APPENDIX Il

MINISTRY OF HOUSING AND URBAN DEVELOPMENT
JOB DESCRIPTION

PROGRAMME DIRECTOR, PROGRAMME MONITORING,
COORDINATING AND EVALUATION UNIT

Job Summary

The incumbent is required to manage and direct the activities of the Programme Monitoring,
Coordinating and Evaluation Unit (PMCEU) of the Ministry of Housing and Urban Development
(MHUD). He is charged with the responsibility for programme execution for the assigned
components of the Inter-American Development Bank (IDB) Loan Funded Programme.

Reports to: Permanent Secretary

Supervision Given to: A multi-disciplinary team of professionals and support staff of the Unit.

Duties and Responsibilities

Provides advice and support in the establishment and staffing of the PMCEU.
Manages the PMCEU on a day to day basis.

Develops and strengthen collaboration with relevant government agencies partners, the
Bank and other stakeholders to facilitate their understanding and support to the
Programme.

= Ensures that Programme implementation follows the stipulations of the POM.

= Coordinates and supervises administrative, technical and communication activities
necessary for successful Programme implementation.

Initiates and coordinates the preparation of Annual Work Plans.

Supervises the development and update of the following tools; Programme-annual
Execution Plan (PEP), Annual Operation Plan (AOP), Procurement Plan (PP), Risk
Management Plan (RMP), Stakeholder Engagement Plan (SEP) EIA’s Risk Matrix (RM),
Environmental and Social Management Plan (ESMP) and Progress Monitoring Report
(PMR).

» Coordinates and supervises the preparation, monitoring and reporting on the execution of
the overall procurement plan of the project for the procurement of works, goods,
consulting and non- consulting services consistent with the Bank’s procurement
guidelines.

= Ensures the provision of logistical and other support to local and international consultants
engaged under the Programme.

= Conducts, commissions, and/or coordinates timely monitoring and evaluation activities.



Supervises Terms of Reference (ToR) preparation, bidding and procurernent processes
for works, goods, works, consultancies and services.

Submits disbursements requests and justifications to the Bank.

Supervises the preparation of financial statements and present evaluation reports.
Incorporates the use of international best practices in project management.

Knowledge:

Extensive knowledge of project management practices and principles.

Extensive knowledge of procurement best practices, procedures and principles.

Extensive knowledge and experience in the application of the International Federation of
Consulting Engineers (FIDIC) rules.

Extensive knowledge of the processes applied in the management of the Public Sector
Investment Programme (PSIP).

Skills and Abilities:

Ability to plan, organize, direct and coordinate the activities of a Division.

Skill in programme/project planning, coordination and implementation.

Ability to use the internet for research purposes.

Ability to analyse and evaluate projects and to devise effective methods of evaluation.
Ability to express ideas clearly and concisely and to prepare reports on programmes and
projects evaluated.

Ability to lead the project/programme implementation process and devise creative
solutions to address problems encountered and resolve conflicts.

Ability to lead and manage a programme of multiple interrelated projects, and to motivate
Project Teams.

Ability to communicate effectively both orally and in writing.

Ability to establish and maintain effective working relationship with project stakeholders,
associates, other public service employees and the public.

Minimum Experience and Training:

Training as evident by the possession of a Bachelor’s degree in one of the

Social Sciences, or Engineering, or in a related field from a recognized University.
Minimum of seven (7) years’ experience in the area of project management,
Experience in the management of large scale projects funded by International Agencies.



MINISTRY OF HOUSING

JOB DESCRIPTION

JOB TITLE: MANAGER - HOUSING PROGRAMME FACILITATION AND
IMPLEMENTATION UNIT

JOB SUMMARY

The successful candidate will be responsible for managing, coordinating and implementing selected
programmes of the Ministry of Housing. The work involves a considerable degree of independence
within the framework of project agreements and ministerial policies and is subject to review by the
Permanent Secretary.

