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PARLIAMENTARY SERVICE
~JOB DESCRIPTION

1 Identification POSITION NUMBER:
 DEPARTMENT: ' DESIGNATION/CLASSIFICATION:
| Parliamentary Service : Director — HRM, NP14
DIVISION: ' LOCAL DESIGNATION:
| Corporate and Support Services _ Director Human Resources
BRANCH: . REPORTING TO:
Human Resources Division | Executive Director Corporate and Support
_ i Services
LOCATION: .~ INCUMBENT: ]
Parliament House, Waigani, NCD ]| . )73“‘2” |
__ HISTORY OF POSITION qj 0} i
| NPFILE DATE OF ~ DETAILS
NO. VARIATION | -
ORG:1 3010114 Reno, Redes, Reclass, Revised Duties
. _ORG:2  24/09/18 Abolished/Created
2. Purpose:

Provide strategic leadership and direction in the development and implementation of Divisional
programs and activities and contribute to maintaining a high quality Human Resource system
through achievement of Divisional functions and responsibilities.

3. Dimension:
Budget: K100,000.00

Staff:

Others:

17 divisional staff
All personnel of the Parliamentary Service (407}

4. Principle Accountabilities

Drive the development of strategies to implement and assess the achievement of
Divisicnal pricrities by providing strategic ieadership and continuous improvement.
Achieve competing Divisional priorities by mobilizing and managing resources.
promoting and encouraging team work through modetiing good practice.

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

Hald regular Divisiocnal 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 responsibility for budget preparation,
manitoring and reporting on the expenditure of Divisional funds.

Mentor, coach and encourage section or branch heads and staff to achieve excellence
in their work area.

Discipline officers by taking personal responsibility in initiating and charging officers who
may have committed a disciplinary offence.

Provide constructive feedback on work performance, both formally and informatly to
staff based on agreed tasks and performance indicators identified with ihe staff
member.



5. Nature and Scope:

5.1 Reporting Relationship
This position is one of the 10 positions that report directly to the Executive Director
Corporate and Support Service, -
Executive Director
Corporate & Support
Service (NPEx1}

\
Director Human | . /J g
Resource (NP14) 9 ather Directors '?/, I

5.2 Working Relationship

internal:

e Provide regular advice to the Director Finance and Administration Service

+ Liaise directly with sectional heads and supervisors on areas requiring co-ordination
within the division.

s Liaise with Director Finance and Administration Services on matters of interest and
importance referred by Parliament to the Committee Secretariat for investigation.

» Member of the Research Committee.

External:
e Liaise with appropriate education and training institutions and other Government
organizations on matters related to Government policies regulations,

5.3 Work Environment
This position is a senior management position and is responsible for managing the
Parliamentary Service personnel and defining strategic plan or vision and developing
strategies to achieve the plan. Development of divisional strategic plan and
implementation of strategies to achieve the plan is vital to the support the Parliamentary
Services.

5.4 Constraints, Framework and Boundaries
Rutes/Procedures etc:
« Delivery of services must be constant with PFMA. PSGO, Parliamentary Service
Act, National Traiming Council Act. relevant statutcry provisions and Government
paolicies.
e Funds must be used consistent with the requirements of the PEMA.

Decisions:
« Exercise delegation in relation to employment related matters in accordance with
PSGO.

+ Develop and implement programs and activities of the Qivision
» Determine the use of operaticnal funds for divisional programs and activities

Recommendations:
« Adjust to make changes to the Government and Service policies

s Prepare and implement funding bid for the Divisional programs and activities
= Staff movementis
» Provide different approaches to divisional program implementation



5.5 Challenges
« Providing the required leadership to deliver quality service to the staff and elected
Members of Parliament and objectives to contribute to achievement of the goals and
objectives of the Services Corporate Plan (2013 -2015).
+« Managing employees with different skills. knowledge. experiences and sets of

motivation.
» Achieving Divisional functional responsibilities within available resources to deliever
outcomes. .
6 Qualification, Experience, Knowledge and Skills f éw“{ \ F
51  Qualification Y J‘;’)) o

¢« Tertiary qualification in Human Resource. Business Studies and Public Policy ;
Management. Completion of a master's degree qualification is highly desirable

6.2 Experience
« 5-10 years senior management experience in a complex and diverse organization.

6.3 Knowledge
« Excellent understanding of the government machinery
+ Extensive knowledge of the Parliamentary Service Act, inter-parliamentary
relations, PSOG, PFMA and other legisiative provisions
» in-depth understanding of the Parliamentary Services Corporate Plan 2013 - 2015
and Government directions in respect to the Parliament
« Sound knowledge of principles and practices of good management and leadership

6.4 Skiils

» Comprehensive leadership and management skills including strategic ieadership,
peopte 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 cutcomes and to manage confiicting
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.

+» Exceptiocnal negotiation and representational skills.

»  Computer literate in Microsoft apptications

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

Signature Signature
Employer {or its Employee
delegate)

Dato S

[ e T WAt
PR P -



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION: i "POSITION NUMBER:
: HRM 004

DEPARTMENT: DESIGNATION/CLASSIFICATION:
Parliamentary Service | Nursing Officer, NP08
- DIVISION: LOCAL DESIGNATION:
Corporate and Support Service | Nursing Officer _

BRANCH: REPORTING TO:
_Human Resource .. ... |Director Human Resource

LOCATION: INCUMBENT:

Parliament House, Waigani, NCD “‘1 1
- HISTORY OF POSITION Al
_NPFILE NO. DATE OF VARIATION | DETAILS /"G 07 (7
“ORG; 1-14 30/10/14 | Reno, Redes, Reclass, Revised Duties ~ ~ 7 .

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

2. PURPOSE:

The Parliamentary Service Nurse Aide’s work is to assist the professional staff by performing various
resident care activities and related nonprofessional services necessary in caring for the personal
needs and comfort of the members of parliament and staff of the parliamentary service.

