POSITION

NP FILE NO. | DATE OF VARIATION ~ DETAILS _ I

ORG 1-14  +  30/10/14 l Reno, Redes, Reclass, Revised Duties |

| ORG: 2-18 ... 24/09118 | Reclass/JD Revised '
2. PURPOSE:

Perfarms a supervisory role in monitaring and supervising alt beverage outlet and the bar men and
beverages issued.

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

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DBUTIES)
= Coordinate purchasing of beverages
« Ensure quality and efficient bar service 1s provided to guests
* Supervise coordination of efficient service delivery to the guests
+ Maintain bar manners and keep accurate notes of guests needs and requests.
e Ensure guests are in a friendly atmosphere enjoying bar services.
« Perform any other duties that is required by supervisor
» Keeps records of daily bar issues and provide daily and monthly bar sales report
« Provide monthly report on the bar sales to the administration.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 2 positions that report to OIC Feod and Beverage to ensure accountability
and reporting for services provided to the guests.

[ OIC Food and Beverage | |
L (NPO8) §
1

I 1
| Bar Supervisor (NP04) } [ Other staff

-,

5.2 Internal:

+ Provide supervisory bar service duties to the bar men serving quest at the C-Block
functions

* Record and maintain records of guest’s opinion of bar service provided.

+ Attend to other specific bar duties as directed by supervisors

| e Vb Ty ommban bl r T o
1 | ' PG AR i;}rtuﬁ Forn

-
o]
o

-
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5.3 External:
¢« NA
5.4 Work Environment
» This position requires pleasant personality to provide bar service duties to guests in a
pleasant atmosphere for guests to enjoy hospitality

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
+ Linderstand basic hospitality rules, and manners
o Understand Parliamentary Services Act

Decisions:

« NA W

y

Recommendations: ) /
%7

5.6 Chailenges {

s NA i ¢
+ Provide appropriate bar service agvice to the superiors and the administration
* Serve with dignity and fairness.
» Meet deadlines for matters relating to the provision of bar service.
+ Ability to perform assigned duties with attention to details under minimum
supervision.

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Secondary/High school or other relevant qualification in hospitality industry

,
]

—

|
l

6.2 Experience

s The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
» Excellent understanding of bar services and supervisery
» Extensive knowledge of bar operations
s Strong customer relationship.

6.4 Skills
» Strong communication and interpersonal skills
+ Language skilis
» Excellent reascning skills
s Team working skills
7 STATEMENT BY THE EMPLOYER AND EMPLOYEE

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

Signature o Signature
Employer (or its delegate) Employee
Sate o o Sate

2 rs job Desoription Farm{O& M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
N - _CATO32 .
DEPARTMENT: ! DESIGNATION/CLASSIFICATION:
~Parliamentary Service _ ; Bar Attendant 1 - Catering Service (NP3) |
DIVISION: LOCAL DESIGNATION: !
- Corporate and Support Service " Bar Attendant - Catering Service 5
- BRANCH: - REPORTING TO:
Parliamentary Catering Service | Executive Chef - Catering Service
- LOCATION: T INCUMBENT

_Parliament House, Waigani, NCD

HISTORY v OF POSITION o Y ¢
"NPFILENO. ?W/ v
i

| . DATE OF VARIATION | DETAILS
(ORG:1-14

I
+ 30/10/14 I Reno, Redes, Reclass, Revised Duties |~ 7
‘ORG 2-18 |
2.PURPOSE:

24/09118 i ‘Reclass / JD Revised
Perform service duties as an attendant to house guest at functions arganized by State Dignitaries,
Government Organization, Members of Parliament and Management of the Parliamentary Service

3.DIMENSION:

Budget: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTARILITIES (MAJOR DUTIES)
. Keep accurate record of guest in attendance and serve.
. Provide efficient bar service.
. Coordinate, deliver efficient service to the guests

. Maintain bar manners and keep accurate notes of guests needs and requests.
. Record all discussions/phone calls accurately for the Manager and staff,
. Ensure guests are in a friendly atmosphere enjoying bar services.

. Perform any other duties that is required by the guests or supersors.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is ane of the four (4) positions that report to the Bar Supervisor to ensure quality
services are provided to meet the expectation of the guests.

] Bar Supervisor (NP04} J

1
[ Bar Attendant 1 {NP03) ] [ Other staff }

5.2 Internal:
=  Provide general bar service duties to guest at the C-Block attending functions

Pl ] el Pt Y ~F b
* Record and maintain records of guesL 3 upulluu of bar semvice p;uwuc:u

Attend to other specific bar duties as directed by supervisors

11 Ps Toh Deseriptine Form 0 K& M7



5.3

External;
+« NA

5.4 Work Environment

5.5

5.6

+ This position reguires pleasant personality to provide bar service duties to guests ina
pleasant atmosphere for guests to enjoy hospitality

Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic hospitality rules, and manners
+ Understand Parliamentary Services Act

Decisions:

» NA ‘.;;
Recommendations: o/ !

» NA

qﬁjgof’f(g

t
» Provide appropriate bar service advice to the superiors and the administration
»  Serve with dignity and fairness.
» Meet deadlines for matters relating to the provision of bar service.

s Ability to perform assigned duties with attention to details under minimum
supervision.

Challenges

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

6.4

Qualification
+ Secondary/High school or other relevant qualification in hospitality industry

Experience
« The incumbent must have at least 3-5 years of related experience in the organizations

Knowledge
Must have a thorough knowledge of:
+ (ood Understanding of bar service.

» Better knowledge to maintain ail Health and Safety Standards in delivering bar
service.

Skills

¢« Hospiality service skills and
+ Personality 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 believing the statement contain therein to be true in every particular.

2|

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

[EXN Inh Deseriptinon Form (& M7



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:
— _CATO33 e e
DEPARTMENT: . DESIGNATION/CLASSIFICATION: '
:__Parllamentary Service | Bar Attendant 2 - Catering Service {NF3)
DIVISION: LOCAL DESIGNATION:
- Corporate and Support Service Bar Attendant - Catering Service
BRANCH: REPORTING TO:
_Parliamentary Catering Service Executive Chef - Catering Service
- LOCATION: INCUMBENT:
- Parliament House, Waigani, NCD _ .
HISTORY OF POSITION w 2
'NPFILENO. | DATE OF VARIATION DETAILS o A2 04
ORG:1-14 | 30/10/14 ___  Reno, Redes, Reclass, Revised Duties | L5/~ 77" ]
"ORG: 2-18 24/09/18  Reclass/JD Revised [
2.PURPOSE.

Perform service duties as an atiendant to house guest at functions organized by State Dignitares,
Government Organization, Members of Parliament and Management of the Parliamentary Service

3.DIMENSION:
Budgef: NA
Staff: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
. Keep accurate record of guest in attendance and serve.
. Provide efficient bar service.
. Coordinate, deliver efficient service to the guests
. Maintain bar manners and keep accurate notes of guests needs and requests.
J Recerd all discussions/phone calls accurately for the Manager and staff.
» Ensure guests are in a friendly atmosphere enjoying bar services.
» Perform any other duties that is required by the guests or supersors.

5. NATURE AND SCOPE:
51 Reporting Relationship

This is one of the four (4) positions that report to the Bar Supervisor fo ensure quality
services are provided to meet the expectation of the guests.

{ Bar Supervisor (NPQ4) J

] 1

Bar Attendant 2 (NP03) ] ( Other staff ]
A

5.2 Internai:
» Provide general bar service duties to guest at the C-Block attending functions
=  Record and mainiam records of guesi’s opinion of bar service provided.
+ Aitend to other specific bar duties as directed by supervisors

1] PS loh Description Form O & M2



5.3 External:
o NA

5.4 Work Environment
= This position reguires pleasant personality to provide bar service duties to guesis in a

pleasant atmosphere for guests to enjoy hospitality

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
« Uinderstand basic hospitality rules, and manners
+ Understand Parliamentary Services Act

Decisions: \ A
s+ NA !
Recommendations: ) F LC’
+ NA g U77;7’

5.6 Challenges ‘
» Provide appropriate bar service advice to the superiors and the administration

s  Serve with dignity and fairness.