Overall, the incumbent will manage the work of the staff within the Housing Programmes
Facilitation and Implementation Unit (HPFIU), ensure adherence to agreed schedules, review the
progress and feasibility of the programmes, and ensure the development of targets to achieve
conformity with the mandate of the Ministry.

REPORTS TO: Permanent Secretary

SUPERVISION GIVEN TO: Programme Implementation Specialist, Housing Project Officers and
Business Operations Assistant II (directly).
Senior Housing Inspector, Senior Client Relations Officer and other
support staff (indirectly).

KEY DUTIES AND RESPONSIBILITIES

e Plans, organizes, manages and supervises the work of a group of professional, technical and
non-technical officers in the Unit;

e Establishes goals and objectives for the Unit and monitors its performance;

e Provides professional management and leadership as appropriate for achievement of the
Unit’s objectives;

e Establishes policies and procedures relating to the operations of the Ministry’s programmes,
which are consistent with achieving its stated strategic goals and objectives;

¢ Administers phases of programme implementation in accordance with agreed schedules,
terms and conditions of assisting agencies;



Undertakes periodic site visits, investigates problems and advances solutions;

Reviews progress of the Ministry’s programmes and examines achievements in the light of
Ministerial goals and makes policy recommendations and amendments where necessary;

Collaborate with agencies/departments/other related bodies to review programmes and

provide guidance;
* Supervise the preparation of reports on specialized areas of research; and

* Performs related work as may be required.

SKILLS AND COMPETENCIES

* Programme planning and implementation skills;
* Extensive knowledge of current management principles and practices;
* Effectively manage and coordinate the work of a multi disciplinary team;

* Ability to foster a cooperative work environment;

* Ability to make comprehensive assessment of development in the housing environment and

make recommendations;
* Strong interpersonal and communication skills;
* Considerable knowledge and ability to use project management software;
* Ability to express ideas clearly and concisely, both orally and in writing; and

* Effective problem solving skills

QUALIFICATIONS AND EXPERIENCE

* At least seven (7) years experience in the field of management, projects management;

* A recognized University Degree in Social Sciences; and

* Post-graduate training management or any equivalent combination of experience and

training,



MINISTRY OF HOUSING

JOB DESCRIPTION

JOB TITLE: PROGRAMME IMPLEMENTATION SPECIALIST

JOB SUMMARY:

The successful candidate will be responsible for implementing, monitoring and evaluating the
Ministry’s programmes/projects. Work is performed under the general direction of the Manager
of the Housing Programmes Facilitation and Implementation Unit within established guidelines
and is reviewed through dialogue, consultation and written reports.

REPORTS TO: Manager

SUPERVISION GIVEN TO: Senior Housing Inspector, Senior Client Relations Officer and
Business Operations Assistant I (directly)
Housing Inspectors, Quantity Surveying Technician and other
support staff (indirectly)

KEY DUTIES AND RESPONSIBILITIES:
e Monitors and evaluates the operations of the Programmes of the Ministry and its Agencies;

e Assists with the development and implementation of goals, objectives, and operating
procedures for the approved programmes of the Housing Programmes Facilitation and
Implementation Unit (HPFIU) consistent with the strategic goals of the Ministry;

e Manages and oversees the administrative and daily operations of the programmes of the
HPFIU;

» Develops and implements systems and processes to establish and maintain records for the
programmes of the HPFIU

e Coordinates the collection, compilation, and analysis of data relative to the Home
Improvement Grant Programme, the Emergency Shelter Relief Fund and any other
programmes of the HPFIU;

e Prepares notes, repotts and statistics and other documents for submission to the Manager,
HPFIU;



Monitors project performance and advises on the necessary corrective action to be taken;

Establishes and maintains laison with other Statutory Boards, Government Ministries, and
other related bodies involved in housing programmes; and

Performs related work duties as assigned.