DIMENSION:
Budget: Not applicable
Staff: 111 elected Members and 401 staff of Parliamentary Service

Others:  Not applicable

PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
Provide for activities of daily kving by assisting the Nursing Officer to serve patients, posttioning
patients for treatment and providing fresh water and comfort
Work directly with the Nursing Officer on resolving patient care or operational issues to facilitate
patient care,
Implement an effective, ongoing program to measure, assess, and improve the quaiity of nursing
care delivered to patients.
Provide patient comfort by utiizing rescurces and materials; transporting patients; answering
patients' call lights and requests: reporting observations of the patient to nursing officer.
Documents actions by completing forms. reports, logs and health records
Maintain work operations by foliowing set policies and procedures and protect organization s vaiues
by keeping patient information confidential

NATURE AND SCOPE:

5.1 Reporting Relationship
This is one of the 18 positions that report directly to the Director Human Resource

‘Director Human
iResource {NP14

mrsing Officer] | Other divisional
i (NP8} | staff

H |

toby Descripliug O & i Fonm z



5.2

53

54

5.5

5.6

Internal:
s  Work with the Executive Director Corporate Service and the Director HR to ensure
efficient delivery of nursing care and health services in line with the policies.

« Consult the OIC Nursing on any issues which may be in conflict to existing policies
regarding the acquisition of constant medical supplies for the Parliament clinic.

External:

Assist the OIC Nursing to liaise with the National Capital District Health service and other
Service providers (such as Johnston's Pharmacy for procurement of basic medical equipment
and materials and supplies.

Work Environment:
The focus of this function is to assist the OIC Nursing provide effective coordination of nursing
practice and care in a small and friendly Parliament clinic as one of many small non-profit health

systems in the country 1 !
, . Vi 4 \4
Constraints Framework and Boundaries V7 g OIS

e Y 3

Rules/Procedures etc: / v 1

Assist the OIC Nursing provide basic nursing care and nursing services within the availability of
resources with the General Health System in the Nation's capital.

Operate within Health and Nursing policies of the PNG Health Department and health code of
practice

Decisions:
e Appropriate referrals for major health care attention to certified medical doctor

» In consuitation with the OIC Nursing provide appropriate direction on procurement of all
medical supplies required to maintain health services at the Parliament clinic.

Recommendations:

« In consultation with the available medical guide and information make recemmendation
on referrals of outside medical services to obtain maximum benefit for staff and
Members of Parliament and prevent serious health related problems that would cause
operational deiays in the day-to-day work output

« Review of nursing practice and care at the National Parliament ¢linic

Chalienges

Providing patient comfort by utilizing limited resources and materials. transporting patients;
answering patients' call lights and requests. reporting observations of the patient to nursing
supervisor

Serving and protecting the National Parliament community by adhering to prefessional
standards, Parliament Clinic policies and procedures in line with the National Health
requirements and standards

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

v3

Qualification

Graduate of a recognized Nursing School or possession of such other qualification that may be
acceptabie to the Parliamentary Service or experience in nursing aide practice and providing
health care services would be desirable

Licensure as a registered nurse (RN} in the country
Experience

3-5 years of experience of nursing practice and providing health care services ts a must.

jub Description O&niFoim 2



FS

6.3

6.4

STATEMENT BY THE EMPLOYER AND EMPLOYEE

Knowledge

Conversant in administering care to the sick or injured and must be knowledgeable about all
requirements of providing efficient nursing care and health service to clients.

Conversant with health care procedures to diagnose and treat minor ilinesses.

Thorough knowledge of current theoretical approaches to delivering nursing care and strategies
for examining and applying relevant concepts

Familiar with current leadership, management, and performance improvement concepts and the
ability to participate in developing and implementing strategies 1o address opportunities for
improving nursing care service to Parliamentary Service and the National FParliament

Extensive knowledge of the roles and responsibilities of the Office in-Charge of Nursing

Skills
Excellent verbal and written communication skills
Excellent ability to participate in developing and implementing strategies to address
opportunities for improving nursing care.
Ability to work flexible hours including weekends and holidays
Excelient inter-personal skills and ahility to write routine reports and correspondence.
» Excellent ahility to speak before patients of the Natienal Parliament
Excellent reasoning skills Ay
« Exceptional negotiation and representational skills ! ly \Wﬁ// 1 (_\\
« Computer literate in Microsoft applications i 1 Y i\

G
#q,i

I 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 ' S "Signature
Employer (or its delegate) Employee
cate Date

r
o]

Job Drescripiiuli vi Faiin 2



PARLIAMENTARY SERVICE

JOB DESCRIPTION
1. IDENTIFICATION: POSITION NUMBER:
HRM 005
" DEPARTMENT: DESIGNATION/CLASSIFICATION:
| Parliamentary Service - Post Master, NP08 o
| DIVISION: LOCAL DESIGNATION:
. Corporate and Support Service | Post Master
' BRANCH: REPORTING TO:
. Human Resource | Director Human Resource =~ =
. LOCATION: INCUMBENT: N .
. Parliament House, Waigani, NCD L ! LW SR
HISTORY OF POSITION VoaGiep i
NP FILE NO. DATE OF VARIATION _ DETAILS L i
(ORG: 1-14 30/10/14 . Reno, Redes. Reclass, Revised Dutes ' |
"ORG: 2-18  24/09/18 " Abolished/Created
2. PURPOSE:

Provide efficient postal services to the Members of Parliament and staff of the Parliamentary Service.

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

4.  PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}
« Keep accurate record of mail delivery,

» Provide efficient front desk service for the office.

+ Coordinate with staff any issues with postal services

» Maintain office stationaries and keep accurate inventory.

» Record all discussions/phone calls accurately for the Members and staff and ensure that the
office 15 ctean and tidy each day

s Perform any other duties that is required by the Manager

5. NATURE AND SCOPE:

51 Reporting Relationship
This is one of the 18 positions that report directiy to the Director Human Resource

{ Diractor Human
:Resource {NP14)

- :
‘ | Other givisional”
'{
|

; staff

Post Master
(NPOS)

5.2 internai:
¢ Aftend to elected Members of Parliament, Parliamentary Staff and staff of the
Pariamentary Service on matters relating to postal services.
5.3 External:
» NA

Fs Job Tescriptivn G & il Fonn 2



54

55

5.6

Work Environment:
The focus of this function is to provide effective postal service in a busy government and
political environment within the National Parliament

Constraints Framework and Boundaries

Rules/Procedures etc:
Adhering to postal service policies and procedures to provide effective service.

Decisions:
« NA -
Vi !
Recommendations: l g’,""‘_-’{f . ;;‘
s NA /\}‘{ t;}‘) I{ !
L
Challenges

Providing efficient postal service to the Members of Parliament, Staff of the Service. Members’
Staff and visitors of Naticnai Parliament

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

Quaiification

Grade 10 or 12 with related experience so providing postal services or experiences as may be
accepted by the Clerk of Parliament.