+ Meet deadlines for matters relating to the provision of bar service.

= Ability to perform assigned duties with attention to details under minimum
supervision.

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
s Secondary/High school or other relevant qualification in hospralty industry

6.2 Experience
¢ The incumbent must have at least 3-5 years of related experience in the organizaticns

6.3 Knowledge
Must have a thorough knowledge of

+ (Good Understanding of bar service.
« Better knowledge to maintain all Health and Safety Standards in delivering bar

service.
6.4 Skills
« Hospitality service skills and
« Personality skills
7. STATEMENT BY THE EMPLCYER AND EMPLOYEE
| make this sclemn declaration by virtue of the Qaths, Affirmation and Statutory Declaration
Act 1962 canscientious believing the statement contain therein to be true in every particular.

Signature Signature
Emptoyer {or its delegate} Emplcyee
Bate o Date

.....
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:

DEPARTMENT: DESIGNATION/CLASSIFICATION:
. Parliamentary Service @~ | Bar Attendant 3 - Catering Service (NP3)
. DIVISION: LOCAL DESIGNATION:
- Corporate and Support Service Bar Attendant - Catering Service
| BRANCH: REPORTING TO:
. Parliamentary Catering Service . Executive Chef - Catering Service
| LOCATION: INCUMBENT:
| Parliament House, Waigani, NCD o

HiSTORY OF POSITION ;SW)

NP FILE NO. DATE OF VARIATION | DETAILS (} VAL ﬁ
ORG 1-14 |  30/10/14 Reno, Redes, Reclass, Revised Duties [ IOV
"ORG 2-18 _[ ~24/09/18 | Reclass / JD Revised S

2.PURPOSE.

Perform service duties as an attendant to house guest at functions organized by State Dignitaries,
Government Organization, Members of Parliament and Management of the Parliamentary Service

3. DIMENSION:
Budget: NA
Staff: NA
Others: NA
4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
) Keep accurate record of guest in attendance and serve.
* Provide efficient bar service.
» Coordinate, deliver efficient service to the guests
. Maintain bar manners and keep accurate notes of guests needs and requests.
. Record all discussions/phone calls accurately for the Manager and staff.
. Ensure guests are in a friendly atmosphere enjoying bar services.
. Perform any other duties that is required by the guests or supersors.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the four (4) positions that report to the Bar Supervisor to ensure guality
services are provided to meet the expectation of the guests.

‘ BarSupewisor{NPOrl)‘J
| | 1 1
( Bar Attendant 3 (NP03) ] [ Other staff }

5.2 Internal.

Provide general bar service duties to guest at the C-Bleck aftending functions
* Record and maintain records of guest's opinion of bar service provided.
Attend to other specific bar duties as directed by supervisors

11 Pe Tob Doscription FormOQ & M2




53 External:
e NA
5.4 Work Environment
« This position requires pleasant personality to provide bar service duties to guests in a
pteasant atmosphere for guests to enjoy hospitality

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
+ Understand basic hospitality rules, and manners
» Understand Parliamentary Services Act

Decisions:

s NA \;)
Recommendations: “\;M "-,; [C}
¢ NA J K 0%

£
5.6 Challenges \ |
« Provide appropriate bar service advice 1o the superiors and the administration
¢  Serve with dignity and fairness.
+ Meet dead!ines for matters relating to the provision of bar service.
+ Ability to perform assigned duties with attention to details under minimum
sSUpervision.

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

« Secondary/High school or other reievant qualification in hospiality industry

6.2 Experience

» The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:

e (Good Understanding of bar service.

+ Better knowledge to maintain all Health and Safety Standards in delivering bar
service.

6.4 Skills
« Hospiality service skills and
« Personality skills

7. STATEMENT BY THE EMPLOYER AND EMPLQYEE
I make this solemn declaration by virtue of the Oaths, Affirmation and Statutory Declaration
Act 1982, conscientious believing the statement contain therein to be true in every particular.

~ Signature Signature
Employer (or its delegate) Employee
~hae _ e

I

P fob Description Form O 8 M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:
" DEPARTMENT: | DESIGNATION/CLASSIFICATION:
 Parliamentary Service | Bar Attendant 4- Catering Service (NP3)
- DIVISION: LOCAL DESIGNATION:
Corporate and Support Service Bar Attendant - Catering Service @~~~
' BRANCH: REPORTING TO: '
. Parliamentary Catering Service Executive Chef - Catering Service
LOCATION: INCUMBENT:
| Parliament House, Waigani, NCD o
HISTORY OF POSITION N
NP FILENO. | DATE OF VARIATION ' DETAILS V 7\5\«39
"ORG: 1-14 30/10/14 "Reno, Redes, Reclass, Revised Dutiss 7[ l‘@lrﬁ
"ORG:2-18 | 24/09/18 - Reclass / JD Revised ; :

2.PURPOSE:
Perform service duties as an attendant to house guest at functions organized by State Dignitaries,
Government Organization, Members of Parliament and Management of the Parliamentary Service

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

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
. Keep accurate record of guest in attendance and serve.
. Provide efficient bar service.
. Coordinate. deliver efficient service {o the guests
. Maintain bar manners and keep accurate notes of guests needs and requests.
. Record all discussions/phone calls accurateiy for the Manager and staff.
. Ensure guests are in a friendly atmosphere enjoying bar services.
L) Perform any other duties that is required by the guests or supersors.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the four {4) positions that report 1o the Bar Supervisor to ensure quabty
services are provided to meet the expectation of the guests.
‘ Bar Supervisor (NP04) ]

| | 1
[ Bar Attendant 4 (NP03) ] [ Other staff J

5.2 Internat:
Provide general bar service duties to guest at the C-Block attending functions
[ e med P L Y 4 R ey

Record and maintain records of guest's opinion of bar service pluvlucu

Attend to other specific bar duties as directed by supervisors

[ 1]

1! Ps Joh Deseription Farm ) & M7



5.3 External.
+« NA

5.4 Work Environment
This position requires pleasant personality to provide bar service duties to guests in a

pleasant atmosphere for guests to enjoy hospitaiity

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:
= Understand basic hospitality rules, and manners

» Understand FPariiamentary Services Act

Decisions:

L] NA R

Recommendations: A L\p}ﬁj V¢

e NA ) ,/\)q/%} 0/5 1 17
‘ |

56  Challenges ]
s Provide approgriate bar service advice 1o the superiors and the administration

+ Serve with dignity and fairmess.
Meet deadlines for matters relating to the provision of bar service.

Ability to perform assigned duties with attention to details under minimum
supervision.
6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
Secondary/High schootl or other relevant qualification in hospitality industry

6.2 Experience
¢ The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:

* Good Understanding of bar service.
Better knowledge to maintain all Health and Safety Standards in delivering bar

service.
6.4 Skills
+ Hospitality service skills and
+» Personality skills

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

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

- Signature - Signature
Emeployer (or its delegate) Employee
Date

Date

2 Py Inb Deseriptian Farm 3 & M 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER:
o o _CAT036 S
' DEPARTMENT. o ' DESIGNATION/CLASSIFICATION:
~Parliamentary Service | Executive Chef - Catering Service (NP11)
DIVISION: | LOCAL DESIGNATION:
' Corporate and Support Service Executive Chef - Catering Service
BRANCH: REPORTING TO:
_Parliamentary Catering Service | Director Catering Service
- LOCATION: INCUMBENT:
- Parliament House, Waigani, NCD B ) } o
HISTORY OF POSITION }(5\'7/ | z
"NPFILENO.  DATE OF VARIATION ' DETAILS ' 7 '),q/ 0’{7;"2‘"'_. o
"ORG: 1-14 . 30M0M4 __ Reno, Redes, Reclass, Revised Duties . 1
- ORG: 2 - 18 24/09/18 " Reclass / JD Revised o
2.PURPOSE.