SKILLS AND COMPETENCIES

Sound planning, organizational and networking skills;

Skills in examining and re-engineering operations and procedures and developing and
implementing new strategies and practices

Ability to establish and maintain effective working relationships;

Ability to work in a team environment;

Solid diagnostic and problem-solving skills in assessing programmes and projects;
Ability to gather data, compile information and prepare reports;

Working knowledge of project management software;

Experience in Project planning/implementation would be an asset

QUALIFICATIONS AND EXPERIENCE

A minimum of five (5) years’ experience at a supervisory level

Recognized University Degree in Social Sciences

Any equivalent combination of experience and training



MINISTRY OF HOUSING

JOB DESCRIPTION

JOB TITLE: HOUSING INSPECTOR
JOB SUMMARY:

Conduct inspections of all claims by potential beneficiaries and recipients of the Ministry’s
housing programmes with regard to construction/renovation of homes to ensure compliance with
submissions and contractual agreements. Work is performed with a degree of independence,
initiative and judgement within the framework of the Ministry’s policy framework and under the
general direction of the Senior Housing Inspector.

REPORTS TO: Senior Housing Inspector or other Designated Officer

SUPERVISION GIVEN TO: N/A

DUTIES AND RESPONSIBILITIES:

1. Verifies site locations and feasibility for constructing housing solutions proposed by potential
beneficiaries.

2. Inspects buildings to confirm that needed repair works conform to preliminary estimates
submitted by applicants.

3. Establishes the approved scope of works for repairs with potential applicants, pursuant to
scheduling same in the contractual agreement and ensuring compliance.

4. Makes recommendations based on inspection as to whether or not applicants should receive
possible approval for the grant of funds to undertake approved scope of works.

5. Checks and verifies work done by contractors and beneficiaries upon completion of each stage
of construction to ensure compliance with approved scope of works.

6. Inspects buildings to confirm that interim, progress and final completion of construction works
conform to submissions by beneficiaries in respect of bills, receipts and materials on site.

7. Maintains records and documents in approved formats required for effecting disbursement to
beneficiaries.

8. Performs related duties as required.

QUALIFICATIONS AND EXPERIENCE:

- A National Technician Qualification in Building or related construction discipline.

- Minimum of five (5) years’ experience in building construction.

- Must possess working knowledge of all operations pertaining to the construction/renovation of
houses.

- Any equivalent combination of experience and training.






MINISTRY OF HOUSING

JOB DESCRIPTION

JOB TITLE: QUANTITY SURVEYING TECHNICIAN
JOB SUMMARY:

The Quantity Surveying Technician certifies estimates and valuation of completed work for
payment. Work is planned and processed independently but is subject to the general direction and
review of the Co-ordinator of the Housing Policy Facilitation and Implementation Unit.

REPORTS TO: Senior Housing Inspector or other Designated Officer

SUPERVISION GIVEN TO: N/A

DUTIES AND RESPONSIBILITIES:

Certifies preliminary estimates and bills of quantities and pricing;

Reviews bills/receipts, estimates, quotation repair for works submitted;

Verifies that bills/receipts submitted were for the work done;

Meets with builders and homeowners at office or onsite to discuss scope of works and

estimates submitted;

* Advises on appropriation of financial benefits in accordance with regulations set out by the

Housing Policy Facilitation and Implementation Unit;

Reviews drawings and estimates submitted;

Identifies works required and the cost of the works;

Contacts beneficiaries and arranges site visits;

Completes initial and final reports upon discussion and agreement with applicant;

Participates in the valuation of work in progress awarded by contract for interim and final

payments to contractors;

* Participates in cost analyses and cost planning; advises on financial aspect of contracts;
and

* Performs related work as may be required.

SKILLS AND COMPETENCIES

= Ability to conduct valuation of works in progress.

* Ability to prepare reports related to construction projects.

* Must have a good working knowledge of all operations pertaining to the
construction/renovation of houses.