Experience

3-5 years of experience of postal service or related work experience.,

Knowledge
Conversant in work related to delivery of postal services

Familiar with performance improvement concepts and the ability to participate in developing
and implementing strategies to address opportunities for improving postal service to
Parliamentary Service and the National Parliament

Skilis
Excellent verbal and written communication skills
Excelient inter-personal skills and ability to write routine reports and correspondence.

Excellent reasoning skills
Exceptional negotiation and representational skills
Computer literate in Microsoft applications

STATEMENT BY THE EMPLOYER AND EMPLOYEE

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

6.
6.1
6.2
[ ]
6.3
6.4
.
.
7.
P5

Signature ~ Signature
Employer (or its delegate} Employee
Date ' Date

JOD Descnipicm CE&MTIorm 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION: | POSITION NUMBER:
' HRM 006
"DEPARTMENT: | DESIGNATION/CLASSIFICATION.
- Pariiamentary Service i Principal Advisor - Personnel, NP12 _ )
. DIVISION: LOCAL DESIGNATION:
- Corporate and Support Service ;_F'rmupa! Advisor - Personnel o
| BRANCH: REPORTING TO:
LHuman Resource . Director Human Resource ——
! LOCATION: INCUMBENT: '
| Parliament House, Waigani, NCD e iS) . ~
o . HISTORY OF POSITION T 5
| NP F ILE___N*_O___I DATE OF VARIATION | DETAILS [ 2¢/U5 /] o
ORG: 1-14 |~ 30/10/14 | Reno, Redes, Reclass, Revised Duties f_____.r‘
ORG. 218 | 24/09/18 | Abolished/Created S
2. PURPOSE:

Provide honesty, transparency and accountability in overseeing personnel and administrative matters
including the Payroll system

DIMENSION:
Budget: Not applicabie

Staff:

8 Direct subordinates

Others:  Not applicable

PRINCIPLE ACCQUNTABILITIES {MAJOR DUTIES)

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

Hold regular sectional meetings with personal staff to develop and implement strategies to
address problems affecting efficient implementation of payroll and personal matters and
communicating relevant information te the management team and staff.

Ensure relevant policies and procedures covering Divisional responsibilities are developed to
assist the Division in achieving its functional responsibilities.

Mentor. coach and encourage section or branch heads and staff to achieve excellence in their
work area.

Provide constructive feedback on work performance. both formally and informailly to staff based
on agreed tasks and performance indicators identified with the staff member.

Perform any other duties that is required by the Manager

NATURE AND SCOPE:

5.1

5.2

Reporting Relationship
This is one of the 18 positicns that report directly to the Director Human Resource

Director Human
Resource (NP14)

!Prmc;pal Adwsorl 'Other dlv!SIonal
i - Personnel | hye
(NP12) A

internat:
e Provide regular advice to the Human Resource Manager for all personal matters

Job Desonplion G&MFonn 2




§.3 External:
s NA
54 Work Environment:

The focus of this function is to work in a team-griented and independent environment that is
time sensitive maintaining confidentially that is mandatory.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:

» Adhering to delivery of services within PFMA, PSGO. Parliamentary Service Act,
National Training Council Act, relevant statutory provisions and Government policies

Decisions:

¢« NA

187319

5.6 Chailenges ; |

Recommendations:
e NA

+  Providing accurate personal data entry informaticn of the staff of the Parliamentary Service

6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
e Training qualification in Human Resource, Business Studies or Public Policy Management. A

degree qualification is preferred or other experiences as may be accepted by the Clerk of Partiament.

6.2 Experience

» 5-10 years of experience of Human Resource management or related work experience.

8.3 Knowledge
s Conversant in work related to delivery of persennel management in an organization

« Familiar with performance improvement concepts and the ability to participate in developing
and implementing strategies to address copportunities for improving personnel service to
Parliamentary Service.

6.4 Skills
+ Excellent verba! and written communication skills
+ Excellent inter-personal skills and ability to write routine reports and correspondence.

e FExcellent reasoning skiils
» Exceptional negotiation and representational skiils
« Computer literate in Microsoft applications

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

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

Ny lob Deoscription O MEarm 2
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1.  IDENTIFICATION: - POSITION NUMBER:
HRM 007
DEPARTMENT: " DESIGNATION/CLASSIFICATION:
_Parliamentary Service ~ Employment Relations & GESI Officer, NP10
DIVISION: : LOCAL DESIGNATION:
_Corporate and Support Service ! Employment Relations & GES| Officer
BRANCH: ' REPORTING TO-
_Human Resource el ~~eoor—....._ . Director Human Resource
LOCATION: INCUMBENT:

_ Parliament House, Waigani, NCD 0

 HISTORY "_QF POSITION

AT
Al .

_NPFILENO. [ DATEOFVARIATION | ~  DETALS
ORG: 1-14 ¢ 30/110/114 : Reno, Redes, Reclass, Revised Duties '
ORG: 2-18 @  24/09/18 . Abolished/Created

2. PURPOSE:

Provide honesty, transparency and accountability in overseeing personnel and administrative matters
including the Payroll system

3. DIMENSION:
Budget: Not applicable
Staff: 8 Direct subordinates
Others: Not applicable

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Coordinates daily operational activities of the three (3) staff. The incumbent is required and liaise
and attend to all staff of the Pariiamentary Services regarding the timely management of the salary
and remuneration matiers.

» Supervise and guality check on the work of Satary Officers, including calculations before claims are

processed.

» Undertake calculations for the Contract Gratuity and final pay outs of
resignationftermination/retrenchment.

« Verify the Threshold Report from the Department of Finance, overtime clams, and casual
wages/salaries.

« Process leave and payroll claims . including variation advice offline payments, higher duty
Zallowances, payment of cheques.

« Update and maintain personnel files.

s Prepare regular briefs to the PA. HR Administration and Directer. HRM on HR personne! matters.