Perform administrative duties and lead. direct and organise the kitchen, compile the different service
type service menu, feod costing. purchase of food stocks. purchase of equipment, food stock reports,
food guotes and kitchen hygiene

3.DIMENSION:
Budget: NA
Staft: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)
» Coordinate purchasing of food and beverages and record purchases, invoices, guctations,
Purchase Orders and deliveries.
« Coordinate function menus angd keep records in file
« Ensure quality and efficient catering service are provided to guests
« Supervise coordination staff attendance, job allocations, rosters and overtime
« Maintain bar manners and keep accurate notes of guests needs and requests.
« Ensure guests are in a friendly atmosphere enjoying bar services.
« Perform any other duties that is required by supervisor
s Provide monthly report on the food and beverage sales to the administration.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is position reports to Director Catering Services to ensure accountabitity and reporting
for services provided to the guests.
(Director Catering (NP13ﬂ

[

|
Other staff

TN |
( Executive Chef (NP11) )
i
J

T Ty
. ~
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5.2 Internal:
»  The executive works with the Head Chef and Sous Chefs to execute food production.
¢ Works with the Manager. the Assistant Manager and the Function Coordinator for food
and beverages services.
» Follow up with accounts for payments to service providers,

5.3 External
« Liaising with sergeant at arms for refreshment and events for Government business

« Dealing with a lot of suppliers for food and eguipment purchasing and also deals with
equipment maintenance.

5.4 Work Environment
The wark environment is administrative and technical and the Executive Chef is
required to be involved in food production with the service staff

. N .‘\

5.5 Constraints Framework and Boundaries

|: i J
Rules/Procedures etc: ) p%{") ! ¥
i

» Understand basic hospitality rules, and manners / Y 071
i i
« Understand Parliamentary Services Act .

&y

.

Decisions:

= The selection of Service providers involved in supply of food and beverage
Recommendations:

« In liaison with the Director make recommendation for the best available options to deal
with service providers of food and beverage

5.6 Challenges
» The executive chef must maintain all the supplies of food stock availability and
must also meet month end stock report for the Director Catering Service.
»  All selected menus and quotes must be available.
s  Serve with dignity and fairness.
» Meet deadlines for matters relating to the provision of bar service.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
8.1 Qualification

» Grade 10 with a Hotel and Catering trade certificate and must have a Diploma in
Tourism and Hospitality.

6.2 Experience

« The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge

Must have a thorough knowledge of:

« basic kitchen food handiing expenences
Purchasing and book keeping knowledge
basic Occupational Health and Safety rules
Strong customer relationship.

6.4 Skills
+ Strong communication and interpersonal skikls
+ Language skills
» Excellent reasoning skills
+ Team working skills

* »

I

; - Ypeommon Lot Seremae Ty "1
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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
Do e

Y Ve
oion

!
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1. IDENTIFICATION

| DEPARTMENT.
'__P__arllamentary Service

' DIVISION:
! Corporate and Support Service

PARLIAMENTARY SERVICE
JOB DESCRIPTION

i POSITION NUMBER:

. CAT 038
DESIGNATION/CLASSIFICATION:
Head Chef - Catering Service (NP0S)

LOCAL DESIGNATION:

. BRANCH:

Parhamentary Catering Service

REPORTING TO:
Director Catering Service

Head Chef - Catering Service

- LOCATION: | INCUMBENT- o T_\;/}
Parliament House, Waigani, NCD _ o _ %Lg/ .-f:{ q
_____ HISTORY OF POSITION I ") Dq?f, |
NP FILE NO. DATE OF VARIATION ' DETAILS o l'
_ORG:1-14 3011014 Reno Redes, Reclass, Revised Duties B
- ORG: 2 -18 24/09/18 - Reclass / JD Revised
2.PURPQSE:

Head Chef is assistant the Executive Chef on his absence and he carry out all food operations
Perform administrative duties and lead, direct and organise the kitchen, compile the different service
type service menu, food costing, purchase of food stocks, purchase of equipment, food stock reports,

food quotes and kitchen hygiene

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

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
» Coordinate purchasing of food and beverages and record purchases. invoices, quotations,
Purchase Orders and deliveries.
» Coordinate function menus and keep records in file
« Ensure quality and efficient catering service are provided to guests
¢ Supervise coordination staff attendance, job allocations, rosters and overtime
« Maintain bar manners and keep accurate notes of guests needs and requests.
¢ Ensure guests are in a friendly atmosphere enjoying bar services.
+ Perform any other duties that is required by supervisor
s Provide monthly report on the food and beverage sales to the admiristration.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is position reports to Executive Chef and Director Catering Services to ensure
accountabiity and reporting for services provided to the guests.

|’ Executive Chef (NP11) }
LS

L
1 1

L

[ Head Chef (NPO9) |
J

Other staff

ST

L

11 Pg
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5.2 Internal:
s The executive works with the Head Chef and Sous Chefs to execute food production.
. Works with the Director the Assistant Director and the Function Coordinator for food
and beverages services.
¢ Assist follow up with accounts for payments to service providers. Delegates task to
sous chefs chef de parte, demi chefs and service staffs

5.3 External:
+ Liaising with sergeant at arms for refreshment and events for Government business
« Dealing with a lot of suppliers for food and equipment purchasing and also deals with
equipment maintenance.

5.4 Work Environment
The work environment is administrative and technical and the Head Chef in assisting
the Executive Chef is required to be involved in food preduction with the service staff
5.5 Constraints Framework and Boundaries

Rules/Procedures etc: 1
» linderstand basic hogpitality rules, and manners /f WJ
{

":.“""""-)

2ol
» Understand Parliamentary Services Act r]/B i d\pf g

3

Decisions:

e Assist the Executive Chef in the selection of Service providers involved in supply of
food and beverage

Recommendations:

s In liaison with the Executive Chef make recommendation for the best available options
to deal with service providers of food and beverage

5.6 Challenges
¢ The Head Chef assists the Executive chef to maintain supplies of food stock
availakility and write end of month stock report for the Director Catering Service.
» Al selected menus and quotes must be available.
s  Serve with dignity and fairness.
*» Meet deadlines for matters relating to the provision of bar service.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Grade 10 with a Hotel and Catering trade certificate and must have a Diploma in
Tourism and Hospitality.

6.2 Experience

¢ The incumbent must have at least 10-15 years of related experience in the
organizations

6.3 Knowledge
Must have a thorough knowledge of:
* basic kitchen food handiing experiences
+ Purchasing and book keeping knowledge
¢ basic Occupational Heailth and Safety rules

oy

« Siong cusiomer ielaiionsing.

al

i
=
.,
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6.4 Skills
e Strong communication and interpersonal skilis
¢ Language skills
« Excellent reasoning skills
s Team working skills

7 STATEMENT BY THE EMPLLOYER 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 particutar.

Signature 'S-ig'natu're
Employer (or its delegate) Employee
______ bate T e
\
E
0551 o) %\8”
[
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1. IDENTIFICATION

"DEPARTMENT:
" Parliamentary Service

- DIVISION:

| Corporate and Support Service

. BRANCH:

: Parhamentary Catering Service

PARLIAMENTARY SERVICE

JOB DESCRIPTION

CAT 039

POSITION NUMBER:

Sous Chef 1

_"DESIGNATION!CLASSIFICATlON

LOCAL DESEG

Sous Chef - Catering Service

NATION:

LOCATION:

- Parliament House, Waigani, NCD

T INCUMBENT:

| REPORTING TO
Head Chef Catering Service

HISTORY OF POSITION

NP FILE NO. DATE OF VARIATION ' DETAILS

"ORG: 1-14 30/10/14 35, Rec

"ORG:2-18 24/09/18 | Reclass IJD Revised
2. PURPOSE:

| Reno, Redes, Reclass, Revised Duties

The sous chef relieves the head chef when either off duty, recreation leave or is absent for other

reasons. The position serves as the Head chef's right-hand person providing supervisory role to the
running of the Kitchen. In large kitchens there may be several sous chefs with specific responsibility
for separate service such as banquets, grilt room, etc

3.DIMENSION:
Budget:
Staff:
Others:

NA
NA
NA

4 PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

+ Coordinate purchasing of food and beverages and record purchases, invoices, quotations,
Purchase Crders and deliveries.