QUALIFICATIONS AND EXPERIENCE

National Technician Diploma in Quantity Surveying or related construction discipline
Three (3) years’ relevant experience in the construction industry
Minimum of three (3) years’ experience in interpretation of drawings, preparation of Bills
of Quantities and /or Estimates.
Experience in cost analysis, cost planning and cost control on building/ construction
projects
Experience in estimating for building works
Ability to conduct valuation of works in progress
Ability to prepare reports related to construction projects
Must have a good working knowledge of all operations pertaining to the
construction/renovation of houses

Or
Any equivalent combination of experience and training



MINISTRY OF HOUSING

JOB DESCRIPTION

JOB TITLE: - SENIOR CLIENT RELATIONS OFFICER

JOB SUMMARY:
The successful candidate is required to supervise Client Relations Assistants in the performance
of their duties to facilitate the implementation of the housing grants and subsidies programme.

REPORTS TO: Programme Implementation Specialist

SUPERVISION GIVEN TO: Client Relations Assistants

DUTIES AND RESPONSIBILITIES:
. Superviées Client Relations Assistant in the processing of applications;

= Provides members of the public with information pertaining to housing grants and
subsidies programming;

» Supervises the entry of data on the HAFS system;

* Maintains files for tracking files for tracking system;

= Verifies information submitted by applicants, prior to applicant being interviewed;

= Oversees the interview process for clients randomly selected;

* Participates in the provision of information about the housing grants and subsidies at
community outreach initiatives and supervises interaction between Client Relations

Assistants and applicants;

» Ensures effective execution of field interviews where applicants are bedridden or otherwise
incapacitated;

» Makes recommendation on application to supervisor after interview process in accordance
with established criteria;

» Facilitates the completion of contract signing by the beneficiaries, submit files to the
Permanent Secretary for her signature and approval and acts as witness to signatures; and



* Ensures the efficient and effective operation of the housing programme and subsidies by
providing information and feedback to the supervisor,

SKILLS AND ABILITIES

* Proficient in the use of computer software packages
* Sound communication and interpersonal skills.

* Ability to prepare concise and accurate reports.

" Ability to function as part of a team.

MINIMUM EXPERIENCE AND TRAININ G

" Associate Degree in Management Studies or any other related discipline
* Certificate in Social Work will be an asset

* Experience in a supervisory capacity

 Atleast three (3) years’ experience in customer relations

= Proficient in the use of computer software packages

* Sound communication and interpersonal skills

* Ability to prepare concise and accurate reports

® Ability to function as part of a team

* Any equivalent combination of experience and training



APPENDIX V

MINISTRY OF HOUSING

JOB DESCRIPTION

JOB TITLE: CLIENT RELATIONS ASSISTANT

JOB SUMMARY:

The incumbent will be required to provide customer service support and related activities with
respect to the implementation of the housing grant and other related programmes. The incumbent
reports to the Senior Client Relations Officer.

REPORTS TO: Senior Client Relations Officer

SUPERVISION GIVEN TO: N/A

DUTIES AND RESPONSIBILITIES:

e Receive, sort and enter application forms on the H.AF.’s database system

= Prepare files and contact applicant randomly selected for interviews

» Prepare schedules for interviews

= Interview randomly selected clients and verify all information provided at interview

» Prepare and maintain all files of applicants interviewed and follow up with clients for
outstanding documents

= Prepare all correspondence to applicants

= Assist with Client field visits Community caravans and Ministry information outreach
programmes as required

s Perform HPFIU Front desk activities including cheque disbursements

» Perform, as dirccted all clerical duties and work activities that relate to the
functioning of the Unit, and

= Any other elated duties

QUALIFICATIONS AND EXPERIENCE

* Five (5) O’ Levels including English Language and Mathematics
« Two (2) years’ experience in Customer Relations
= Three (3) years’ experience in using computer software packages
= Excellent communication and interpersonal skills
»  Ability to function as part of a team