+ Perform any other duties that 1s required by the Director

5. NATURE AND SCOPE:

5.1 Reporting Relationship
This is one of the 18 positions that report directly to the Orrector Human Resource

Director Human
|Resource (NP14)

r T o e e

| Employment | |, iicionat
|Relations & GES#! | staff
| Officer (NP10D) | |

Wi Form 2

=.2]

July Description O
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6.4

3

[ %]

5.2 Internal:

s Provide regular advice tc the Human Resource Manager for all personal matters
5.3 External:

e NA
5.4 Work Environment:

The focus of this function is to work in a team-oriented and independent environment that 1s
time sensitive maintaining confidentially that is mandatery.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:
¢ Adhering to delivery of services within PFMA. PSGO, Parliamentary Service Act,
National Training Council Act, relevant statutory provisions and Government policies

Decisions: _
. ./'.\
¢« NA !efw . ’?‘LC!
Recommendations: LY iy
L P M
» NA 5

A

5.6 Challenges

« Providing timely claims and calculations to be inciuded in the payrolf for the Parliamentary
Service staff

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
¢ Diploma or a Degree in Social Sciences related field, Human Resource Management,

Public Administration and or equivalent with experience in the Human Resource
Management in government and private organizations

6.2 Experience

e 5-10 years of experience of Human Resource supervisory posilion or related work
experience.

6.3 Knowledge
« Conversant in work related to delivery of personnel management in an organization
¢ Sound knowiedge of salaries administration in the Public Service
¢ Parliamentary Services Act 1997, Public Service General Orders, Public Service (Management)
Act, 2014, Public Finance (Management} Act and Nambawan Super Act as amended and NAS

Fund
Skills

e Excellent verbal and wrilten communication skills
« Excellent inter-personal skills and ability to write routine reports and correspondence.

« Excellent reasconing skills
Exceptional negotiation and representationai skiils
« Computer lterate in Microsoft applications

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

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

ol Desariptioi G&Miannz






PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION: - PQSITION NUMBER:
HRM 008
"DEPARTMENT: - ' DESIGNATION/CLASSIFICATION:
_ Parliamentary Service ~_______ Senior Salary & Remuneration Officer, NP10
DIVISION: " LOCAL DESIGNATION:
Corporate and Support Service _ Senior Salary & Remuneration Officer
BRANCH: : REPORTING TO! |
Human Resource i Director Human Resource e
LOCATION: rINCUMBENT
Parliament House, Waigani, NCD ] o
o HISTORY OF POSITION __ Ny L
._DJE_E_I_LE NO. ﬁOF VARIATION ' DETAILS }7 ,_,{ T ' '|
"ORG: 1-14 |~ 301014 . Reno, Redes, Reclass, Revised Duties " n g/ ph 1| \
ORG: 2-18 24/09118 | Abolished/Created D |
2. PURPOSE '
Provide honesty, transparency and accountabifity in overseeing personnel and administrative matters
including the Payrofl system
3. DIMENSION:
Budget: Not applicable
Staff: Not applicable
Others:  Not applicable
4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

RS

Reports to the Senior Salary and Remuneration Officer and 1s responsible for the day-to-day
activities and tasks of salary administration.

Required to liaise with all staff of the Parliamentary Services on daily basis and provide timely action
and advice on all Remuneration Benefit and salary matters.

Liaise with Senior Salary and Remuneration Officer and attend to all staff of the Parliamentary
Services regarding the timely management of the salary and remuneration matters.

Provide quality check on the work of Salary Officers, including calculations before claims are
processed.

Undertake calcutations for the Contract Gratuity and final pay outs of resignation, termination or
retrenchment.

Verify the Threshold Report from the Department of Finance, overtime claims. and casual
wages/salaries.

Process leave and payroll claims, including vanation advice. offline payments, higher duty
aliowances, payment of cheques.

Update and maintain personnei files.

Prepare regular briefs to the PA, HR Administration and Director, HRM on HR personnel matters.
Perform any other duties that is required by the Director

Update NSL separation authority forms for resignation/termination or retrenchment/retirement
officers.

Batch offline payments for the Finance Branch.

Liaise with the Finance Branch on salary cheques and payroll reports.

Assist in making sure the threshoid report for next payday is collated and corrective measures are
taken and given to Payroli Officer on time.

Assist in responding to counter and telephone enquiries as required

Jub Desciiption O &M Fonm 2



5.

» Assist in preparing routine correspondence.

NATURE AND SCOPE:

5.1 Reporting Retationship
This 1s one of the 18 positions that report directly to the Directer Human Resource but directly to
Senior Salary and Rem_u_n_gration Officer

Director Human
Resource (NP14)

snrSalary &

" s E :E.;Ik i ‘i
remuneraton | Otherst:;\;;:smnal | i ‘__7\5 4 i ?
offcer eto) | | T J g oht
52 internal:

+ Provide regular advice to the Director Human Resource for all personal matters

5.3 External:
o NA

5.4 Work Environment:
The focus of this function is to work in a team-oriented and independent environment that is
time sensitive maintaining confidentially that is mandatory.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:
¢ Adhering to delivery of services within PFMA, PSGO, Parliamentary Service Act,

National Training Councit Act, relevant statutory provisions and Government policies
Decisions:

e NA

Recommendations:
s NA

5.6 Challenges

+ Maintaining confidentiality of information relating to Salary and Remuneration of Parliamentary
Service Staff

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
+ Diploma or a Degree in Social Sciences reiated fieid, Human Resource Management,
Public Administration and or equivalent with experience in the Human Resource
Management in government and private organizations

6.2 Experience

» 5-10 years of experience of Human Resource supervisory position or related work
experience.

6.3 Knowledge
» Sound knowledge of all aspects of salary and payroll administration in government or private
organization.
» ratharmentary Services Act 1997, Pubiic Service General Urders. Public Service (Management)
Act. 2014, Public Finance {(Management) Act, Nambawan Super Act as amended and NAS Fund
+ Good understanding of the Parliamentary Services, Public Service (Management) Act. General
Orders and Pubiic Finance {(Management) act.

Job Description O & W Form 2



6.4 Skills

s Excellent verbal and written communication skills
s Excellent inter-personal skills and ability to write routine reports and correspondence.
» Excellent reasoning skilis

Exceptional negotiation and representational skilts
s Computer literate in Microsoft applications

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

- Signature  Signature
Employer {or its delegate) Employee
_____________ i B
W e
.;jlkj\\.)"'/ i
1500 U

P35 ol Uescription O & Mo 2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION: i POSITION NUMBER:
HRM 011 :
DEPARTMENT: ' DESIGNATION/CLASSIFICATION: -
_Parliamentary Service - Salary & Remuneration Officer, NP0
. DIVISION: LOCAL DESIGNATION:
. Corporate and Support Service . Salary & Remuneration Officer
\ BRANCH: REPORTING TO:
| Human Resource o | Director Human Resource - o
' LOCATION:; INCUMBENT:
 Parliament House, Waigani, NCD ]

~ HISTORY OF POSITION

"NP FILE NO. | DATE OF VARIATION | DETAILS (_}_ ___
[ORG 14 30014 Reno, Redes, Reclass, Revised Duties _ lisw~"
|ORG 2-18 | _ _24/09118 ___ Abolished/Created S ; ’{c‘ oy 8
2. PURPQOSE: ‘ % r?

