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CIVIL SERVICE OF JAMAICA

JOB DESCRIPTION AND SPECIFICATION

Ministry/Entity: Ministry of Health & Wellness
This document will be used as a management tool and specifically will enable the classification of positions and the evaluation of the performance of the post incumbent.

This document is validated as an accurate and true description of the job as signified below:

____________________________



_____________________________

Employee





Date

____________________________



​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​_____________________________

Manager/Supervisor




Date

__________________________



_____________________________

Head of Department/Division



Date
_____________________________
_____________________________

Date received in Human Resource Division


Date Created/Revised
STRATEGIC OBJECTIVES OF THE DIVISION:
The Principal Director, Corporate Services will have primary responsibility for building an efficient and effective service delivery organization, with well trained and customer – focused staff to facilitate the optimal functioning of the Ministry of Health and Wellness in order to achieve its strategic objectives and goals in a timely manner and within the allocated budget. 
JOB PURPOSE 
To provide strategic leadership, policy direction and guidance for the Administration function, Human resource Management and Development function, Documentation & Information Management and Access to Information function, Systems Information & Technology function, Procurement function, as well as the Health Facilities Maintenance and Security and Transport Management functions.
KEY OUTPUTS 

· Strategic direction and advice provided to the Permanent Secretary on all matters relating to corporate policies and services;
· Corporate and Operational Plans developed;

· Strategies developed, reviewed and available for all corporate functions;

· Estimates of expenditure provided for the Division;

· Technical guidance/advice provided to Divisional Directors and direct reports;

· Sound systems, procedures and operating guidelines for the control of all corporate services functions developed and implemented;
· Ministry and Divisions Procurement Plan prepared

· Access to public records provided;
· Competent and motivated staff in place;
· Environment and facilities conducive to work provided.
· Quarterly reviews conducted

· Progress Reports on the performance of the Division prepared and submitted

· Quarterly/Annual Reports prepared and submitted; 

KEY RESPONSIBILITIES 
Management/ Administrative Responsibilities:

· Plans, organizes and directs the work of the Division, by overseeing the creation of the Division’s corporate and operational plans and budgets, and monitoring the Division’s achievement against them;

· Leads the development of the strategic plans and budget for the Division; monitors implementation of the plans in a way that optimizes the effectiveness and efficiency of the Division and makes recommendations for adjustments as necessary to enable the achievement of the established objectives and/or changes in direction during the planning period;
· Leads in the development of annual Work Plans for the Units in the Division;
· Reviews quarterly Performance Status Reports from Units and provides guidance, feedback and forward recommendations to Unit Heads;
· Prepares and submits performance management reports relating to corporate services to the Permanent Secretary;
· Determines administrative gaps and develops, coordinates, implements and maintains policies and procedures to guide the operations of the division; 
· Manages all administrative activities related to the Cuba/Jamaica Technical Corporation; 
· Ensures that corporate services are delivered efficiently across all divisions and that the highest level of customer service is maintained; 
· Coordinates the preparation of responses to audit queries pertinent to the corporate services for the attention of the Permanent Secretary;
· Examines and approves payments generated by the Division, to ensure that payments are within the limits of the budgetary allocations and that value for money is received;
· Maintains effective working relationships with external and internal stakeholders and clients, ensuring that the Division provides a consistently high level of service to them;
· Leads the periodic review of operational manuals to ensure they remain current; ensures appropriate tools and resources are available (including an effective project management evaluation mechanism) to support the work of the division; 
· Anticipates issues, challenges and outcomes, takes action considering the risks and using prudent judgment, demonstrates adaptability and flexibility in getting a job done despite challenging circumstances;
· Prepares reports of the Human Resource Executive Committee for submission to the Permanent Secretary;

· Prepares management report on activities undertaken at required intervals;
· Represents the Ministry at local and international meetings, conferences and other fora as required;
· Keeps abreast of legislative changes, Government policies and guidelines, international changes in health care so that he/she can effectively contribute to the development of the strategic direction of the Ministry in delivering on its mandate.