OR
= Any equivalent combination of training and experience






Ref #i: AD11

Government of Trmldad and Tobago

JOB DESCRIPTION
CONTRACTUAL POSITION

: > : moR
The |ncumbent is reqwred to perform a variety of complex clerical/secretarial and admlmstratlve support dutles
Work involves the performance of office management functions; assisting in strategy and work programme planning
and implementation; undertaking follow-up activities as required and - performmg secretarial duties for
managerialfprofessional and technical staff. Duties also include the supervision of employees engaged in the
performance of related duties. Depending on assignment, the incumbent may be required to perform some or the
full range of the duties of thlS posmon

u Super\nses the work of employees performlng ava nety of routme to complex c!encal/secretanal and
administrative support duties by assigning and reviewing work and providing guidance.
»  Trains and guides staff in performing work assignments.
= Co-ordinates the planning and management of meetings, workshops and conferences.
= Prepares andfor guides the preparation of complex correspondence, spreadsheets, reports and other
documents.
= Determines the need for, and prepares or oversees the requisition, receipt, storage, distribution and
maintenance of office supplies and equipment.
= Undertakes follow-up activities regarding the Unit's work programme and decisions taken at meetings,
workshops and conferences and submits progress reports.
«  Undertakes research, conducts analysis and compiles data as directed.
= performs office management duties such as:
— developing and maintaining file register and filing system in keeping with established procedures.
— coordinating the receipt, sorting, recording and distribution of correspondence and other
documents.
— coordinating travel arrangements for staff.
- arranging for equipment/building repairs and maintenance.
»  Assists in the preparation of budgetary estimates by obtaining relevant financial and other data for inclusion.
= Generates a wide variety of documents such as letters, memoranda, minutes, reports, spreadsheets utilising
appropriate software.
=  Operates a computer, utilising word processing and other software as well as other standard office machines
such as scanners, photocopiers and facsimile machines.
= Pperforms administrative support duties for managerial/professional/technical staff such as :
— reviewing and screening incoming corresporidence, making preliminary assessment of its
importance, handies some personally or forwarding to superior;
— receiving and screening incoming calls and visitors , determining priority matters and notifying
Page 24 of 61
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superior accordingly; and
co-coordinating and managing the superior’s calendar by arranging appointments and
engagements.
= Perfurms other related duties as assigned.

Considerable knowledge of modern office practices and procedures.
Considerable knowledge of relevant Public Service rules, regulations, instructions and
procedures.

Considerable knowledge of office management principles and technigues.

Knowledge of relevant financial rules and regulatlons

Ablhty to use initiative and to find solutlons for work related lssues.

Proficiency in the use of Microsoft Office Suite.

Skill in the use of personal computers.

Ability to use e-Government technology platforms.

Ability to use the internet for research purposes.

Ability to compose and prepare standard documents such as letters, memoranda,
minutes and reports.

Ability to demonstrate problem salving skills.

Ability to plan, organize and supervise the work of staff engaged in performing a
variety of clerical/secretarial and administrative support duties.

Ability to train and mentor employees.

Ability to communicate effectively both orally and in writing.

Ability to develop creative strategies and solutions to accomplish objectives.
Ability to lead and work as part of a team.

Ability to establish and maintain effective working relationships with colleagues and
members of the public.

Minimum of four (4) years' experience performing clerical/ secretanal and admmlstratxve support duties.

= Training as evidenced by the possession of an Association of Business Executives Diploma (ABE); or
Certificate in Public Administration (CPA) or equivalent.

February, 2013
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Ref #: A012

JOB DESCRIPTION
CONTRACTUAL POSITION

FRSETL R - : =
The incumbent is required to perform a variety of dministrative support duties
complexity. Work involves assisting in the planning and management of meetings; opening, sorting and routing of
mail; maintaining ‘records and files; performing routine sccounting duties and generating a wide variety of
documents utilising appropriate software. Depending on assignment, the incumbent may be required to perform

some or the full range of the duties of this position.

Business Operations Assistant Il of designated officer

—  prepares agendas;

—  issues meeting invitations;
— takes meeting notes;
—  distributes minutes to participants; and
—  undertakes relevant follow-up action, as directed
= Assists in the coordination of travel arrangements by preparing costings, obtaining guotes from travel
agencies and performing other refated tasks.
= Maintains file register and filing system in keeping with established systems and procedures.
»  Receives, records, sorts and routes incoming and outgoing correspondence and other documents.
«  Composes and issues routine correspondence; also prepares drafts qf more complex g:orr_espondence and
reports of meetings, conferences etc. s directed.
=  Orders, issues, and maintains inventory of supplies and equipment.