Pays employees by calculating pay and deductions; issuing cheques.

3. DIMENSION:
Budget: Not applicable
Staft: Not applicabie
Others:  Not applicable

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Compiles payroll data. and enters data or computes and posts wages. and reconciles errors, 10
maintain payroll records, using computer or calculator:

» Compiles payroll data. such as hours worked, taxes, insurance, and superfund dues to be withheld.
and employee identification number, from time sheets and other records.

s Prepares computer input forms, enters data into computer files. or computes wages and deductions,
using calculator, and posts to payrofl records.

» Reviews wages computed and corrects errors to ensure accuracy of payroll

« Records changes affecting net wages, such as exemptions, insurance coverage, and loan
payments for each employee to update master payroll records.

« Records data concerning transfer of employees between Divisions.

« Prepare periodic reports of earnings, taxes, and deductions.

« Keep records of leave pay and non-taxable wages.

« Maintains payrolf information by collecting. calculating. and entering data. Updates payroll records
by entering changes in exempticns, insurance coverage, savings deductions, and job title and
division transfers.

» Prepares reports by compiling summaries of earnings, taxes, deductions. leave disability. and non-
taxable wages.

« Determines payroll labilities by calculating employee federal and state income and social security
taxes and employer's social security, unemployment, and workers compensation payments,
Resolves payroll discrepancies by collecting and analyzing information.

Provides payroli information by answering questions and requests.

Maintains payroll operations by foliowing policies and procedures; reporting needed changes.
Maintains employee confidence and protects payroll operations by keeping information confidential
+ Contributes to team effort by accompiishing related results as needed.

Py Job Description G &N Form 2



5.  NATURE AND SCOPE:

51 Reporting Relationship
This is one of the 18 positions that report directly to the Director Human Resource

| Director Human |
\fesource {NPld)%

RSN HS SNE :

Salary &. : Other divisional | Py
Remuneration : staff : R Coy
Officer (NPOS) | G

ITCer INFRS) | ] IS
f"},%h )
5.2 internal:

¢ Attend to staff of the Parliamentary Service on matters relating to pay gquerries

e Provide regular advice to the Human Resource Manager on all payrolt issues

» Liaise with Human Resource Manager on matters of interest and importance referred by
staff for investigation on matters relating to staff pay

5.3 External:
« In consultation with the Director Human Resource liaise with appropriate training

institutions and other Government organizations on matters related to Government
policies regulations on pay structure,

5.4 Work Environment:
The focus of this function is to work in a team-oriented and independent envircnment that is
time sensitive maintaining confidentially that is mandatory.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:
» Adhering to delivery of services within PFMA, PSGO, Parliamentary Service Act,

National Training Council Act, relevant statutory provisions and Government policies

Decisions:
« NA

Recommendations:
« Appropriate pay related advise to the staff of the Parliamentary Service in liaison with
the Director Human Resource
5.6 Challenges

»+ Providing accurate pay calculations to staff of the National Parliament

6. QUALIFICATION, EXPERIENCE. KNOWLEDGE AND SKILLS

6.1 Qualification

e A diploma in Accounting, Business Studies or related field and other experiences as may be
accepted by the Clerk of Pariament.

6.2 Experience

» 3-5 years related experience in a computerized accounting environment preferably within a
payroll function.

P5 loh Descnption ORI Tor 2



7.

PS

6.3 Knowledge

Conversant in work related to delivery of payroll services Knowledge of mulii-state payroil.
Knowledge of wage withholding orders and garnishments.
Working knowledge of Excel

Familiar with performance improvement concepts and the ability to participate in developing
and implementing strategies to address opportunities for improving pay related service to
Parliamentary Service and the National Parliament

6.4 Skilis

Excelient verbai and written communication, and reascning skills

Proven ability to utiize and develop computerized spreadsheets and word-processing
applications.

Excellent client service skills.
Ability to develep and maintain cooperative working relationships.

Ability to organize workload, adapt quickly to change, and deliver under the pressure of
deadlines related to payroll matters

Exceptional negotiation and representational skills

Computer liferate in Microsocft applications

STATEMENT 8Y 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 t¢ be true in every particutar

‘Signature Signature
Employer (or its delegate) Employee
e B
W »
PhswsT oy -
TN AT
BEASA A
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1. IDENTIFICATION: i POSITION NUMBER:
| HRM 014 )
DEPARTMENT T 'DESIGNATION/CLASSIFICATION: -
| Parliamentary Service Tax Reconciliation Officer, NP09
 DIVISION: " { OCAL DESIGNATION: |
| Corporate and Support Service . Tax Reconciliation Officer :
bervice e aX RECONEY Ll L A ;
| BRANCH: REPORTING TO: !
~Human Resource S _ Director Human Resource B
- LOCATION: INCUMBENT
_Parliament House, Waigani, NCD - - J
- _HIS_T_ORY OF POSITIQN o '—-‘7‘3"‘-”/ : e
"NP FILE NO.  DATE OF VARIATION | DETAILS E oS,
"ORG: 1-14 __ 30M10/14 fReno Redes, Reclass, Revised Duties  /  *7- 7 7
ORG: 218 24/09/18 | Abolished/Created L
2. PURPOSE:

PARLIAMENTARY SERVICE
JOB DESCRIPTION

Responsibie for Tax transaction and POSF payments for the Parliamentary Service Staff are
processed, calculated, reconciled and updated fortnightly, monthly and annually and timely payment
made to Internal Revenue Commission and POSF

DIMENSION:
Budget: Not applicable
Staff: Not applicable

Others:  Not applicable
PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

» Effective management of Tax and POSF contributions for the staff of Pariamentary Service.

» Ensure the Tax and POSF payments are executed on timely manner to avoid default and quires
from appropriate organisations

» Undertake Tax reconciliation program for the Parliament Staff

s Undertake timely payment of tax to internal Revenue Commission

« Ensure all tax claims are in line with Tax requirements and report tax anomalies to
management.

