PARLIAMENTARY SERVICE
JOB DESCRIPTION o
POSITION NUMBER:

1. IDENTIFICATION

IT 001
| DEPARTMENT: - DESIGNATION/CLASSIFICATION:
. Parliamentary Service Director - information Technology, NP13
. DIVISION: LOCAL DESIGNATION:
| Corporate & Support Service Director ~ Information Technology
| BRANCH: REPORTING TO:
. Information Technology | Executive Director - C5S
. LOCATION: INCUMBENT:
' Parliament House, Waigani, NCD e 3l
HISTORY OF POSITION ]p,‘, \
_NPFILENO. | DATE OF VARIATION _DETAILS | I T2 115
"ORG:1-14 | 30/10/14 | Abolished / Created SR
"ORG: 2-18 24/09/18 Abolished / Created :
2. PURPOSE

Execute leadership by organising, planning, controlling and allocating resources to all activities relating

to Information Technology in Parliamentary Services.
3. DIMENSIONS
Budget: NA
Staff: 11 staff
Others: NA

4. PRINCIPAL ACCOUNTABILITIES (MAJOR DUTIES)

» Effective leadership to achieve the objectives of the branch and competently manage the staff

and its resources

» Effective consultation with branch and divisions about their information management and

communication needs and responding to those needs in a timely manner.

« Efficient strategic advice on information management, communications and IT infrastructure

solutions to the operational needs of the department.

» Providing effective leadership. direct. manage and control the operations of the branch and its

resources

¢ Provide effective coordination and centrol of all activities, including that of the senior I T officers

with the branch.

o Direct and oversee the develocpment and implementation of system backup maintenance.

disaster recovery and response.

« Estabiish standards in relation te procurement and use of IT equipment and systems and

overseeing monitoring of those standards.

s Prepare Annual Work Plan for the Branch and ensure all work plans are implemented and

submit Annual Work Plan brief to Corporate Planning and Management unit.

« Prepare Annual Budget for the Branch and provide timely advice and reports to Executive

Directer and top management,

5. NATURE AND SCOPE
5.1 Reporting Relationship

This is one of the 10 positions that report to the Executive Director Corperate and Suppornt

Executive Director Corporate
and support services(NPEx1)

: Diractor Information ,
" Technology(NP13) . 9 other Directars

-t
B
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52

5.3

5.5

5.6

Internal

}“},""iﬁf n -. el
s Liaise with the Executive Director Corporate & Support Service and other Directors
and elected Members of Parliament and their staff, and the Parliamentary Services

staff members on all IT related matters.

External

+ Maintain a ciose working relationship with relevant Government departments,
statutery bodies and other IT organizations

Work Environment

» The position is Technical and Administrative in nature and is located in Parliament
House, Waigani. however, when required. official visits to government agencies
within and outside of National Capital District to undertake clientele services is

inevitable.

CONSTRAINTS FRAMEWORK AND BOUNDARIES

Rules/procedures

o Parliamentary Service Act, 1997, Public Service (Management) Act 2014, Public
Service General Orders 2014, Public Finance (Management) Act 2016, Medium Term
Development Plans (MTDP); 2015 — 2017 and other related Acts

» Naticnal IT Policy and framework

Decision
. Change procedures and processes of the performance of the branch;
. Make decisions to ensure the prompt resolution of contentious issues.

Recommendations

+ Improvement to reporting activities and programs of the branches within the
Depariment.

« Any recommendations made by the paosition will be in line with relevant legisiations
and Standard Practices and Naticnal Government major policy initiatives,

56 CHALLENGES

Effective implementaticn of corporate communication on new initiatives and special
programs within the Parliamentary Services

6. QUALIFICATIONS, EXPERIENCES AND SKILLS

6.1

6.2

6.3

6.4

Qualifications
. Bachelor's Degree in information Technology or Computer Science

Experience
s 5-10 years of IT management experience in government or private sector

Knowledge
s Sound knowledge of IT and its strategic use to meet information management and

communication needs of the department

« Through knowledge of systems analysis, systems development. network and
database administration, hardware and software installation and maintenance

+  Ability to work with websites and social media networking is desirable.

» Thorough knowiedge 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 Crders

« A clear understanding of the Parliamentary Service disciplinary processes and other
relevant court room processes,

Skilis

« Ability to lead and manage a team or researchers and policy development 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 conflicting priorities
and timeframes.

i Job Descriplion Form O & M 2



+ Excellent analytical, research. pianning and adviscry skiils with creative problem-
salving skills to enable the development of successful strategies and solutions and

sound decisions to achieve program objectives.

» Exceptional skills in successful management of organizaticnal programs and cuitural

change.