»  Assists in the preparation of timesheets and paysheets, vouchers, inveices and requisitions; posts entries
in journals and ledgers and other routine accounting duties.

= Files memoranda, letters, reports and other documents.

»  Generates a wide variety of documents such as letters, memoranda, minutes, reports, and spreadsheets
utilizing appropriate software.

= Attends to queries and ascertains the business of callers and visitors and guides them accordingly.

= Operates ctandard office equipment such as photocopiers, scanners, facsimile machines and binders.

= Assists in the preparation of budgetary and expenditure statement by collecting and inputting relevant
data as directed.

= Undertakes basic information gathering, as directed, and compiles data for entry; enters and/ or verifies
data.

»  Pperforms other related duties as assigned.

— =
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Some knowledge of relevant Public Service rules, regulations, instructions and
procedures. ’

Proficiency in the use of Microsoft Office Suite.

Skill in the use of personal computers.

Ability to use e-Government technology platforms.

Ability to use the internet for research purposes.

Ability to compose and prepare documents such as letters, memoranda, minutes
and reports.

Ability to learn assigned tasks of limited complexity and variety readily.

Ability to make arithmetical computations.

Ability to use a computer and other standard office machines such as
photocopiers, scanners and facsimile machines.

Ability to communicate effectively, both orally and in writing.

Ability to work as part of a team.

Ability to establish and maintain effective working relationships with colleagues
and the public.

February, 2013
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Ref #:8011/17/5P6 (R)

JOB DESCRIPTION

CONTRACTUAL POSITION

JOB TITLE: SENIOR INFORMATION SYSTEMS SPECIALIST

JOB SUMMARY:

The incumbent Is required to perform specialized technical design, development, testing and implementation duties for
the information systems software of the Ministry/Department. Duties include: identification of the information needs of
the Ministry/Department; facilitation of the requirements development process; selection and configuration or design
and development of software and related solutions to meet these needs; testing and commissioning of the software
solutions; and supervising ICT professional, technical and support staff. Depending on work assignment, the incumbent
will be required to perform these duties in a specified category of software application solutions, such as: a) the business
Information systems of the Ministry/Department such as finance, payroll and human resource management; b) the
Ministry/Department-specific information systems; ¢} any defined combination of business and Ministry/Department-

specific information systems.

REPORTS TO: ICT Manager, Manager, Solutions Development and Implementation or designated
officer

SUPERVISION GIVEN TO: Professional, Technical and Support Staff

DUTIES AND RESPONSIBILITIES:

s Manages projects for the development and implementation or the selection and configuration of the information
systems of the Ministry/Department; also manages the identification and mitigation of project risk and takes action
to ensure quality in delivery.

= Guides the scoping, analysis and prioritisation of change initiatives and the definition of the related business
requirements to enable the development or selection of the required software solutions of the Ministry/Department.

s Develops business models, plans, and requirements to meet the needs of the Ministry/Department; and specifies
business processes which drive improvements in the information systems and related data management within the
Ministry/Department.

= Designs, develops, tests, corrects and documents information systems as part of the overall application development,
configuration and maintenance process in accordance with agreed standards and specifications.

= Contributes to the design of information systems of the Ministry/Department, in accordance with defined standards
and best practices, and within the constraints of cost, security and efficlency.

= Analyses business processes and identlfies alternative approaches to performing business activities, such as
automation; assesses feasibility of these approaches, and identifies the required changes to the business processes of
the Ministry/Department.

» Assesses, analyses, develops, documents and implements changes to the information systems of the
Ministry/Department based on requests for change from users and other internal or external stakeholders.

* Investigates, analyses and specifies the requirements for improving the business processes and systems of the
Ministry/Department, including the preparation of feasibility studies and business cases.

» Validates and analyses data and information from internal and external sources, to meet the reporting needs of the
Ministry/Department and its information users.