» Coordinate function menus and keep records in file
« Ensure guality and efficient catering service are provided to guests
» Supervise coordination staff attendance job allocations, rosters and overtime
« Maintain bar manners and keep accurate notes of guests needs and reguests.
+ Ensure guests are in a friendly atmosphere enjoying bar services.
« Perform any other duties that is required by supervisor
« Provide monthly report on the food and beverage sales to the administration.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 2 positions that reports to Head Chef and the Executive Chef to ensure
accountability and reperting for services provided to the guests.

11

1( Head Chef (NP0S)

~

)

1

[ Sous Cheft (NPOB) | | Other staff )
. JoL o
Eh Tnh Descriptinn Form O &M 2



5.2 Internal:
¢« The executive works with the Sous and Sous Chefs to execute food production.

. Works with the Director. the Assistant Director and the Function Coordinator for food
and beverages services.

« Provides food preparation and task for outlets
« Attend to all dockets and service provided
¢ Liaise with waiters service staff

5.3 External:
« NA

5.4 Work Environment
e The work environment is administrative and technical and the Sous Chef assists the
Head Chef in food production with the catering service staff
» Sous chefs work around with kitchen staffs and service staffs

5.5 Constraints Framework and Boundaries AN
Rules/Procedures etc: : ;ﬁ‘”’; i -
» Understand basic hospitality rules, and manners / (_\}& o’l] : ?., 7
« Uinderstand Parliamentary Services Act : :

Decisions:

+ Assist the Head Chef in the selection of menu and food and beverage for preparation
and consumption
Recommendations:

= in liaison with the Head Chef make recommendation for the best available options to
deal with service providers menu of food and beverage

5.6 Challenges
»  The Sous Chef assists the Head chef to maintain supplies of food stock availability
and write end of month stock report for the Director Catering Service.,
*  Wrnting up menus of food and beverage that is of high demand by guests
= Serve with dignity and fairness.

» Meet deadlines for matters relating to the provision food and beverage menu
service

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

o« (rade 10 with a Hote! and Catering trade certificate and must have a Diploma in
Tourism and Hospitalily.

6.2 Experience
+ The incumbent must have at ieast 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
= basic kitchen food handling experiences
s Purchasing and bock keeping knowleage
« basic Cccupational Heaith and Safety rules

»  Slrong custoine: reialivising,

2 I+ Ty [Mpeerintinm ieveree 1 EORY



6.4 Skills
Strong communication and interpersonal skilis

Language skills
Excellent reasoning skiils
Team working skills

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

Signhature
Employer (or its delegate)

A

Toh Pesrrintinn

Signature
Employee

Date

/ q;g}l o 517

FormO &M 72



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER: |
e e CATO040 S .
DEPARTMENT: DESIGNATION/CLASSIFICATION:

Parliamentary Service ___| Sous Chef 2 - Catering Service (NP08) ;
DIVISION: { OCAL DESIGNATION: :

. Corporate and Support Service _ | Sous Chef -Catering Service |
BRANCH: REPORTING TO: :
Parliamentary Catering Service ___ Head Chef Catering Service

' LOCATION: . INCUMBENT:

HISTORY OF POSITION

'NPFILENO. ~ [DATEOF VARIATION | DETAILS .
_ORG 1-14 3010714 | Reno Redes, Reclass, Revised Dufles
(ORG'2-18 | 24103118 | Reclass/JDRevised

2.PURPOSE:

The sous chef relieves the head chef when either off duty, recreation leave or is absent for other
reasons. The position serves as the Head chef’s right-hand person providing supervisory role to the
running of the Kitchen. In large kitchens there may be several sous chefs with specific responsibility
for separate service such as banguets, grill room, etc

3.DIMENSION:
Budget: NA
Staff: NA
Cthers: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
« Coordinate purchasing of food and beverages and record purchases, invoices, quotations,
Purchase Crders and deliveries.
» Coordinate function menus and keep records in file
s Ensure quality and efficient catering service are provided to guests
« Supervise coordination staff attendance. job allocations. rosters and overtime
« Maintain bar manners and keep accurate notes of guests needs and requests.
+ Ensure guests are in a fnendly atmosphere enjoying bar services
s Perform any other duties that is required by supervisor
« Provide monthly report on the food and beverage sales to the administration.

5. NATURE AND SCOPE:
51 Reporting Relationship

This is one of the 2 positions that reports to Head Chef and the Executive Chef fo ensure
accountability and reporting for services provided to the guests.

[ Head Chef (NP0OQ) J

| | |
[ SousChef2 (NPOB) | Other staff

L J ot

W
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5.2 internal:

e The executive works with the Sous and Sous Chefs to execute food production.

. Works with the Director. the Assistant Director and the Function Coordinator for food
and beverages services.

* Provides food preparation and task for outlets
« Aftend to all dockets and service provided
s Liaise with waiters’ service staff

53 External:
s NA

54 Work Environment
e The work environment is administrative and technical and the Sous Chef assists the
Head Chef in food production with the catering service staff
+ Sous chefs work around with kitchen staffs and service staffs

5.5 Constraints Framework and Boundaries
Rules/Procedures etc: / W \
« Understand basic hospitality rules, and manners ’\}b: O/b‘ i ?
¢ Understand Parliamentary Services Act i i -

Cecisions:

» Assist the Head Chef in the selection of menu and food and beverage for preparation
and consumption

Recommendations:

» In liaison with the Head Chef make recommendation for the best available options to
deal with service providers menu of food and beverage

5.6 Challenges
e The Sous Chef assists the Head chef to maintain supplies of food stock availability
and write end of month stock report for the Director Catering Service.
e Writing up menus of food and beverage that is of high demand by guests
» Serve with dignity and fairness.

s Meet deadlines for matters relating to the provisicn food and beverage menu
service

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

« Grade 10 with a Hotel and Catering trade certificate and must have a Diploma in
Tourism and Hospitality.

6.2 Experience
« The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
» basic kitchen food handling experiences
» Purchasing and bock keeping knowledge
s basic Occupational Health and Safety rules

s Siony cusivmer reialionship.

2 pg {nh Nescription Form & M7



6.4 Skills
« Strong communication and interpersonal skills
s Language skills
+ Excellent reasoning skiils
» Team working 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 believing the statement contain therein to be true in every particular

""_S-ig'hature o o Signaturé
Employer {or its delegate) Employee
 Date o .  Date

1 [RAN Lok ThserrimTen iy £8 K WD



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER;
DEPARTMENT: DESIGNATION/CLASSIFICATION:
_ Parliamentary Service Chef de Parte 1- Catering Service (NP06)
- DIVISION: LOCAL DESIGNATION:
Corporate and Support Service Chef de Parte - Catering Service
BRANCH REPORTING TO:
. Parllamentary Catering Service o Sous Chef Catering Service
: LOCATION: INCUMBENT"
: Parliament House, Waigani, NCD

HISTORY OF POSITlON

[NPFILENO. | DATE OF VARIATION |DETAILS Ny
[QE_G_L:_]_{_ o 30/10/14 Renc, Redes, Reclass, Revised Duties )
I___QRG 2-18 24109!18___ _ | Reclass / JD Revised )
2.PURPOSE:

This pasition serves as the backbone of the kitchen in the preparation and delivery of meais for
consumption. Serves as the right-hand of the Sous Chef in organising and delegating work in the
kitchen to the kitchen hands