» Exceptional negotiation and representational skills.
« Computer literate in Microsoft applications

7 STATEMENTS 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.

Employer (or its delegate}

1
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sl Fhpaaegognaa [
Torbk Prenevintio:

Signature
Employee

 Date
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:

. IT 004
- DEPARTMENT: - I DESIGNATION/CLASSIFICATION:
- Parliamentary Service P Network Systems Administrator, NPOS =~
DIVISION: LOCAL DESIGNATION:
| Pa_i_'l_!amentary Corporate & Support Service . Network Systems Administrator
| BRANCH: . REPCRTING TO: \ ;
;_Informatlon Technology _ Director Information Technology ] 3\?’_& _____ )
- LOCATION: INCUMBENT: f %ot xﬁ '
_Parliament House, Waigani, NCD e \
HISTORY OF POSITION
'NPFILENO. DATE OF VARIATION  DETAILS
ORG: 1 _14* ~ 30/10/14 . Reno, Redes, Reclass, Revised Duties
ORG:2-18  24/0918 = Abolished/Created .
2. PURPOSE:

This position is responsible for maintaining computer networks (installing and configuring computer
networks and systems), providing network administration and support in maintaining, monitoring,
administering and repairing information/communication technology hardware/software equipment,
analysing customer requests for service and maintenance calls in the assigned area.

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

4. PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

» Installing and configuring computer networks and systems

+ Identifying and scolving any problems that arise with computer networks and systems

+ Monitoring computer networks and systems to identify how performance can be improved

» Providing support for technical issues as may be required to after hours.

e Provide research and recommend on new technologies

» Review cabling infrastructure standards. codes. design and troubleshooting process.

s Provide training to users as it relates to telecommunications equipment and features.

+ Review proposals for accuracy and completeness as well as pricing to ensure compliance to
the contract.

» Assist with architecting LANAVANMWLAN soiutions for new construction or medifications to
existing structures using architect plans; conducting corrective and preventive hardware
maintenance on servers, switches, routers and UPS systems; and troubleshooting WAN and
Internet infrastructure.

+ Maintain the network infrastructure at the National Pariiament including all servers,
firewalls, switches, and other equipment

» Provide user suppeort for all printer and workstation issues

« Ensure that backups of all server data are being performed daily

+ Rebuild network components when necessary because of network crash or
failure

« Update Cisco ASA Fuewdil and Switch configurations as needed Manage
new/existing user accounts for the internal network domain

» Oversee the patch management process for all servers and workstations

« Administer connections to the Lifesize video conferencing system, and video bridge
1t P tob Description Form O & M2



5. NATURE AND SCOPE:

5.1

5.2

5.3

54

55

5.6

Reporting Relationship
This position is one of the 10 positions that report to the Director IT

Director IT (NP14} |

internai: ?/é :

+» Extensive contact with internal customers of the National Parliament

External:

» Liaise with appropriate government agencies and departments. donor agencies, service
providers and other stakeholders regarding ICT matters.

Work Environment

» The Network Systems Administrator does not require physical activity other than that
typically utilized in such a setting. working with standard office equipment such as
personal computers, servers, server racks, phones and fax machines.

Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic office rules, relevant statutory provisions and Government policies.
+ Understand Parliamentary Services Act

Decisions:
« NA
Recommendations:

» Make technoiogy recommendations of what hardware/software is needed
at the server and user levels

Chalienges
. Establish and maintain protocol for ensuring network security of the National
Parliament

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1 Quatification
+ Bachelor's Degree in Computer Information Systems, Computer Science, MIS.
Business Intelligence. Engineering or related technical discipline Equivalent work
experience in the Information Technolegy field will be considered
6.2 Experience
3 - 5 years of work experience working in information technology field as a network
6.3 Knowledge

2|

» Thorough knowledge and practicat experience in key networking and systerns
concepts (e.g. DHCP, DNS, Active Directory. Group Policy).

»  Linux server administration, Cisco network hardware, DBMS administration and some
SQL and VOIP phone systems

« Microsoft System Centre suite and Storage administration

PS fob Beserintion Form O & M2



6.4  Skills
«  Strong Microsoft Windows Server administration skills
« Virtualisation experience {Hyper---V or VMWare)
+« Messaging (e.g. Microsoft Exchange Server)
« SOE development and software deployment methods (e.g. System Centre
Configuration Manager)
+ Scripting {e.g. PowerShell or VBScript)

Conversant with Windows 7 troubleshooting, Windows Server 2008/2012, Network
Services {DNS. DHCP, etc.} and Cisce ASA firewall administration

7. STATEMENT BY THE EMPLOYER AND EMPLOYEE
I make this solemn declaration by virtue of the QCaths, 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
CBme Date T