« Consult Internal Revenue to improve tax management of Parliamentary Service

« Ensure POSF payment of the staff is timely disperse to POSF and ensure alil records are
maintained

« Calculate taxes for all annual statements of eamings

+ Lodgement of remittance of all employees

s Reconciliation of all cheques paid out from Parliameniary setvices

+» Ensure making reconciliation of statements

& M Form 2
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5.

NATURE AND SCOPE:

5.1 Reporting Relationship

This s one of the 18 positions that report directly to the Director Human Resource
|
Director Human |

Resource (NP14)|
- N .
Reconciliation :Otherstit[i;\;sronal ‘;}"] o e
Officer (NP9) VA 15
Vst
5.2 Internal:

» Attend to staff of the Parllamentary Service on matters relating to tax and super fund
entry queries

» Liaise with Human Rescurce Manager on matters of interest and importance on matters
relating to data inputting of Parliamentary Staff personnel.

53 External:
. NA

5.4 Work Environment:
The focus of this function is to work in a team-oriented and independent environment that is
time sensitive maintaining confidentially that is mandatory.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:
s Adhering to delivery of services within PFMA, PSGO, Parliamentary Service Act,

National Training Council Act, relevant statutory provisions and Government polices
s Tax laws and Reguiations.

Decisions:
o NA

Recommendations:
»  NA

56 Challenges

« Providing accurate taxation data entry information of the staff of the Parliamentary Service to
IRC and Super Funds

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 AQualification
» A Diploma in Accounting or Business Study and other expenences as may be accepted by
the Clerk of Parliament.

6.2 Experience

* 3-5 years reiated experience in taxation related work in a government or private organization

+ Wide experience in handling taxes and remittances by Group employers and reconciliation of
Bank statements.

6.3 Knowledge

s Conversant with office administration and use of computers.
Conversant with preparing, verifying and processing data from reports
Working knowledge of Excel.

Excellent understanding and calculation of all taxes.

Lodgment of remittance by Group employers

Job Description G&MFun 2



6.4 Skills

s Excellent verbal and written communication. and reasoning skilis

« Proven ability to utilize and develop computerized spreadsheets and word-processing
applications.

» Ability to develop and maintain cooperative working retationships.

« 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
Date o  Date

5
H —

R
et
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION: i POSITION NUMBER: i
B .. . /HRMO®E B
DEPARTMENT: ' DESIGNATION/CLASSIFICATION:
_Parliamentary Service | Principal Advisor - OC &M, NP12
DIVISION: LOCAL DESIGNATION: |
Corporate and Support Service Principal Advisor — Organization Change &
S Management (OCM) !

BRANCH: REPORTING TO:

~Human Resource ] ___| Director Human Resource
 LOCATION: INCUMBENT:

Partiament House, Waigani, NCD G L

NPFILENO. [ DATEOF VARIATION = DETAILS Ao /037
"ORG: 114 | 30/10/14 | Reno, Redes, Reclass, Revised Duties | “%1

| ORG: 2-18_ 24/09/18 | Abolished/Created -
2. PURPOSE:

HISTORY OF POSITION

This position focuses on the people side of change. including changes to business processes,
systems and technology, job roles and organization structure of the Parliamentary Service.

DIMENSION:
Budget: Not applicable

Staff:

3 Direct subordinates

Others:  Other staff of the Parliamentary Service relating to organizational changes

PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES}

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

Complete change management assessments, identify and manage anticipated changes in the
organization

Consult Director Human Resource to Identify, analyze and prepare risk mitigation tactics
relating to personnel in the organization

Create actionable deliverables for the five change management levers: communications plan.
sponsor roadmap. coaching plan. training plan. resistance management plan

Support organizational design and definition of roles and responsibilities

Evaluate and ensure user readiness

Define and measure success metrics and monitor change pregress and support change
management at the organizational leve]

Build credibility of the change management function within the crganization,

Craft vision. strategic plan, structure and brand for change management within an organization
and develop supportive relationship with personnel in the Parliamentary Service.

Manage the change the process of helping individuals in the organization to transit from the
current state to the desired state when required

Provide input, document requirements and support the design and delivery of training
programs.

Job Descriplion O & WHForm

PR — ___;I



5.

NATURE AND SCOPE:

51 Reporting Relationship
This is one of the 2 positions that report directly to the Director Human Resource

Director Human
Resource {NP14)

"P'ri'ncipai Advisor
Personnel Vi
(NP12) LY "3“’ ‘[

i/ 1 “od C’

v

Principal Advisor
- OC&M {NP12)

5.2 Internal:

* Provide regular advice to the Human Resource Manager for all personal matters relating
to change in organization systems and structure.

8.3 External:
s NA

5.4 Work Environment:

The focus of this function is to work in a team-oriented and independent enviranment that is
time sensitive maintaining confidentially that is mandatory.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:
s Adhering to delivery of services within PFMA, PSGO, Parliamentary Service Act,
National Training Counci! Act. relevant statutory provisions and Government policies
Decisions:
s NA
Recommendations:
« NA

5.6 Challenges
= Providing accurate personal data entry information of the staff of the Parllamentary Service

QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
« Degree in Social Sciences related field or Public Policy Management or other expernences as
may be accepted by the Clerk of Parliament.

6.2 Experience
« 5-10 years of experience of Organizational Change Management or related Human resource
related work experience.
6.3 Knowledge

« Conversant in with managing organizational and people side of change

o Familiar with performance improvement concepts and the ability to participate in developing
and implementing strategies to address opportunities for improving personnel service to
Parliamentary Service.