»  Conducts security risk and vulnerability assessments for the Ministry/Department’s application software; applies the
required physical, procedural and technical controls to ensure confidentiality, integrity and availability; and
investigates and remedies related security incidents,

» [nvestigates and reports on hazards and potential risk events arising from the use of the information systems of the

Ministry/Department.

~ December 2014




(

* Provides inputs to the service continuity planning process for the Ministry/Department’s information systems and I
Implements the resulting plans.

*  Contributes to the planning and execution of system and acceptance testing of new or modified information systems,
particularly in areas of technical specialisation.

* Contributes to the planning and implementation of software, particularly in areas of technical specialisation, by
undertaking activities such as risk assessment and stakeholder coordination. 7

* Takes steps to enable and promote compliance with Government's policies and procedures, and established best
practices around the use of information; and identifies the risks involved in the use of such information

= Prepares, customises and delivers leaming activities including training and sensitisation, on the information systems
of the Ministry/Department to a variety of users and stakeholders.

*  Keeps abreast of the opportunities provided by new information systems technology, tools and techniques and
advises on their relevance, applicability and potential value to the Ministry/Department.

»  Utilises agreed quality standards to review information systems development and implementation processes,

*  Keeps abreast of the design, development, operations and management of information systems and products and
provides advice regarding their selection and application.

* _Performs other related duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES

KNOWLEDGE: * Considerable knowledge in the specification, selection, development, testing and
commisstoning of information systems.

® Knowledge of the principles, tools and techniques required for the management and

control of ICT within an organisation.

Knowledge of project management tools and techniques.

Some knowledge of Public Service processes and procedures.

Abllity to supervise professional, technical and support staff.

Ability to think creatively and to implement information system solutions.

Ability to manage information systems development projects.

Ability to communicate effectively both orally and in writing.

Ability to promote teamwork and manage conflict.

Ability to establish and malntain effective working relationships with colleagues and
Internal stakeholders.

= Abllity to interact positively with members of the public and external stakeholders.

SKILLS AND
ABILITIES:

MINIMUM EXPERIENCE AND TRAINING:

*  Minimum of five (5) years’ experience at a supervisory level, including at least two (2) years’ experience in the design
and development of information systems.

* Training as evidenced by the possession of a recognised Bachelor's Degree in Computer Science, Computer
Information Systems, Information Systems Management, Computer Engineering or a related area.
OR

* Minimum of seven (7) years’ experience at a supervisory level including at least four (4) years in the design and
development of information systems

* Training as evidenced by the possession of a recognised Bachelor’s degree.

® Certification in the area of ICT from a recognised institution.
[¢]

> -l;l%nlmum of ten (10) years’ experience at a supervisory level including at least five (5) years’ in the design and
development of information systems.

* Training as evidenced by the possession of a two-year Diploma/Certificate in the area of ICT from a recognised

institution,

December 2014



Ref #: BO13/17/P2 (R)

Government of Trinidad and Tobago

JOB DESCRIPTION
CONTRACTUAL POSITION

JOB TITLE: INFORMATION AND COMMUNICATIONS TECHNOLOGY (ICT) SECURITY SPECIALIST

JOB SUMMARY:

The incumbent is required to provide specialized technical services in the administration and maintenance of the
security of all ICT infrastructure of the Ministry/Department. Duties include: providing specialist ICT security advice to
the Minlistry/Department; developing ICT policy and procedures; monitoring and enabling secure operations for all
technology infrastructure of the Ministry/Department; assisting with security implementations; performing ICT
security audits and reviews; and supervising other ICT technical and support staff.

REPORTS TO: Dlrector, Information and Communications Technology or Manager, Networks and
Infrastructure or Manager, Information and Communications Technology or Senior
IT Infrastructure Specialist or Senior IT Specialist or designated officer

SUPERVISION GIVEN TO: | Technical and Support Staff

DUTIES AND RESPONSIBILITIES:

=  Conducts security risk and vulnerability assessments for al business and operational software applications,
and all ICT Installations within the Ministry/Department and recommends appropriate security strategfes and
controls; and investigates suspected attacks and manages security incidents.