3.DIMENSION:
Budget: NA
Staft: NA
Others: NA

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
s Accountabie for all food stock for his section
= Accountable for foed storage and hygiene
e Perform any other duties that is required by supervisor
» Provide monthly report on the food and beverage sales to the administration.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 2 positions that reports to Sous Chef and the Head Chef to ensure
accountability and reporting for services provided to the guests.

| Head Chef J

[ Chef de Parte’1 1 Other staff J

T

-
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5.2 internal:
¢+ The Chef de Parte works with the Sous Chefs to execute food production in the
kitchen.
» Provides food preparation and task for outlets
s Liaise with waiters’ service staff

5.3 External:
e NA

5.4 Work Environment
¢ The Chef de Parte assists the Sous Chef in food production with the catering service
staff around the kitchen to prepare and delivery food for consumption
» Chef de Parte work around with kitchen and catering service staffs

55 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand basic hospitality rules, and manners

» Understand Parliamentary Services Act \r \
Decisions: M
} Nt
\

-5

+« NA %
Recommendations:
« NA

5.6 Challenges
+ The Chef de Parte assists the Sous Chef to maintain preparation of food
production in the kitchen for consumption
+  Serve with dignity and fairness.
»  Meet deadlines for matters relating to the preparation and delivery of meals in the
kitchen.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
o Grade 10 with a Hotel and Catering trade certificate and must have a Diploma in
Teourism and Hospitality.

6.2 Experience

+ The incumbent must have at least 3-5 years of related experience in the organizaticns

6.3 Knowledge
Must have a thorough knowledge of.
+ Dbasic kitchen food handling experiences
= Purchasing and book keeping knowledge
¢ basic Occupational Heaith and Safety rules
« Strong customer relationship.

2 RS foh Ne<eription Form{t & M 2



6.4 Skills
» Strong communication and interpersonal skills
+ Language skilis
s Excellent reasoning skills
¢ Team working skills

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
________ e o e

P
\9
|

A
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION [ POSITION NUMBER:
I . e . CAT 042 . o
| DEPARTMENT: |r DESIGNATION/CLASSIFICATION:
- Parliamentary Service S __; Chef de Parte 2- Catering Service {NP06)
DIVISION: " LOCAL DESIGNATION:
' Corporate and Support Service Chef de Parte - Catering Service
BRANCH: TREPORTING TO:! _
~ Parliamentary Catering Service Sous Chef Catering Service _ S e
: LOCATION: INCUMBENT: ;
: ! Parliament House, Waigani, NCD [ - e

HISTORY OF POSITION

NP FILENO. | DATE OF VARIATION DETAILS - AN L

ORG 1-14 | 30110114 1Reno Redes, Reclass. Revised Dufies WQW ]t)}‘%féf
"ORG:2-18 | 24j09118 | Reclass/JD Revised if 35@; f

2. PURPOSE:

This position serves as the backbone of the kitchen in the preparation and defivery of meais for
consumption. Serves as the right-hand of the Sous Chef in organising and delegating work in the

kitchen to the kitchen hands

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

4. PRINCIPLLE ACCOUNTABILITIES (MAJOR DUTIES)
« Accountable for ali food stock for his section
+ Accountable for food storage and hygiene
s Perform any other duties that is required by superviscr
« Provide monthly report on the food and beverage sales to the administration.

5. NATURE AND SCOPE.:
5.1 Reporting Relationship

This is one of the 2 positions that reports to Sous Chef and the Head Chef to ensure
accountability and reporting for services provided to the guests.

L Head Chef W
)
I
| 1
{ Chef de Parte 2 J [ Cther staff \:
L j
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5.2 Internal:
s« The Chef de Parte works with the Sous Chefs to execute food production in the
kitchen.
» Provides food preparation and task for outlets
» lLiaise with waiters’ service staff

5.3 External:
s NA

5.4 Work Envirenment
¢ The Chef de Parte assists the Sous Chef in food production with the catering service
staff around the kitchen to prepare and delivery food for consumption
» Chef de Parte work around with kitchen and catering service staffs

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic hospitality rules, and manners
» Understand Parliamentary Services Act

Decisions: \\J_/ Y

« NA _.\Q/H“}\&!
i - i

Recommendations: ,\/%/ 1{\ 2

« NA

5.6 Challenges
» The Chef de Parte assists the Sous Chef to maintain preparation of food
praduction in the kitchen for consumption
=  Serve with dignity and fairness.
¢ Meet deadlines for matters relating to the preparation and delivery of meals in the
kitchen.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification

o Grade 10 with a Hotel and Catering trade certificate and must have a Diploma in
Tourism and Hospitality.

6.2 Experience

e The incumbent must have at least 3-5 years of reiated experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of.
¢ basic kitchen food handling experiences
» Purchasing and book keeping knowledge
s basic Qccupational Health and Safety rules
« Strong customer relationship.

2| [E [nh Deseription Feorm ) & M 2



6.4 Skills
+ Strong communication and interpersonal skills
¢ Language skills
» Excellent reasoning skills
+ Team working skills

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 particular.

Signature o Signature
Employer (or its delegate) Employee
_____________ ae T e

3 Ps Joh Description Form O & M 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION - POSITION NUMBER:
- . . PP PP CAT 044 ——— e e
| DEPARTMENT. - DESIGNATION/CLASSIFICATION:
_Parliamentary Service ... Demi Chef - Dining, NP0G _
DIVISION: - LOCAL DESIGNATION:
. Corporate and Support Service ' Demi Chef - Catering Service
| BRANCH: - REPORTING TO:
Parliamentary Catering Service = . ChefDe Parte Catering Service -
LOCATION: F 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 Duties [/
"QRG: 2-18 . 24/09/18 Reclass / JD Revised *
2. PURPOSE:

This position reports to the chef de partie for food preparaticn task and works with assistance cooks
for efficiently delivery of food to service cutlets. Takes responsibilities in {adder, sauce and vegetable
preparation for food outlets

3.DIMENSION:

Budget: NA
Staff: NA
Others: NA

4 PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

Accountable for all food stock for his section

Accountable for food storage and hygiene

Perform any other duties that is required by supervisor

Provide monthly report ¢n the food and beverage sales to the administration.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 2 positions that reports to Sous Chef and the Head Chef to ensure
accountability and reporting for services provided to the guests.

( Head Chef J

I
i 1

{ Demi Chef - Dining J [ Other staff ;

e J
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5.2 Intemal;
« The Demi Chef works with the Chef de Parte and assistant cooks to execute food
production in the kitchen.
* Provides food preparation and task for outlets
« Lialse with chef de partie for daily food preparation task

5.3 Externai:
o NA

5.4 Work Environment
e The Demi Chef assists the Chef de Parte in food preparation and delivery te food
outlets
¢ Demi Chef works with the Chef de Parte around with kitchen and catering service staffs

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand basic hospitality rules, and manners
¢ Understand Parliamentary Services Act

Decisions: A
¢ NA ! bﬁ\"’)

f "5 4
Recommendations: f q%‘é(ﬂ[) \ul
i i‘v

e NA

5.6 Challenges
e The Demi Chef assists the Chef de Parte to maintain preparation of food
production in the kitchen for designated outlets
s Serve with dignity and fairness.
e Meet deadlines for matters relating to the preparation and delivery of meals in the
kitchen.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKiLLS
6.1 Qualification
« (Grade 10 with a Hotel and Catering trade certificate and must have a Diploma in
Tourism and Hospitality.

6.2 Experience

« The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
« basic kitchen food handling experiences
+ Purchasing and bock keeping knowledge
+ basic Occupaticnal Health and Safety rules
» Strong customer relationship.