« Conversant with organizational change management {o manage effects of new business
processes and changes in organizational structure.

jub Description G & W Forn 2
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#5

Skills
A sclid understanding of how people go through a change and the change process

Experience and knowledge of change management principles. methodologies and tools

« Exceptional communication skills. both written and verbal

» Excellent aclive listening skills

« Ability to establish and maintain strong reiationships

« Ability to influence others and move toward a common vision or goai

+ Problem solving and root cause identification skills

o Able to work effectively at all levels in an organization

» Must be a team player and able to work collaboratively with and through others

» Acute business acumen and understanding of organizational issues and challenges

+ Experience with large-scale organizational change efforts
+ Computer literate in Microsoft applications

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
__________ Sae | _ Dats
[ %
y o ' e
TR\ L]
AMAT TR
A i

rob Description
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

R

1.  IDENTIFICATION: [ POSITION NUMBER
" HRM 017
 DEPARTMENT: o ' DESIGNATION/CLASSIFICATION:
| Parliamentary Service - Organizational & Performance Management
e T | Officer, NP10 - ]
i DIVISION: LOCAL DESIGNATION: i
- Corporate and Support Service Organizational & Performance Management Officer
BRANCH: REPORTING TO:
Human Resource o | Director Human Resource L
LOCATION INCUMBENT: AN .
| Parliament House, Waigani, NCD o _37’?1).,\;?/ |
HISTORY OF POSITION iy ¥ |_)”l;r 1{ {:'_‘“
NP FILE NO. | DATE OF VARIATION | DETAILS R
ORG 1-14 3071014 ~ | Reno, | Redes, Reclass, Revised Duties _
"ORG: 2-18 | 24/08/18 ' Abolished/Created R
2. PURPOSE
This position focuses on the people side of change, including performance changes to business
processes, systems and technalogy, and job roles in the organization structure
3. DIMENSION:
Budget: Not applicable
Staff: 3 Direct subordinates
Others:  Other staff of the Parliamentary Service relating to organizationai changes
4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

P

» Develop strategies to manage performance of individuals in the organization and provide
annual operational plan and report on achievement of performance targets.

» Complete performance assessments. identify and manage anticipated changes in the
organization

s Consult Director Human Resource to Identify, analyze and prepare risk mitigation tactics
relating to performances of staff in the organization

» Evaluate and ensure user readiness of individuals in perferming the required duties

« Define and measure success metrics and monitor performance progress and support change
management at the organizational level

« Manage the performance process of helping individuals in the organization to transit from the
current state to the desired state when required

o Provide input, document requirements and support the design and delivery of training pregrams

to enhance quality performance output.

Job Descripiion O&MTorm 2



5, NATURE AND SCOPE:

5.1 Reporting Relationship
This is one of the 3 positions that report directly to the Principal Advisor - Organizational and
Change Management

principal Advisor - 0 &

. CM {NPLD)
p—— ey .
Performance . P .
Marnagement Officer 2 Other stafl ; E/-LL{T} P
(NP10) . ; JV
1% 00
5.2 internal: :

» Provide regular advice to the Director Human Resource for all matters relating to staff
performance and change in the organization systems and structure.

5.3 External:
s NA

5.4 Work Environment:
The focus of this function is to work towards performance satisfaction culture that supperts
individuals develop personal brand through learning oppertunities, professional experiences,
collaboration and personal well-being.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:
» Adhering to delivery of services within PFMA, PSGO, Parliamentary Service Act.
National Training Council Act, relevant statutory provisions and Government policies

Decisions:
«  NA
Recommendations:

o NA
5.6 Challenges

« Use data-driven solutions to address staff performance and monitor factors affecting the
organization’s ability to reach its strategic objectives.
6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
» Degree in Social Sciences related field or Public Palicy Management or other experiences as

may be accepted by the Clerk of Parliament.
6.2 Experience

« 3-5 years of experience of Organizational Performance Management or related Human
resource related work experience.

&y 10l Descrimiin G &M Foir £



6.4

7.

PS

6.3

Knowledge

Conversant in with managing crganizational and people side of change

Famitiar with performance improvement concepts and the ability to participate in developing
and implementing strategies to address opportunities for improving personnel service to
Parliamentary Service.

Conversant with organizational change management to manage effects of new business
processes and changes in organizational structure.

Skills

A solid understanding of performance indicators and work outputs in an organization that
revolves around change and the change process

Experience and knowledge of organizational performance principles. methodelogies and tools
Exceptional communication skills, both written and verbal

Excellent active listening skills

Ability to establish and maintain strong relationships

Ability to influence others and move toward a common vision or goal

Problem solving and root cause identification skills

Able to work effectively at all levels in an organization

Must be a team player and able to work collaboratively with and through others

Experience with large-scale organizational performance change and work output

Computer literate in Microsoft applications

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

Signature o Signature
Employer {or its delegate) Employee
oae Date
1 "V'lz'a-\x. .
: ! L o "' .

¥

2
o
==
T
=1
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION: | POSITION NUMBER: |
HRM 018 I e |
DEPARTMENT: - DESIGNATION/CLASSIFICATION: _
Parliamentary Service o Hmng and Contract Officer, NP10 o '
DIVISION: ' | LOCAL DESIGNATION:
Corporate and Support Service . | Hiring and Contract Officer o
| BRANCH: REPORTING TO:
| HumanResource | Principal AdvisorQO&CM .
"LOCATION: INCUMBENT: ,
" Parliament House, Waigani, NCD |
) T HISTORY OF POSITION _W’T"} ! Q\f—c’—'
NP FILE NO. | DATE OF VARIATION _ DETAILS % ....’?:23 o
ORC__%__ 1-14 30110!14 RMdes Reclass, | Rev;sed Dutaes o ]
| ORG; 2-18 |  24/0918 Abohshed!Created L - <‘

2. PURPOSE:
This position focuses on the people side of change, including performance changes to business

processes, systems and technology, and job roles in the organization structure

3. DIMENSION:
Budget: Not applicable
Staff: 3 Direct subordinates
Others:  Other staff of the Parliamentary Service relating to organizational changes

4. PRINCIPLE ACCOUNTARBILITIES (MAJOR DUTIES)

« Develop strategies to manage performance of individuals in the organization and provide
annual operational plan and report on achievement of performance targets.

« Complete performance assessments, identify and manage anticipated changes in the
organization

« Consult Director Human Resource to Identify, analyze and prepare risk mitigation tactics
relating to performances of staff in the ocrganization

« [Evaluate and ensure user readiness of individuals in performing the required duties

« Define and measure success metrics and monitor performance progress and support change
management at the organizational level

« Manage the performance process of helping individuals in the organization to transit from the
current state to the desired state when required

» Provide input, document requirements and support the design and delivery of training programs
to enhance quality performance output.

-y
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5. NATURE AND SCOPE:

5.1 Reporting Reiationship
This is one of the 3 positions that report directly to the Principal Advisor — Organizational and
Change Management

Principal Advisor|
o -o&CM
- (NP12) 5
___H_ig;‘_é_i.. PR -— . ;
contract Officer 2 Other staff | vy .
{NP10) ‘ S A
' (Lo 717
"i f‘],})f va
5.2 internal: T )

+  Provide regular advice to the Director Human Resource for all matters relating to staff
performance and change in the organization systems and structure.