Technical/Professional Responsibilities:
· Provides policy interpretation and technical advice to the Permanent Secretary, divisional/ section/ Unit Heads to ensure effective coordination of the Ministry’s functions, and compliance with government rules and regulations;
· Provides advice to the Permanent Secretary and other Directors on matters relating to the implications of the acquisition, allocation and utilization of human, physical or material resources;
· Initiates innovation or changes in internal management practices, systems and policies with a view to improving efficiency and reducing costs;
· Forges strategic alliances with the senior managers in ministries, departments and agencies that foster collaboration and partnerships with a view to improving the efficiency and effectiveness of services provided;
· Liaises with Ministries and other government agencies regarding matters relating to corporate management and other functional areas of the Ministry;
· Facilitates the delivery of efficient, effective and satisfactory corporate services to internal and external customers.
               Administration
· Gives focus and direction to the preparation of the Branch’s administrative budget in keeping with the prescribed guidelines;  

· Facilitates the analysis of overall performance of the Branch through the provision of timely information and ensures the provision of adequate administrative support services for all sections of the Ministry and the provision of comfortable and environmentally friendly working environment that contributes to employees’ productivity and morale;
· Monitors and gives guidance to the adherence of the Government of Jamaica’s (GOJ) protocol for the maintenance of office and plant equipment, which will facilitate a harmonious and productive environment;

· Reviews recommendations made for equipment and material needs with the Permanent Secretary and Principal Financial Officer and specialist for various divisions;

· Ensures that safety and health standards are documented, circulated and maintained;
· Oversees the management of assets and inventory control services throughout the Ministry;
· Coordinates all asset and facilities related matters for the Ministry and selected entities to ensure the centralization of fixed assets information for effective monitoring and control;
· Conducts reviews of the inventory system to ensure effective usage, control and monitoring of inventory items, which include office supplies, furniture and equipment;

· Oversees the maintenance of the physical environment of the Ministry in a cost effective and satisfactory manner;
· Ensures that adequate facilities/amenities such as light, power, air conditioning, plumbing, telephones and ancillary services are available, and that office equipment is maintained in good working condition.
Human Resource Management & Development
· Leads the development and administration of systems and procedures that provide effective control over human resources;
· Provides strategic oversight to the development, implementation and maintenance of human resource strategies and services to foster optimal staff involvement and to promote organizational success;

· Plans strategies to improve human resource management in the Ministry, based on new developments in the field;
· Keeps abreast and disseminates ongoing knowledge of developments in areas relating to human resource management and development;
· Collaborates with the Senior Director Human Resource Management and Development (HRM&D) to develop a human resource plan and programme to support the Ministry’s strategic priorities;

· Oversees the formulation of programmes for the retention of highly competent human resources that will ensure the effective delivery of quality health care;

· Provides guidance for the development of training programmes and policies for staff and ensures that they are aligned to the strategic objectives of the Ministry;
· Provides guidance for the initiation and development of strategic and tactical plans/programmes that will promote healthy and proactive industrial relations climate;

· Organises and participates in meetings, conferences with representatives of Trade Unions and Staff Associations regarding terms and conditions of employment;
· Monitors the development and use of an effective and efficient Human Resource Information System (HRIS) in the Ministry and Regional Health Authorities;

· Coordinates the human resources input of the Ministry’s programmes including current and future requirements for manpower budgeting and planning, retirement and compensation benefits and conditions of service and career path development.
Documentation/Information Access to Services
· Collaborates with the Director, Documentation/Information & Access Services in developing strategies for managing increasingly complex and conflicting interests regarding access to information requests;

· Collaborates with the Director Documentation/Information & Access Services in planning, developing and establishing policies and procedures, formulating goals and objectives for operations essential to the effective delivery of information;
· Oversees the provision of public access to records/information in keeping with information requirements to all internal and external legislative requirements such as the Access to Information Act;
· Oversees the provision of efficient and effective documentation and preservation of all official records in the custody of the Ministry; 

· Collaborates with the Director, Documentation/Information & Access Services to ensure that an effective documents/records storage and retrieval systems is provided;
· Ensures that the appropriate facilities and resources to meet the Ministry’s research, record keeping and information retrieval requirements are provided.
Systems Information & Technology

· Gives focus and direction for the development, implementation and evaluation of the Management Information Systems (MIS) strategic plan within the context of the overall strategic plan for the Ministry and by extension the Regional Health Authorities;
· Provides advice and guidance on the development of Management Information Systems policies and procedures, based on research, for the efficient and effective functioning of the Ministry in keeping with the GOJ MIS policies;
· Ensures that the Ministry’s ICT policies and procedures are current;

·  Ensures the provision of an integrated information system that facilitates effective delivery of service to all levels of the organization;

· Ensures the continuous review and evaluation of business processes and ensures the provision of cost effective and realistic information technology solutions where necessary to maximize efficiencies throughout the Ministry of Health;
· Collaborates with the Director, Systems Information and Technology in coordinating the purchase of new equipment;