2! Py Inh Dagrription Form N & M2



PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
ODEPARTMENT: ' DESIGNATION/CLASSIFICATION:
Parliamentary Service ~____ seniorlT Technician, NP0S
DIVISION: LOCAL DESIGNATION:
~Parliamentary Corporate & Support Service _ Senior IT Technician 3\ A o
BRANCH: | REPORTING TO: s Y
_Information Technolegy | | Director -IT ?-’i'sn . Eo”%i {9
. LOCATION. | INCUMBENT: /’ vo!
| Parliament House, Waigani, NCD i i
o HISTORY OF POSITION
NP FILENO. | DATE OF VARIATION DETAILS o
ORG 1-14 L 30110114 _Reno, Redes, Reclass, Rewsed Duties
ORG:2-18 | 24/09/18 ~ Abolished/Created
2. PURPOSE:

This position involves offering support to users who are experiencing problems with computers or
the use of software over the phone or online, addressing issues ranging from network system to
individual deskiop computers

3. DIMENSION:

Budget: NA
Staff: 2 staff
Others: NA

4, PRINCIPLE ACCOUNTABILITIES {(MAJOR DUTIES)

« Monitor and maintain the computer systems and networks within the Parliamentary Service in a
technical support role to address issues related to changes required such as passwords, viruses
or email

e Setting up and configuring new laptops and desktops and Install authorised software to iaptops
and desktops.

s Installing Antivirus and ensuring security and upgrades are applied and kept up to date on
desktops and laptops.

« Setting up and configuring new core servers and installing authorised software to core servers.

s Exchange server mailbox maintenance including archiving mailboxes.

e Provide technical support for software - systems software development. including design and
programming:

e Provide technical support for strategic information technology planning - investigation of long-
term needs of an organisation and formulation of long-term strategies for information technology
developments;

s  Assist the Senior Network Systems Support Officer to provide technical support for capacity
pianning - investigation of existing infermation technelogy facilittes to assess their adequacy for
the long-term information technology requirements for an organisation:

» Provide technical support for data base administration - design of data base (identification of
requirements), specification of use and sharing of data, formulation of integrity and security
requirements and maintenance of a fully intearated data base and

» Communications - systems design, development and implementation of communication networks
employing appropriate communication standards for exchange of information incorporating data
and voice.

11 pe Ioh Deseription Foran {d & b 2



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This is one of the_ _1 0_ p_g_giﬂons that _re_p_Qn to the Director 1T

birector - IT
-

! ;’J‘\)-:{/ ‘r b
[ S I
/ : ,

(NPOS)

5.2 Internal:
o« Work to assist the Parliamentary services Staff on issues related to trouble shooting to
detect and solve technical problems
» Assist Members of Parliament and their Staff to install and update required hardware and
software

5.3 External:

« Liaise with appropriate government agencies and departments, donor agencies, service
providers and other stakeholders regarding ICT matters.

5.4 Work Environment
This position is a Senior IT Technician position and the incumbent for this position is reqguired
tc provide effective and efficient IT serves to the Parliamentary Services the Members of
Parliament and their staff. It is vital that the incumbent must possess high quality professional
conduct,

5.5 Constraints Framework and Boundaries
Rutles/Procedures etc;
+ Understand basic office rules, relevant statutory provisions and Government policies.
s Understand Parliamentary Services Act

Decisions:
= NA
Recommendations:
« NA

56 Challenges
« Provide quality ang efficient IT services to the National Parliament

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 AQualification
* Diploma in Computer Science or a Degree in a related discipline is preferred.
6.2 Experience
3 - 5 years of work experience computer systems and netwerks of an organization

6.3 Knowledge

« Thorough knowledge and practical expenence in key networking and systems concepts
(e.g. DHCP. DNS. Active Directory, Group Policy).

+ Microsoft System Centre suite

« Cisco network hardware and software

»  VOIP phone systems

» Conversant with IT systems design and analysis

s Conversant with IT systems design

+ Anunderstanding of the range of information technology fields. including business needs
anaiysis, systems analysis. systems implementation and system design

» Up-to-date with the latest IT and software trends

P
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64  Skills
« Strong Microsoft Windows Server administration skills
+ \Virtualisation experience (Hyper---V or VM\Ware])
+« Messaging (e g. Microsoft Exchange Server)
» SQOE development and software deployment methods (e.g. System Centre
Configuration Manager)
+ Excellent communication skills (verbal and written)
+ Excellent organizational skills

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

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

\ Lv/
} %4 @fg 19
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PARLIAMENTARY SERVICE
JOBDESCRIPTION
POSITION NUMBER:

1. 1DENTIFICATION

IT 007
"DEPARTMENT: ' DESIGNATION/CLASSIFICATION:
Parliamentary Service 1 IT Technician (Website Administrator), NP08
DIVISION: LOCAL DESIGNATION:
 Parliamentary Corporate & Support Service IT Technician (Website Administrator)
- BRANCH: REPORTING TO:
_Information Technology o Director Information Technology o
- LOCATION: INCUMBENT: \ !
_Parliament House, Waigani, NCD . b\Z\rur’ .
HISTORY OF POSITION ] A0y [T
_NPFILENO. DATE OF VARIATION |DETALS I
ORG:1-14 o 300004 | Reno, Redes, Reclass, Revised Duties | ... ..
ORG:2-18 - 24/09/18 Abolished/Created 3
2. PURPOSE:

This position is responsible for web pages, maintains content and oversees day-to-day management of
the National Parliament and Parliamentary Service's internet and intranet websites, and assures
integrity of web pages. quality of content and access security.