21 PS loh Description FormOQ&M?2Z



6.4 Skills

Strong communication and interpersonal skills
Language skills

Excellent reasoning skills

Team working skiils

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

L

Signature : - Signature
Employer {or its delegate) Employee
_____________________ Sate s
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION i POSITION NUMBER:
——————— - P — - . . CAT 045 _ .
DEPARTMENT: " DESIGNATION/CLASSIFICATION:
- Parliamentary Service ~___ Demi Chef — Banquets, NP06
" DIVISION: - LOCAL DESIGNATION:
_Corporate and Support Service S | Demi Chef - Catering Service
. BRANCH: ' REPORTING TO:
wary Catering Service @~ C__hef_De Parte Catering Service
. LOCATION: INCUMBENT
. Parliament House, Waigani, NCD )
HISTORY OF POSITION }J}@"’T’ lf ﬁ
"NPFILENO. DATE OF VARIATION | DETAILS ~ ;fZ 4] i
"ORG 1-14 307110714 ' Reno, Redes. Reclass. Revised Duties i
ORG . 2-18 24/09/18 Reclass 1JB Rewsed e
2.PURPOSE:

This position reports to the chef de partie for food preparation fask and warks with assistance cooks
for efficiently delivery of food to service outlets. Takes responsibilities in ladder, sauce and vegetable
preparation for food outlets

3.DIMENSION:
Budget: NA
Staff: NA
Qthers: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
e Accountabie for all food stock for his section
* Accountabie for food storage and hygiene
s Perform any other duties that is required by supervisor
¢ Provide monthly report on the food and beverage sales to the administration.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 2 positions that reports to Sous Chef and the Head Chef to ensure
accountability and reporting for services provided o the guests.

{ Head Chef J

{ Demi Chef - Banguets J ( Other staff

1! Ps loh Neseription Form O & M/



5.2 Internal:
e The Demi Chef works with the Chef de Parte and assistant cooks to execute food
production in the kitchen
e Provides food preparation and task for outlets
s liaise with chef de partie for daily food preparation task

5.3 External:
s NA

5.4 Work Environment
« The Demi Chef assists the Chef de Parte in food preparation and delivery to foed
outiets
e Demi Chef works with the Chef de Parte around with kitchen and catering service staffs

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand basic hospitality rules, and manners
» UUnderstand Parhamentary Services Act

Decisions: A

.« NA ) ‘
e

Recommendations: }‘)’b h oLt \ﬁ

. NA |~ 2T

. ]
5.6 Challenges k
e The Demi Chef assists the Chef de Parte to maintain preparation of food
production in the kitchen for designated outlets
»  Serve with dignity and fairness.
« Meet deadlines for matters relating to the preparation and delivery of meals in the

kitchen.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Grade 10 with a Hotel and Catering trade certificate and must have a Diploma in
Tourism and Hospitality.

6.2 Experience

» The ncumbent must have at least 3-5 years of related experience n the crganizations

6.3 Knowledge
Must have a thorough knowiedge of
« basic kitchen food handling experiences
« Purchasing and book keeping knowledge
¢ basic Occupational Health and Safety rules
» Strong customer relationship.

e 1 '\t‘:-’\-r-: v 0 ‘(. LY



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER.
- DEPARTMENT: . DESIGNATION/CLASSIFICATION:
_Parliamentary Service . Demi Chef 3 — Banquets, NPO6
DIVISION: LOCAL DESIGNATION:
' Corporate and Support Service | bemi Chef - Banquets
BRANCH: REPORTING TO:
~ Parliamentary Catering Service | Chef De Parte Catering Service
LOCATION: INCUMBENT:
 Parliament House, Waigani, NCD e N oepg
W G
) HISTORY OF POSITION W 049
"NPFILENO.  DATE OF VARIATION | DETAILS A% Oq7 L
"ORG' 1-14 _ 30110114 : Reno, Redes, Reclass, Revised Duties  ~ | )
"ORG'2-18 24»’09;’18 R Reclass!JD Revised

2. PURPOSE.
This position reports to the chef de partie for food preparation task and works with assistance cooks
for efficiently delivery of food to service outlets. Takes responsibilities in ladder, sauce and vegetable
preparation for food outlets

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

4. PRINCIPLE ACCOUNTARBILITIES (MAJOR DUTIES)

Accountable for alt food stock for his section

Accountable for food storage and hygiene

Perform any other duties that is required by supervisor

Provide monthly report on the food and beverage sales to the administration.

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 2 positions that reports to Sous Chef and the Head Chef to ensure
accountabitity and reporting for services provided to the guests.

‘ Head Chef J

|

I 1
[ Demi Chef - Banquets ] { Other staff

'I | [l I'.-]l-._ }'\

| [ S Rl '”'"[}(10!\:42
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5.2 Internai:
« The Demi Chef works with the Chef de Parte and assistant cocks to execute food
production in the kitchen.
» Provides food preparation and task for outlets
o Liaise with chef de partie for daily food preparation task

53 External:
s NA

5.4 Work Environment
+ The Demi Chef assists the Chef de Parte in food preparation and delivery to food
outtets
« Demi Chef works with the Chef de Parte around with kitchen and catering service staffs

55 Constraints Framework and Boundaries
Rules/Procedures etc;
» Understand basic hospitality rules, and manners

e Understand Parliamentary Services Act ﬁ\‘}'\'r-,_ Y
Decisions: 3%\ NURCE U
. NA [ VA
Recommendations;

« NA

5.6 Challenges
» The Demi Chef assists the Chef de Parte to maintain preparation of food
production in the kitchen for designated outlets
»  Serve with dignity and fairness.
» Meet deadlines for matters relating to the preparation and delivery of meals in the
kitchen.

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Grade 10 with a Hotel and Catering trade certificate and must have a Diploma in
Tourtsm and Hospiality.

6.2 Experience

« The incumbent must have at least 3-5 years of related expenence in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
» Dbasic kitchen food handling experiences
= Purchasing and book keeping knowledge
s basic Occupational Health and Safety rules
= Strong customer relationship.

2 G foby Descriptiv Form G & M2



6.4 Skills
s Strong communication and interpersonal skills
+ |anguage skills
» Excellent reasoning skills
s Team working skills

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 o  Signature
Employer (or its delegate) Empioyee
_________ aie T Bate

s Toh Deserintion Form O &M 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION i POSITION NUMBER:
o i CAT 047
 DEPARTMENT: | DESIGNATION/CLASSIFICATION:
. Parliamentary Service | Cook1-Catering Service, NPO3
" DIVISION: LOCAL DESIGNATION:

Corporate and Support Service Cook - Catering Service

"BRANCH: ' T REPORTING TO

. Parliamentary Catering Service

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

HISTORY OF POSITION

'NPFILENO. | DATE OF VARIATION _DETAILS

_ORG: 1 - 14 3010114 . Reno, Redes, Reclass Revised Duties
ORG:2-18 | 24/08/18 [Reclass/JD Revised

2.PURPOSE:

Demi Chef Catering Service

-y
i

(}/gd‘;)_L!

T ) I

This position assists the Chef De Parte and Demi Chef in food preparation and delivery to food outlets

and does all wet dish and normal kitchen duties and cleaning.

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

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}
e Accountable for all food stock for his section
¢ Accountable for food storage and hygiene
» Perform any other duties that is required by supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 3 posttions that reports to Demi Chet and Sous Chef to ensure

accountability to prepare and deliver food to outlets.
L Demi Chef 3 }

i
! Cook 1 } i Other staff

|

5.2 Internal:

e The Cock works with the Demi Chef and the Chef de Parte and execute food

preparation and production in the kitchen for the food outlets.
« Provides food preparation and task for outlets
« Liaise with all Chefs for daily food preparation task

5.3 External:
e NA

FormQ&M?2



5.4 Work Environment
+ The Cook assists all Chefs and Catering staff in food preparation and delivery to food
outlets

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic hospitality rules, and manners
» Understand Parliamentary Services Act

Decisions:
o NA
Recommendations:
s NA

5.6 Challenges
s+ The Cooks work with all Chefs to maintain preparation of food production in the
kitchen for designated outlets
+  Serve with dignity ang fairness.
» Meet deadlines for matters relating to the preparation and delivery of meals in the
kitchen.