· Collaborates with the Director, Systems Information and Technology in ensuring the development and implementation of a comprehensive maintenance programme for all Information Technology equipment.
Procurement
· Oversees the administration of the procurement function ensuring compliance with Government guidelines;
· Ensures that submissions to the Procurement Committee conform to the approved policies and procedures, and that client Divisions are promptly informed of the decisions of the Committee
· Directs the preparation of contracts Awards Reports for submission to the Permanent Secretary;
· Periodically coordinates reviews of the procurement process along with the Director, Public Procurement to ensure that appropriate systems are in place to minimize waste and provide value for money.
Health Facilities & Maintenance

· Collaborates with the Director, Health Facilities Maintenance to ensure that a Maintenance Plan/Schedule is developed for the maintenance of all machinery and equipment under the purview of the MOHW;
· Ensures that the annual maintenance programme and budget are prepared;

· Ensures that all new machinery/equipment of the MOHW are installed appropriately and within accepted time;

· Ensures that policies, regulations and standards for guiding the operations of the unit are adhered to. 

Security & Transport

· Provides advice and policy direction on security matters to the Minister, Permanent Secretary and Senior Officers in the Regional Health Authorities;
· Ensures the security plan for the Ministry’s human and capital resource guarantee the well-being of all concerned, is developed;

· Oversees the provision of security for personnel at the Head Office, all documents, information technology and physical assets to ensure security during and after working hours;
· Oversees and monitors the development and implementation of emergency procedures for the protection of staff and property throughout the Ministry;
· Ensures that a communication programme is designed to sensitize staff on physical, personal and document safety matters;

· Collaborates with the Director, Transport and Security, Director, Public Procurement and the Principal Financial Officer in the preparation of all security contracts;

·  Ensures that an on-going liaison is maintained with the Jamaica Constabulary Force (JCF) and other security establishments;

· Liaises with the Director, Transport and Security and to ensure the cost effective transportation of documents and staff on department’s business;
· Ensures that new vehicles received are commissioned in keeping with the Ministry of Finance and the Public Service and the MOH policies and procedures;

· Ensures that effective guidelines and regulations are in place for visual and physical inspections of all vehicles.
HR Responsibilities 

· Develops and manages the performance of the Division and staff, including transferring skills, motivating staff through coaching and mentoring, arranging for training, setting performance targets, monitoring performance, providing feedback to staff and initiating corrective action where necessary to improve performance;
· Develops and implements a succession planning programme in collaboration with other Heads of Divisions to ensure continuity of skills and competencies in the Department and personal development and career advancement of employees;
· Contributes to the development and welfare of direct reports through the effective use of the performance management system and makes recommendations for training and career development where necessary;
· Establishes and maintains systems/programs to foster a culture of teamwork within the division and provides leadership to staff through effective objective setting, delegation and communication;
· Supervises and evaluates the performance of staff to ensure that work output is consistent with the work plan;
· Ensures that training and other needs of employees are adequately identified and addressed;
· Participates as required in disciplinary proceedings involving staff;
· Prepares performance appraisals and recommends and/or initiates corrective action where necessary to improve performance and/or attaining established personal and/or organizational goals;

· Ensures staff are aware of and adheres to the policies, procedures and regulations of the division and the Ministry;
· Disseminates information to staff re changes in policies, procedures and other matters to ensure that high levels of compliance are maintained;
· Participates in the recruitment of staff for the Ministry and reviews recommendations for transfer, promotion, termination and leave benefits in accordance with established human resource policies and procedures as appropriate;

· Approves vacation, sick and department leave for staff, and participate in the administration of staff benefits, in keeping with the established human resource policies;

· Provides staff with sufficient and appropriate physical resources to enable them to undertake their duties efficiently and effectively;
· Conducts monthly and other ad hoc staff meetings.

Other Responsibilities


· Performs any other duties relevant to the work of the Division or that may be reasonably assigned by the Permanent Secretary.
PERFORMANCE STANDARDS 
· Objectives of the Corporate Services Division are achieved within agreed timeframes;
· Corporate/operational plans are developed and implemented within established guidelines and timeframes;
· Strategies developed, reviewed and available for all corporate functions implemented in a timely manner;

· Estimates of Expenditure to support corporate/operational plans are produced in accordance with the guidelines of the Ministry of Finance and Planning;

· Advice, guidance and technical support provided are sound, and in line with the government’s priorities and direction

· Sound systems, procedures and operating guidelines for all corporate services functions to effectively meet the Ministry’s needs are developed and implemented in a timely manner and within agreed timeframe;

· Ministries and Divisions Procurement Plan prepared within agreed time frame and in accordance with Government of Jamaica’s Public Sector Procurement Policies and Procedures;

· Access to public records provided as prescribed in an appropriate manner;

· Reports prepared are accurate, comprehensive and submitted within established timeframe;

· Resources of the Corporate Services Division being managed effectively, and development plans in place for all staff;

· A positive environment established for human capital development through the promotion of ethics, core values and other initiatives; 

· Satisfaction with the quality of the work environment and ancillary services provided;

· The Performance Management and Appraisal System is operating efficiently throughout the Ministry;
· Satisfaction with the level of security and transportation services provided;
· High ethical standards are maintained in the conduct of professional and personal business.