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

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

« Design and develop Websites using programming languages to craft and improve websites that
are appealing and functional.

» Improve the speed and efficiency of Website of the Parliamentary Service and the National
Parliament

« Respansibte for designing. impiementing and managing groups internet and intra net websites
and take on new developments ¢n web site contents as required

s Responsible for the design and continued update of company web pages including graphics.
animation and functionatity.

s+ To develop web page infrastructure and application related to pages with more advanced
graphics and features.

+ To monitor web server and site technical performance. Implementing SEO strategies.

+ Promoting the organizations websites online

»  Work closely with the marketing and IT team to set and ensure marketing campaigns fer the
Naticnal Parliament and the Parliamentary Service achieve targets.

» Circulate efficient and accurate reporting, detailing results of each web marketing campaign and
possible improvement.

» Advise on the improvement. results. competition and new direction in technology to assist with
dissemination of National Parliament and Parliamentary Service information

» Maintains Web system performance by performing system monitoring and analysis. and
perfarmance tuning; troubleshooting system hardware. software, and operating and system
management systems. designing and running system load/stress testing. escalating application
prcblems to vendor.

s Establishes Web system by planning and executing the selection, installation, configuration, and
lEsing of seiver haraware, suflwdre, and operaiing and sysiem management systems; defining
system and operational policies and procedures.

o Perform yser testing or usage analyses to determing web sites effectiveness or usalbdity

11 Ps Inb Descriptinn FormO&™M?2



5. NATURE AND SCOPE:

5.1

52

5.3

54

5.5

5.5

Reporting Relationship
This is one of the 2__positi_o_n_s___!h§_t_ report to the Senior {T Technician (Systems support)

Senior IT Technician

! Systems support (NP09)}
IT Technician Web T e -
Administrator (NPB) Other IT Staft e ,.%'E pl ]
’

1nterna| '
=  Providing guidance and expert advice to management or other groups (such as
the Members of Parliament and their staff) on technical. systems- or process-
related webstte systems related tssues
External:
« Communicating with people outside the organization. representing the organization
the public, government and other external sources
Work Environment
Environment that requires daily rmonitoring and reviewing of infermation from materials
and events to detect or assess Website related problems.
Constraints Framework and Boundaries
Rules/Procedures etc:
 Understand basic office rules, relevant statutory provisions and Government

policies.
¢ Understand Parliamentary Services Act
Decisions:
. Analyzing information and evaluating results to choose the best solution and solve
prohlems
Recommendations:
e Correct testing-identified website probiems. and recommend actions for therr
resoluticn
Chalienges

e Using computers and computer systems {inciuding hardware and software} o
program write software set ue functons anter data. or process information
ldentifying carrplex problems and reviewng relatecdt nformation 1o develep ara
evaluate options and implement solutians

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

21

Qualification

+ Diptoma in Information technology or related discipline. Preferably graduate with
certifications in web development.

Experience

« 3 -5 years of work experience in marketing, design and communications; knowledge
of Web design software in a government or private sector.

Knowledge

« Thorough knowledge and practical experience in key networking and systems
concepts

» Proven Website Development { Management experience. Sound web desi g |Hs
which include the ability to work with HTML, JavaSaript, PP, INet, data bases aid

Content Management Systems.
+ Programming to Writing computer programs for various purposes

PS5 loh Descriplinn Form 1% M2



+ Storage administration
+ Microsoft System Centre suite
6.4 Skills

« Proven Website Development { Management experience. Sound web design skills
which include the ability to work with HTML, JavaScript, PHP, .Net. data bases and
Content Management Systems.

s Critical Thinking skills to use logic and reasoning to identify the strengths and
weaknesses of alternative soidtions, conciusions or approaches to probtems.

e Systems Analys:s to determining how a system shouid work and how changes
conditions operations. and the environment will affact oulcomes.

s Virtualisation experience

¢ SOE development and software deployment methods

o Excellent communication skills (both verbal and written)

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 T Buie
\]
s ot RS
NP TP 1_“’
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION | POSITION NUMBER:

R _ 1T 008

' DEPARTMENT: | DESIGNATION/CLASSIFICATION:

| Parliamentary Service ~._._1.1 Technician (Website Administrator), NP08

- DIVISION: LOCAL DESIGNATION:

| Parliamentary Corporate & Support Service IT Technician {(Website Administrator)

i BRANCH: REPORTING TO:

| Information Technology .| Director Information Technotogy

| LOCATION: INCUMBENT. 9 X

| Parliament House, Waigani, NCD o Vs . s

HISTORY OF POSITION J ";L(iib‘j | H

NP FILE NO. ' DATE OF VARIATION 1__D£TAI_LS - v
- ORG: 1-14 . ___...3010n14 | Reno, Redes. Reclass, Revised Duties
_ORG:2-18 . 24/08/18 i Abolished/Created

2. PURPOSE:

This position is responsible for web pages, maintains content and cversees day-to-day management of
the National Parliament and Parliamentary Service's internet and intranet websites, and assures
integrity of web pages, quality of content and access security

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

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Design and develop Websites using programming languages to craft and improve websites that
are appealing and functional.

improve the speed and efficiency of Website of the Parliamentary Service and the National
Parliamem

Responsible for designing, implementing and managing greups internet and intra net websites
and take on new developments on web site contents as required

Responsible for the design and continued update of company web pages. including graphics,
animation and functionality.

To develop web page infrastructure and application related to pages with more advanced
graphics and features

To monitor web server and site technical performance. implementing SEQ strategies.
Promaoting the organizations websites online

Work closely with the marketing and (T team to set and ensure marketing campaigns for the
National Parliament and the Parliamentary Service achieve targets.

Circulate efficient and accurate reporting, detailing results of each web marketing campaign and
possible improvement,

Advise on the improvement. results, competition and new direction in technology to assist with
dissemination of National Parliament and Parliamentary Service information

Maintains Web system performance by performing system menitoring and analysis, and
performance tuning; troubleshosting system hardware, scftware, and operating and system
management systems; designing and running system load/stress testing; escalating application
procblems to vendor.

Establishes Web system by planning and executing the selection. installation. configuration ann
testing of server hardware. software, and operating and system management systems; defining
system and operational policies and procedures.

Perfonn user testing or usage analyses (o determimne webh sites affectvenszz or isahihty

11 2R joh Description Form Q& M2



5. NATURE AND SCOPE:

5.1

5.2

5.3

5.4

5.5

55

Reporting Relationship
This is one of the 2 positions that report to the Senior IT Technician (Systems support)

Senior IT Technician

Systems support (NP9} -
R g *
IT Technician Web : [ w"f ~7.
Adminyatiator 2 (NPE) Other IT Staff ;L 50h I

Internal:
»  Providing guidance and expert advice to management or other groups {such as
the Members of Parliament and their staff) on technical systems-. or process-
refated website systems related issues.
Externai:
» Communicating with people outside the organization. representing the organization
the public, government and other external sources
Work Environment
Environment that requires daily montoring and reviewing of information from materials
and events to detect or assess Website related problems.
Constraints Framework and Boundaries
Rules/Procedures etc:
« Understand basic office rules. relevant statutory provisions and Government

policies.
*  Understand Parliamentary Services Act
Decisions:
. Analyzing information and evaluating resuits to chocse the best solution and soive
prablems.
Recommendations:
e Correct testing-identified website probiems. and recommend actions for their
resolution
Challenges

« Using camputers and computer systems (ncluding hardware and software) to
program write software set up functwons enmter data. or process intormation
tdentifying complex prablems and reviewng related informatior to develop and
evaluate ophons and impiament soltinns

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS

6.1

6.2

6.3

2!

Qualification

» Diploma in information technology or related discipline. Preferably graduate with
certifications in web development.

Experience
« 3 -5 years of work experience in marketing, design and communications: knowledge
of Web design software in a government or private sector.

Knowledge
» Thorough knowledge and practical experience in key networking and systems
concepts

» Proven Website Development { Management experience. Sound web design skills
which inciude the ability to work with HTML. Javascnpt, PHP. Net, data bases and
Content Management Systems.

+» Programming to Writing computer programs for varnous purposes.

PY Job Deseription Fourm (& M 2



s Storage administration
»  Microsoft System Centre suite
6.4 Skills
+ Proven Website Development / Management experience Sound web design skills
which include the ability to work with HTML . JavaScript PHP. .Net, data bases and
Content Management Systems.
» Critical Thinking skills to use logic and reasoning to igentify the strengths and
weaknesses of alternative selutions conclusions or approaches 1o probiaris
e Systems Analysis to determining how a system should work and how changes in
conditions operations. and the environment will affect outcomes.
¢« Virtualisation experience
» SOE development and software deployment methods
» Excellent communication skills (both verbal and written)

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
if ’./_;.‘i - :_[M,}
i A
T 9
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1. IDENTIFICATION