5.3 External:
« NA

5.4 Work Environment:

The focus of this function is to work towards performance satisfaction culture that supports
individuals develop personal brand through learning opportunities, professional experiences.
collaboration and personal well-being.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:
« Adhering to delivery of services within PFMA, PSGO, Parliamentary Service Act,

Naticnal Training Council Act, relevant statutory provisions and Government policies

Decisions:

« NA
Recommendations:
» NA

56 Challenges
» Use data-driven solutions to address staff performance and monitor factors affecting the
organization's ability to reach its strategic objectives.
6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
« Degree in Social Sciences related field or Public Policy Management or other experiences as

may be accepted by the Clerk of Parliament.
6.2 Experience

e 3-5 years of experience of Organizational Performance Management or related Human
resource related work experience.

Hs joly Desceiption G&MTunm 2



6.4

7.

Py

6.3

Knowledge

Conversant in with managing organizational and people side of change

Familiar with performance improvement concepts and the ability to participate in developing
and implementing strategies to address opportunities for improving personnel service to
Parliamentary Service.

Conversant with organizational change management to manage effects of new business
processes and changes in organizational structure.

Skills

A solid understanding of performance indicators and work outputs in an organization that
revoljves around change and the change process

Experience and knowledge of organizational performance principles, methodologies and tools
Exceptional communication skilis, both written and verbal

Excellent active listening skills

Ability to establish and maintain strong relationships

Ability to influence others and move toward a common vision or goal

Problem solving and root cause identification skills

Abie to work effectively at all levels in an organization

Must be a team player and able to work collaboratively with and through others

Experience with large-scale organizational performance change and work output

Computer literate in Microsoft applications

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 7 Date
v
'. L ER A

Job Desuription CA&MFom 2



NS

PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION: [ POSITION NUMBER:
HRM 019 '
"DEPARTMENT: a " DESIGNATION/CLASSIFICATION:
. Parliamentary Service | Learning & Training Officer, NP10
' DIVISION: . L OCAL DESIGNATION: i
Corporate and Support Service Learning & Training Officer ]
! BRANCH: o REPORTING TO: o
Human Resource _ o ) Principal Advisor O & CM S L
" LOCATION: - INCUMBENT:

. Parliament House, Waigani, NCD

" HISTORY GF POSITION

2. PURPOSE:

S R S
NP FILE NO.| DATE OF VARIATION | _ DETALS [N o5
ORG. 1-14 _ 30/1014 . Reno, Redes, Reclass, Revised Dutes Lo 0~ |
ORG 2.18 T 24/09/18 | Abolished/Created — — |

This position focuses on the development and administering of training programs that are competency-
based training for employees in the Parliamentary Service.

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

4.  PRINCIPLE ACCOUNTABILITIES {MAJOR DUTIES)

L)

The Learning & Training Officer reports to the Principal Advisor, G&CM. The incumbent is required to
liaise with staff of the Parliamentary Service and contribute to the development and implementation of
learning programs and projects to support the strategic objectives of the Service.

Development of Training Policy, Training Management Plan, TNA and management of Parliament
Service Training Committee.

Contribute to the implementation of a Training Plan, including development and implementation of
a training needs analysis based on the future capability needs of Parliamentary Service.

Source and coordinate appropriate shori-term training opportunities for staff based on
Parliamentary Service priorities.

Contribute to the coordination of long-term training opportunities in fine with PNG Vision 2050
pricrities and Parliamentary Service capacity development needs.

Contribute to the preparation of training bids to the Department of Personnel Management and
coordinate their programs on behalf of the Parliamentary Service.

Coordinate recognition of Prior Learning processes with a Registered Training Organization to
facilitate achievement of qualifications for staff.

Contribute to and support the administrative affairs of internal committees such as the Training
Committee and other such functions as required under the Parliamentary Service. Public Service
(Management) Act and the PS General Orders.

Maintain staff training records for each staff member.

Contribute to the development of policies and procedures to support training management and
administration.

Provide and facilitate the development of skills and knowledge of individuals in the arganization
Develop training manuals, present in-house training sessions and monitor training for
effectiveness.

Determine training needs and review existing training materials for appropriateness and relevance

Iob Description O & W Fonm 2



5. NATURE AND SCOPE:

5.1 Reporting Relationship
This is one of the 3 positions that report directly to the Principal Advisor — Organizational and
Change Management

CM (NP12}
“teamig & ] R ‘
Training Officer | - 2 Other staff | e ;o
,,,,, (w1) oL SN

voah Y
5.2 internat:

e  Provide regular advice to the Director Human Rescource for all matters refating to staff
training of personnel in the organization

5.3 External:
« NA

54 Work Environment:
The focus of this function is training of individuals to accommeodate changing needs of the
Organization at workpiace to ensure performance satistaction cuiture.

5.5 Constraints Framework and Boundaries

Rules/Procedures etc:
+ Adhering to delivery of services within PFMA, PSGO, Parliamentary Service Act,
National Training Council Act. relevant statutory provisions and Government policies

Decisions:

o NA
Recommendations:
» NA

5.6 Challenges
» Use data-driven solutions to address staff training needs during transition processes and
monitor factors affecting the learning and training needs of the organization.
6. QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Qualification
+ Degree in Social Sciences related field or Pubiic Policy Management or other experiences as
may be accepted by the Clerk of Parliament.

6.2 Experience

« 3-5 years of experience of learning and training in government or private organizations or
Human resource related work expenence.

+ Experience with large-scale organizational performance change and work output and training

BY Job Drescription CA&MForm 2



6.3 Knowledge

= Conversant in with managing organizational and people side of change

« Familiar with performance improvement concepts and the ability to participate in developing
and implementing strategies to address opportunities for improving personnel service to
Parliamentary Service.

« Conversant with organizational change management to manage effects of new business
precesses and changes in organizational structure.

« Conversant with the organization's objectives and the processes reguired to make links
between the business units of the organization.

6.4  Skills

« A solid understanding of training indicators and work outputs in an organization that revolves
around change and the change process

+ Experience and knowledge of organizational learning and training principles, methodologies
and tools

» Exceptional communication skills, both written and verbal

» Ability to establish and maintain strong reiationships

« Problem solving and root cause identification skills

« Able to work effectively at all levels in an organization

» Must be a team player and able to work collaboratively with and through others

+» Computer literate in Microsoft applications

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
Emptloyer {(or its delegate) Employee
Daie . L oate T
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