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
e Grade 6 or 8 with a Hotel and Catering trade certificate and training in Tourism and
Hospitality, would be an advantage

6.2 Experience

¢ The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge

Must have a thorough knowledge of: N

e basic kitchen food handling experiences \}’%\ﬂfﬂ. v,
« Purchasing and book keeping knowledge o v oY)
e basic Occupational Health and Safety rules / ~ N : v

e Sirong customer relationship. |
6.4  Skilis

s Strong communication and interpersonal skills

« Language skills

¢ Excellent reasoning skills

s Team working skills

7 STATEMENT BY THE EMPL.OYER 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 particular.

Signature ~ Signature
Employer (or its delegate} Employee
e Bae

: 17 [ S S S, PR b
Zi 1’5 jub Desoription FormO&M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION : POSITION NUMBER:
_______ o . CATO048
"DEPARTMENT: U DESIGNATION/CLASSIFICATION.
Parliamentary Service S Cook 2- Catering Service, NPO3
- DIVISION: LOCAL DESIGNATION:
! Corporate and Support Service =~~~ | Cook - Catering Service
: BRANCH: | REPCRTING TO:
- Parliamentary Catering Service o Demi Chef Catering Service
LOCATION: INCUMBENT:
Parliament House, Waigani, NCD

HISTORY OF POSITION | )W

NP FILE NO. _ DATE OF VARIATION | DETAILS / "t/d"’q"
ORG:1-14 | 30/10114 Reno, Redes, Reclass, Revised Dulies vro T
ORG:2-18 _ 24/00/18 Reclass/JORevised . T
2.PURPOSE:

This position assists the Chef De Parte and Demi Chef in food preparation and delivery to feod outlets
and dees all wet dish and normal kitchen duties and cleaning.

3. DIMENSION:
Budget: NA
Staft: NA
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
» Accountable for all food stock for his section
» Accountable for food storage and hygiene
s Perform any other duties that i1s required by supervisor

5. NATURE AND SCOPE:
5.1 Reporting Retfationship

This is one of the 3 positions that reports to Demi Chet and Sous Chef to ensure
accountability to prepare and deliver food to outiets.

{ Demi Chef 3 (NPOB) J

e
[ |
Cook 2 ) [ Other staff :

J

5.2 Internal:
» The Cook works with the Demi Chef and the Chef de Parte and execute food
preparation and production in the kitchen for the food outlets.
« Provides food preparation and task for ocutiets
s liaise with all Chefs for daily foed preparation task

8.3 External:

1 - P L. . x
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5.4 Work Environment
» The Cook assists all Chefs and Catering staff in food preparation and delivery to food
outlets

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic hospitality rules, and manners
s Understand Parliamentary Services Act

Decisions:

« NA
Recommendations:
+«  NA

5.6 Challenges
s  The Cocks work with all Chefs to maintain preparation of food production in the
kitchen for designated outlets
e Serve with dignity and fairness.
+ Meet deadlines for matters relating to the preparation and delivery of meals in the
kitchen.

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
s« Grade 6 or 8 with a Hotel and Catering trade certificate and training in Tounsm and
Hospitality, would be an advantage

6.2 Experience

» The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowiedge
Must have a thorough knowledge of:

basic kilchen food handling experniences ’\“ ' y 3‘7
Purchasing and book keeping knowledge 4 M} b
basic Occupational Health and Safety rules ' -
Strong customer relationship. é
6.4 Skills

» Strong communication and interpersconal skills

» Language skilis

« Excellent reasoning skills

» Team working skiils

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 particutar.

-

Signature "~ Signature
Empiloyer (or its delegate) Empioyee
pate ' Date

2, [ job Descriplion Form&M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER
e C GAT049 . N
. DEPARTMENT: DESIGNATION/CLASSIFICATION:
. Parliamentary Service | Cook 3- Catering Service, NP0O3
| DIVISION: LOCAL DESIGNATION:
Corporate and Support Service Cook - Catering Service i
' BRANCH: REPORTING TO
Pa_rh_gmentary Catering Service o Demi Chef Catering Service
. LOCATION: INCUMBENT:
| Parliament House, Waigani, NCD
HISTORY OF POSITION \
"NPFILENO. | DATE OF VARIATION ' DETAILS ,ﬁ,‘l
"ORG 1-14 | 30/10/14 - Reno, Redes, Reclass, Revised Duties g/‘b v:’
"ORG. 2-18 24/09/18  Reclass / JD Revised

2. PURPOSE:
This position assists the Chef De Parte and Demi Chef in food preparation and delivery to food outlets

and does all wet dish and normal kitchen duties and cleaning.

3. DIMENSICN:
Budget: NA
Staft: NA
Others: NA

4, PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
s Accountabie for ali food stock for his section
+ Accountable for food storage and hygiene
s Perform any other duties that is required by supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 3 positions that reports to Demi Chet and Sous Chef to ensure
accountability to prepare and deliver food to outlets.
L Demi Chef |
) [ H
Cook 3 } { Other staff ‘l
J

5.2 Internal:
« The Coock works with the Demi Chef and the Chef de Parte and execute food
preparation and production in the kitchen for the foad cutlets,
» Provides food preparation and task for outlets
« lLiaise with ali Chefs for daily food preparation task

5.3 External:
« NA

1 I . ) ey featn ’ )
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5.4 Work Environment
« The Cook assists all Chefs and Catering staff in food preparation and delivery to food
cutlets

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
¢ Understand basic hospitality rules, and manners
» Understand Partiamentary Services Act

Decisions:

s NA
Recommendations:
s NA

5.6 Challenges
e« The Cooks work with all Chefs to maintain preparation of food production in the
kitchen for designated outlets
o Serve with dignity and fairness.
s Meet deadlines for matters relating to the preparation and delivery of meals in the
kitchen.

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Grade 6 or 8 with a Hotel and Catering trade certificate and training in Tounsm and
Hospitality, would be an advantage

6.2 Experience

» The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
basic kitchen food handling experiences
Purchasing and book keeping knowledge N
+ basic Occupational Health and Safety rules /—)% O |
e Strong customer relationship R
6.4 Skills
Strong communication and interpersonal skills
Language skills
Excellent reasoning skills
+ Team working skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration
Act 1982, conscientious believing the statement contain therein to be true in every particular.

o \g; e

S'_ir'_;;-riét'ure ' ' "'Signature
Employer {or its delegate) Employee
e e

2 s foh Description Form O & M2



1. IDENTIFICATION

- DEPARTMENT:

' Parliamentary Service

- DIVISION:

| Corporate and Support Service

| BRANCH:

__Parliamentary Catering Service

LOCATION:

_ Parliament House, Waigani, NCD

fﬁP FI'LE"@__C_I

2.PURPOSE.
This position Steward (formally called Kitchen Hand) is responsible for cleaning duties like pot

washing, plate wash, freezers and cool room cleaning, kitchen floors, dry stores and vegetable
peeling and assist in carrying foed to food outlets.