“DEPARTMENT"

PARLIAMENTARY SERVICE

. Parliamentary Service

: DIVISION:

Parliamentary Corporate & Support Service

'BRANCH

. Information Technology

' LOCATION:

| Parliament House, Waigani, NCD

JOB DESCRIPTION

' POSITION NUMBER
1T 009

| DESIGNATION/CLASSIFICATION:
Semor IT Technician, NP0O9

LOCAL DESIGNATION:

| REPORTING TO:
; Director -IT

Semo; IT Technician {Database Programmer)

INCUMBENf

HISTORY OF POSITION

NP FILE NO.

| ORG:1-14
| ORG:2-18

DATE OF VARIATION

'DETAILS

30.’101’14

 24/09/18

2. PURPOSE:

This position involves maintaining and updating computer programs and databases, and writing

Abolished/Created

KR

|

C pp—

Reno, Redes, Reclass, Revised Duties

new code as required with an emphasis on MS Access, Visual Basic, SQL, and the manipulation
of MS Office products to extract information

3. DIMENSION:

Budget:
Staft:
Others:

NA

2 staff

NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)
s Design, develop and implement database systems based an customer requirements
» Identify issues related to database performance and provide corrective measures
+ Create complex functicns, scripts, stored procedures and triggers to support application
development
+« Develop SQL databases and writing applications to interface with SQL databases, as well as
writing and testing codes.
« Setting up and cenfiguring new laptops and desktops and Install authorised software to laptops

and deskiops.

s Setting up and configuring new core servers and installing authorised software to core servers.

» Exchange server mailbox maintenance including archiving mailboxes.

+ Prowvide technicai support for software - systems software development. including design and

programming;
s Provide technical support for strategic information technolegy pianning -
term needs of an organisation and formulation of long-term strategies for infarmation technology

developments,

s Provide technical support for capacity planning -

investigation of long-

investigation of existing information technelogy

facilities to assess their adequacy for the long-term information technology requirements for an

organisation;
s+ Provide technical support for data base administration - design of data base (identification of

requirementg) snacification of use and eharing of data, formudation of integrity and securnty

requirements and maintenance of a fully integrated data base: and

1]

ps
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» communications - systems design, development and implementation of communication networks
employing appropriate communication standards for exchange of infoermation incorporating data
and voice.

5. NATURE AND SCOPE:
5.1 Reporting Relationship
This is one of the 10 positions that report to the Director IT

Director -1T
Senior IT Technician | o o
Database Programmer | Other IT Staff ) A S ,
NPOQ o

5.2 internal:
» Work to assist the Pariiamentary services Staff
s Assist Members of Parliament and their Siaff

5.3 External:

« liaise with appropriate government agencies and departments, donor agencies, service
providers and other stakeholders regarding ICT matters.

5.4 Work Environment
This position is a Senior IT Technician position and the incumbent for this position is required
to provide effective and efficient IT serves to the Parliamentary Services, the Members of
Parliament and their staff. It is vital that the incumbent must passess high quality professional
conduct.

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
e Understand basic office rules. relevant statutory provisions and Government policies.
» Understand Parliamentary Services Act

Decisions:
o NA
Recommendations:
«  NA

56 Challenges
s  Provide quality and efficient IT services to the National Parliament

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+ Diploma in Information technology or a Degree in computer science is preferred.

6.2 Experience
s 3 -5 years of work experience computer systems and networks ot an organization

6.3 HKnowledge

« Thorough knowledge and practical experience in key networking and systems concepts
{e.g. DHCP, DNS, Active Directory. Group Pclicy).

» Microsoft System Centre suite

+ (Cisco network hardware

»  VOIP phone systems

» Conversant with MS Access, Visual Basic and SQL to manipulate MS Office products to
extract information

» Conversant with designing and testing database, medifying database and performing test

« Anunderstanding of the range of information technology fields, including business needs
analysis, systems analysis, systems implementation and system design

s iah Description Form Q& M2
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s Excellent communication skills {both verbal and written)

6.4  Skills
+ Highly developed organizational skill
« Exceptional communication and team working skills

» Strong critical and analytical thinking skills i

. Prgt_;iem solving ‘ ' i‘;i,/(\wu' o

« Ability to work under pressure. and to strict deadlines b ! Sy 3
[P I

« Strong Microsoft Windows Server administration skills / L . ;

e Virtualisation experience {(Hyper—V or VMWare)

+ Messaging (e.g Microsoft Exchange Server)

+ SOE development and software deployment methods (e.g. System Centre
Configuration Manager)

» Modify database according to request form the management and perform test to
identify ways to solve database usage concerns and malfunctions.

» Be able to analyse business requirements and program automated scripts to provide

end-user support

Exceltent communication skills {both written and verbal}

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.