INTERNAL AND EXTERNAL CONTACTS 

i) Internal Contacts

	Contact (Title)


	Purpose of Communication 

	Permanent Secretary
	Obtain/give advice, receive directives, and guidance, provide feedback.

	Chief Medical Officer


	Obtain/give advice, receive directives, and guidance, and provide feedback.

	Divisional  Heads
	Collaborate, obtain and share information and provide feedback

	Other members of staff in the Divisions


	Discuss issues in relation to relevant activities 



	Regional Health Authorities
	Collaborate, obtain and share information, discuss issues


ii) External Contacts 

	Contact
	Purpose of Communication

	Ministries/Departments/Agencies
	Obtain/share information on critical insight in respect to relevant  areas 

	Office of the Cabinet
	Obtain documents of decisions and approval of policies and projects 

	Offices of  the Services Commissions
	Receive and provide information

	Corporate Managers in Agencies and Statutory Bodies
	Collaborate on corporate projects 

	Other Stake holders and Donors
	Obtain/share information on critical insight in respect to health care

	External Consultants
	To discuss terms of reference for studies and evaluate reports


REQUIRED COMPETENCIES: 
Core:
· Ability to communicate effectively in writing and orally;
· Good human relations and interpersonal skills;

· Strong decision-making and critical thinking skills; 
· Excellent leadership, networking and relationship-building skills;
· Excellent skills in teamwork and cooperation;
· Excellent analytical skills;
· Excellent planning and time management skills;
· Ability to negotiate and persuade; 

· Strong strategic visioning skills

· Strong goal/result orientation
· Keen listener;
· Excellent integrity/ethics exercised in the performance of duties.
Technical:
· Strong knowledge of the government’s human resource policies and procedures;
· Sound knowledge of government’s procurement policy;

· Sound knowledge of Government’s regulations and procedures;
· Knowledge of the operations of government;
· Expertise in programme planning, implementation and evaluation;
· Ability to analyse and interpret the labour market trends nationally and internationally.
MINIMUM REQUIRED QUALIFICATIONS AND EXPERIENCE
· Masters degree in Management/Business Administration/Public Administration/ Public Policy/Human Resource Management and Development or equivalent qualification;
· Eight (8) years related experience in the Public Sector, four (4) of which should be at the managerial level;
· A minimum of five (5) years related experience at a managerial level.
SPECIAL CONDITIONS ASSOCIATED WITH JOB

· Required to work beyond normal working hours whenever the need arises;

· Travel locally and internationally whenever the need arises;
· Possession of a valid Drivers’ Licence and a reliable motor vehicle.

Authority to:

· Determine the budgetary requirements for the Division
· Approve disbursement of funds from the approved budgetary allocation to the Division
· Approve requisitions for goods and services in accordance with the Government’s Procurement Guidelines
· Make recommendations to the Permanent Secretary on Corporate Services matters
· Recommend /implement changes to the Division’s policies, operating systems and procedures
· Recommend staff movement and disciplinary action in accordance with established Human Resource Procedures
· Represent the Permanent Secretary at external meetings
· Appraise the performance of staff supervised
·  Approve leave benefits
WORKING CONDITIONS:

· Normal office conditions;
· Occasional exposure to unpleasant physical conditions.  
JOB TITLE:	Principal Director, Corporate Services  





JOB GRADE:                   	GMG/SEG 6 





POST NUMBER:		27233	





DIVISION/BRANCH:	Corporate Services Division	 





REPORTS TO:	   	Permanent Secretary 





MANAGES:	Senior Director, Human Resource Management & Development


Director, Administration


                                              	Director, Documentation/Information & Access Services 


                                              	Director, Systems Information & Technology


                                              	Director, Procurement


                                               	Director, Health Facilities & Maintenance


                                               





                                      








 


	








 Principal Director, Corporate Services               
 Corporate Services Division,                
 Ministry of Health & Wellness
 Prepared July 2022