3.DIMENSION:

Budget:
Staff:
Others:

'DATE OF VARIATION | DETAILS
1Ren0 Redes, Reciass Rewspd Duties

i Abolished / Created

r
)

NA
NA
NA

3010714
24/09/18

PARLIAMENTARY SERVICE
JOoB DESCRIPTION

| POSITION NUMBER

. CAT 081

DESIGNATION/CLASSIFICATION:
Steward 1- Catering Service, NP4

| Steward - Catering Service

LOCAL DESIGNATION:

REPORTING TO:
Chef De Parte Catering Service

HISTORY OF POSITION

| INCUMBENT:

a

I
i

el

’lfm

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
+ Accountable for ail cleanliness of the Kitchen utensils and equipment

» Accountable for food hygiene
¢ Perform any other duties that is required by supervisor

5. NATURE AND SCOPE:

51 Reporting Relationship
This is one of the 3 positions that reports to Chefs to ensure accountability to clean up
cooking utensils and equipment and assist deliver foed to outlets

t Chef De Parte ]

5.2

Internal:
The Steward works with Chefs and Catering staff and execute cleanhness of cooking

utensils and equipment and assists in delivering focd to designated outlets.
Liaise with all Chefs for daily cleanliness of the kitchen and related areas

5.3 External:

NA

|
N

Steward 1

1 ‘ Other staff
g

Tl P ce,os T
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5.4 Work Environment
s+ The Stewards assists all Chefs and Catering staff in the delivery of foods to outlets

5.8 Constraints Framework and Boundaries
Rules/Procedures etc:

¢ Understand basic hospitality rules, and manners
« Understand Parliamentary Services Act

Decisions:

s NA
Recommendations;
s NA

5.6 Challenges

»  The work with all Chefs to maintain cleanliness and hygiene of the kitchen and
designhated areas

+  Serve with dignity and fairness.

+» Meet deadlines for matters relating to the hygiene and delivery of meais in the
kitchen and outlets.

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Glualification

e Grade 6 or 8 with a Hotel and Catering trade certificate and training in Tourism and
Hospitality, wouid be an advantage

6.2 Experience
« The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:
« basic kitchen food handling experiences

« Purchasing and book keeping knowiedge 145\/\}"" Vg

» basic Occupational Health and Safety rules 4 ,\\Ql) S

» Strong customer relationship. q/' R
6.4 Skills

+ Strong communication and interpersonal skills
+ {anguage skills

» Excellent reasoning skills

» Team working skills

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE

| make this solemn declaration by virtue of the Oaths. Affirmation and Statutory Declaration
Act 18962, conscientious believing the statement contain therein to be true in every particular,

Stgna’(urem e S'zg'hé{u'réw
Employer (or its delegate) Employee
oate C hame

2] Ps ol Doescription Form & M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION " POSITION NUMBER:
—— e P P . CAT 052 e ——— = .
DEPARTMENT: DESIGNATION/CLASSIFICATION:
- Parliamentary Service _ Steward 2- Catering Service, NP04
DIVISION: . LOCAL DESIGNATION:
| Corporate and Support Service Steward - Catering Service o
. BRANCH: : REPORTING TO:
_Parliamentary Catering Service o | Chef De Parte Catering Service
LOCATION: "INCUMBENT.
_ Parliament House, Waigani, NCD 1. Y o
HISTORY OF POSITION ] W VoL
{ NP FILE NO. | DATE OF VARIATION | DETAILS AN,
_ORG 1-14 30110114 | Reno, Redes, Reclass, Revised Duties 2, [° 7
ORG:2-18 | 24/08/18 " Abolished /Created o
2. PURPOSE:

This position Steward (fermally called Kitchen Hand) is responsible for cleaning duties like pot
washing, plate wash, freezers and cool room cleaning. kitchen floors, dry stores and vegetable
peeling and assist in carrying food to food outlets.

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

4.PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
s Accountable for all cleanliness of the Kitchen utensils and equipment
+ Accountable for food hygiene
« Perform any other duties that is required by supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 3 positions that reports to Chefs to ensure accountability to clean up
cooking utensils and equipment and assist delfiver food to outlets.

[ Chef De Parte l

I _ ]
[ Steward 2 ] [ Other staff i

5.2 Internal:

e The Steward works with Chefs and Catering staff and execute cleanliness of cocking
utensils and equipment and assists in delivering food to designated outlets.
« Liaise with all Chefs for daily cleanliness of the kitchen and related areas

5.3 External:
« NA

1] 5 tob Deseription Form Q& M2



5.4 Work Environment
« The Stewards assists all Chefs and Catering staff in the delivery of foods 10 outlets

5.5 Constraints Framewcrk and Boundaries
Rules/Procedures etc:
» Understand basic hospitality rules. and manners
» Understand Parhamentary Services Act

Decisions:

+« NA
Recommendations:
o NA

5.6 Chailenges
»  The work with all Chefs to maintain cleanliness and hygiene of the kitchen and
designated areas
*» Serve with dignity and fairness.
s Meet deadlines for matters relating to the hygiene and delivery of meals in the
kitchen and outlets.

6 QUALIFICATION, EXPERIENCE, KNCWLEDGE AND SKILLS
6.1 Qualification
« Grade 8 or 8 with a Hotel and Catering trade certificate and training in Tourism and
Hosgitality, would be an advantage

6.2 Experience

» The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of: N
= basic kitchen food handling experiences | / \ :
« Purchasing and book keeping knowledge /f’ Ty
« basic Occupational Health and Safety rules '
s Strong customer relationship. 1
6.4 Skills
+ Strong communication and interpersonal skills
+ Language skills
+ Excellent reasoning skills
* Team working 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 R Signatire
Employer (or its delegate} Employee

2 5 Tab Deaoription Form(Oa M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION . POSITION NUMBER:
- ~_CATO053

DEPARTMENT: T DESIGNATION/CLASSIFICATION:
_Parliamentary Service Steward 3- Catering Service, NP04
DIVISION: ' LOCAL DESIGNATION:

_Corporate and Support Service  Steward - Catering Service

- BRANCH: | REPORTING TO:

_Parliamentary Catering Service o Chef De Parte Catering Service ~  ,
LOCATION: I INCUMBENT: AY Wr- A
Parliament House, Waigani, NCD | 00 g

Ho s

HISTORY OF POSITION IS
NP FILE NO. DATE OF VARIATION | DETAILS /
IOBQ_"]_: 14 30110114 ' Reno, Redes, Reclass Revised Duties
[ORG'2-18 | . 24/09/18  Abolished / Created
2.PURPOSE.

This position Steward (formally called Kitchen Hand) is responsible for cleanmg duties like pot
washing, plate wash, freezers and cool room cleaning, kitchen floors, dry stores and vegetable
peeling and assist in carrying food to food outlets.

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

4, PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
s Accountable for ail cleanliness of the Kitchen utensils and equipment
s Accountable for food hygiene
« Perform any other duties that is required by supervisor

5. NATURE AND SCOPE:
5.1 Reporting Relationship

This is one of the 3 positicns that reports to Chefs to ensure accountability to clean up
cooking utensils and equipment and assist deliver food o outlets

t Chef De Parte }
.

1 ) .

;r Steward 3 } L Other staff |

8 e J

5.2 Internail:
« The Steward works with Chefs and Catering staff and execute cleanliness of cooking
utensils and equipment and assists in delivering foad to designated outlets.
= Liaise with all Chefs for daily cleanliness of the kitchen and related areas

£3 Externat:
+ NA

t I L B I T T S UL Y
1] IR wobi Descriplion Form Q& M2



5.4 Work Environment
« The Stewards assists all Chefs and Catering staff in the delivery of foods to outlets

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic haspitality rules, and manners
+ Understand Parliamentary Services Act

Decisions:

o NA
Recommendations:
« NA

5.6 Chalienges
¢ The work with all Chefs to maintain cleanliness and hygiene of the kitchen and
designated areas
 Serve with dignity and fairness.
+ Meet deadlines for matters relating o the hygiene and delivery of meais in the
kitchen and outlets,

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
« Grade 6 or 8 with a Hotel and Catering trade certificate and training in Tourism and
Hospitality, would be an advantage

6.2 Experience

e The incumbent must have at least 3-5 years of related experience in the organizations

6.3 Knowledge
Must have a thorough knowledge of:

= basic kitchen foed handling experiences \ ’1 .

» Purchasing and book keeping knowledge i ,. .\“}

» basic Occupational Health and Safety rules L /j:\"-i_b‘]J o

e Strong customer relationship. b
6.4 Skills :

Strong communication and interpersonal skilis
Language skills

txcellent reasoning skills

Team working 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 B ~ Signature
Employer (or its delegate)} Employee

Date - Date
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