Signatu'r'ém"""mm  Signature
Employer {or its delegate) Employee
T bt e
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION [ POSITION NUMBER:
1T 010
'DEPARTMENT: | DESIGNATION/CLASSIFICATION: -
_P_e_;rilamentary Service | IT Technician 1 Assistant Database Prog, NPO8
. DIVISION: | LOCAL DESIGNATI
' Parliamentary Corporate & Support Service 1 IT Technician 1 {Assistant Database Programmer)
| BRANCH: . REPORTING TO:
;_ip_[_orm.atsoq....'l_'_ggn_r.l_g_l_c_).g_.y. _ ~_____ SeniorIT Technician (Database Programj}
| LOCATION: INCUMBENT 4 ;
| Parliament House, Waigani, NCD ) B VT VO
HISTORY OF POSITION ¥R
NP FILE NO. DATE OF VARIATION | DETAILS Wyt
' ORG 1-14 30110114 |Reno, Redes, Reclass, Revised Duties -
&R_G__ 2-18 | 2409118 T Abolished/Created A :
2. PURPOSE:

This position involves assisting the Senior IT Technician (Database Programmer) to maintain and
update computer programs and databases, and writing new code as required with an emphasis
on MS Access, Visual Basic, SQL, and the manipulation of MS Office products to extract
informaticn

3. DIMENSION:
Budget: NA
Staft: 2 staff
Others: NA

4. PRINCIPLE ACCOUNTABILITIES (MAJOR DUTIES)

Assist the Senior Technician to design, develop and implement database systems based on
customer requirements

Assist the Senior Technician to Identify issues related to database performance and provide
corrective measures

Setting up and configuring new laptops and desktops and Install authorised software to laptops
and deskiops.

Exchange server mailbox maintenance including archiving matilboxes.

Provide technica! support for strategic information technology planning - investigation of fong-
term needs of an organisation and formulation of long-term strategies for information technology
developments;

Provide technical support for capacity planning - investigation of existing information technology
facilities to assess their adequacy for the long-term information technology requirements for an
crganisation;

Provide technical support for data base administration - design of data base {identification of
requirements). specification of use and sharing cf data. formulation of integrity and security
requirements and maintenance of a fully integrated data base: and

11 F ol Desciiption Form Q& M2



5. NATURE AND SCOPE:

&

5.1 Reporting Relationship
This is one of the 2 positions that report to the Senior IT Technician Database
Programmer

Senior IT Technician 2
Database Programmer {(NP(09)

IT Technician 1 Assistant
Database Programmer Other IT Staff
_{NPQS8) '

h.

5.2 internal: %
s Work to assist the Parliamentary services Staff / ‘,\jgi 3 19
s Assist Members of Parliament and their Staff i - i

5.3 External:
» Liaise with appropriate government agencies and departments, donor agencies, service
providers and other stakeholders regarding ICT matters.
5.4 Work Environment
This position requires analysing of data and finding new ways to scolve problems and have an
aptitude for working with computer systems on full time

8.5 Constraints Framework and Boundaries
Rules/Procedures etc:
+« Understand basic office rules, relevant statutory provisiens and Government policies.
¢ Understand Parliamentary Services Act

Decisions:
o NA
Recommendations:
« NA

5.6 Chalienges
s Provide quality and efficient IT services tc the Naticna! Parliament

QUAL!FICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
» Diploma in Information techneology or a Degree in computer science is preferred.

6.2 Experience
e 3 -5years of work experience computer systems and networks of an arganization

6.3 Knowledge

s Thorough knowledge and practical experience in key networking and systems concepts
(e g DHCP DNS. Active Directory, Group Policy)

« Microsoft Systern Centre suite

« Cisco network hardware

+  VOIP phone systems

« Conversant with MS Access. Visual Basic and SQL to manipulate MS Office products to
extract infermation

« Conversant with designing and testing database modifying database and performing test

= An understanding of the range of information technology fields, including business needs
analysis, systems analysis systems implementation and system design

s Exvelenl curnnmncation skills {(0oth verbal ana wiinen;

2 oy fuby Descripiion i & M 2



6.4

Skills

»

Highly developed organizational skill

Exceptional communication and team working skills

Strong critical and analytical thinking skilis

Problem solving

Ability to work under pressure, and to strict deadiines

Strong Microsoft Windows Server administration skills

Virtuafisation experience (Hyper---V or VMWare)

Messaging {e.g. Microsoft Exchange Server)

SOE development and software deployment methods (e.g. System Centre
Cenfiguration Manager)

Modify database according to request form the management and perform test to
identify ways to solve database usage concerns and malfunctions.

Be able to analyse business requirements and program automated scripts to provide
end-user support

Excellent communication skills (both written and verbal)

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

Signature - . Signature
Employer {or its delegate) Empioyee
e . o G
N
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PARLIAMENTARY SERVICE
JOB DESCRIPTION

1. IDENTIFICATION POSITION NUMBER:
IT 011
DEPARTMENT: I - DESIGNATION/CLASSIFICATION.
- Parliamentary Service ~..IT Technician 2 Assistant Database Prog, NP08
DIVISION: . LOCAL DESIGNATI
' Parliamentary Corporate & Support Service _ IT Technician 2 (Assistant Database Programmer) |
BRANCH: - REPORTING TO:
Information Technology - SeniorIT Technician {Database Program)
LOCATION: . INCUMBENT:
Pariiament House, Waigani, NCD i o N :
- LiSTORY OF POSTION S . ,!
_NPFILENO. | DATE OF VARIATION_ | DETAILS o / eI
" ORG 1-14 | 30/10/14 ' Reno, Redes, Reclass, Revised Duties 7
'ORG: 2- 18 o 24109118 | Abolished/Created
2. PURPOSE:

This position involves assisting the Senior IT Technician (Database Programmer) to maintain and
update computer programs and databases. and writing new code as reguired with an emphasis
on MS Access, Visual Basic, SQL, and the manipuiation of MS Office products to extract

information
3. DIMENSION:
Budget: NA
Staff: 2 staff
Others: NA

4. PRINCIPLE ACCOUNTABILITIES ({MAJOR DUTIES)

« Assist the Senior Technician to design, develop and implement database systems based on
customer reguirements

» Assist the Senior Technician to identify issues related to database performance and provide
corrective measures

« Setting up and configuring new laptops and desktops and Install authorised software to laptops
and desktops.

« Exchange server mailbox maintenance inctuding archiving mailboxes.

» Provide technical support for strategic information technology ptanning - investigation of long-
term needs of an organisation and formulation of long-term strategies for information technology
developments;

» Provide technical support for capacity planning - investigation of existing information technology
facilities to assess their adequacy for the long-term information technelogy requirements for an
organisation;

s Provide technical support for data base admiristration - design of data base (identification of
requirements), specification of use and sharing of data, formulation of integrity and security
requirements and maintenance of a fully integrated data hase; and

1y i Job Description Form il & v 2



5. NATURE AND SCOPE:
5.1 Reporting Relationship
This is one of the 2 positions that report to the Senior IT Technician Database
Programmer

Senior {T Technician 2
Database Programmer (NP09)

T Technicia'r:{[}alab-f-a_é; | Y
Progranmer) (KB08) Other IT Staff J Jser

1

o R R

5.2 Internal: / Yoo U77 :
+ Work to assist the Parliamentary services Staff [ :

+ Assist Members of Parliament and their Staff

£.3 External:
« Liaise with appropriate government agencies and depariments, donor agencies, service
providers and other stakeholders regarding ICT matters.
5.4 Work Environment
This position requires analysing of data and finding new ways to solve problems and have an
aptitude for working with computer systems on full time

5.5 Constraints Framework and Boundaries
Rules/Procedures etc:
» Understand basic office rules, relevant statutory provisions and Government policies.
» Understand Parliamentary Services Act

Decisions:
« NA
Recommendations:
»  NA

5.6 Challenges
« Provide quality and efficient IT services to the National Parliament

6 QUALIFICATION, EXPERIENCE, KNOWLEDGE AND SKILLS
6.1 Qualification
+ Diploma in information technology or a Degree in computer science is preferred,

6.2 Experience
¢ 3 -5years of work experience computer systems and networks of an arganization.

6.3 Knowledge

+ Thorough knowledge and practical experience in key networking and systems concepts
(e.g. DHCP, DNS, Active Directory, Group Policy)

+« Microsoft System Centre suite

+ Cisco network hardware

¢«  VOIP phone systems

» Conversant with MS Access. Visual Basic and SQL to manipulate MS Office products te
extract information

» Conversant with designing and testing database, modifying database and performing test

« An understanding of the range of information technology fields. inciuding business needs
analysis, systems analysis. systems implementation and system design

a Furallamt anmimaimicatioe eleidle fhath vesrbal and waerittant
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6.4

Skills

L

»

-

Highly developed organizational skill

Exceptional communication and team working skills

Strong critical and analytical thinking skills

FProbiem solving

Abiiity to work under pressure, and to strict deadlines

Strong Microsoft Windows Server administration skiiis

Virtualisation experience (Hyper---V or VMWare)

Messaging (e.g. Microsoft Exchange Server)

SOE development and software deployment methods (e.g. System Centre
Configuration Manager)

Modify database according to request form the management and perform test to
identify ways to solve database usage concerns and malfunctions.

Be able to analyse business requirements and program automated scripts te provide
end-user support

Excellent communication skilis (both written and verbal)

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
oot , Date
A} ?
) Y ; ;u’)
V500
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