"= Plans and executes programmes to review (T security activities, processes and services within the ICT
function to ensure compliance with established security policy and procedures, reports on conformance and
makes recommendations for fixes and improvements.

= Investigates security breaches in accordance with established procedures and recommends the required
corrective actions; and assists users with the management of their security access and controls, Implements
agreed user security and maintains security records and documentation.

=  Provides inputs to the service continuity planning process of the Ministry/Department and assists with the
implementation of the resulting plan.

=  Keeps abreast of technical developments in IT networks and infrastructure, including intrusion detection and
protection, security management, vulnerability assessment and Identity management to provide advice to
improve security.

»  Performs other related duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES

KNOWLEDGE: ®  Considerable knowledge of security for software applications, computer networks
and IT infrastructure.

*  Knowledge of relevant IT security solutions such as CheckPolint.

»  Knowledge of project management tools and techniques.

*  Some knowledge of the tools and techniques required for the management and
control of ICT within an organisation.

December 2014




SKILLS AND
ABILITIES:

Ability to supervise technical and support staff

Ability to think creatively and to analyse IT security problems and incidents.

Ability to communicate effectively both orally and in writing.

Ability to promote teamwork and management conflict.

Ability to establish and maintain effective working relationships with colleagues.
Ability to interact positively with members of the public and external stakeholders.

MINIMUM EXPERIENCE AND TRAINING:

*  Minimum of three (3} years’ experience in the area of ICT, including at Jeast two (2) years' experience in securing

ICT systems.

* Training as evidenced by the possession of a recognised Bachelor’s Degree in Computer Science, Computer
information Systems, Information Systems Management, Computer Engineering or a related area.

= Certification in information technology security management, such as the CCNA Security or Certified Information
Systems Security Professional (CISSP).

December 2018




Ref #: B020/1T/P9 (R)

Government of Trinidad and Tobago

JOB DESCRIPTION
CONTRACTUAL POSITION

JOB TITLE: WEB TECHNOLOGY SPECIALIST

JOB SUMMARY:

The incumbent Is required to design, develop, implement, manage, maintain and provide support services under
appropriate direction and guidance for the internet technology based applications of the Ministry/Department.
Duties include: providing key services related to the website and Intranet solutions of the Ministry/Department
such as - assisting with the development of enabling policy and standards; assisting with needs assessment, and
the design and development of the solutions; providing technical services in the coding and testing of these
applications; monitoring, and providing assistance with the management of, the security, integrity and availability
of the applications; promoting, maintaining and enhancing the solutions; assisting with related training and
documentation; and supervising support staff as required.

REPORTS TO: Senior Information Systems Specialist or designated officer

SUPERVISION GIVEN TO: | Technical and Support staff

DUTIES AND RESPONSIBILITIES:

*  Assists with the design of web-based applications of the Ministry/Department, by, for example, configuring
packaged applications, and documents such designs in accordance with defined standards, methods and tools,

= Develops, interfaces, tests, corrects, and documents web-based applications including the website as part of
the Ministry’s overall application development, configuration and maintenance process In accordance with
agreed standards and specifications.

= Assists with the development and execution of software tests, including user acceptance testing, for all new or
updated web applications.

®  Commissions and decommissions internet-based applications in accordance with the defined procedures and
instructions of the Ministry/Department or accepted leading practice, and maintains the related service and
support records,

*  Monitors the performance of the website and intranet applications of the Ministry/Department, and resolves
any technical and performance issues identified using standard processes and procedures, and performs
assigned software maintenance and performance improvement tasks.

*  Monitors the levels of service delivered by the website and Intranet solutions of the Ministry/Department
against documented service leve! agreements or other approved standards of the Ministry/Department,
diagnoses identified service delivery problems, and initiates action to maintain and improve the current levels
of service.

®  Assists with the project management of assigned internet technology projects, by Identifying and mitigating
project risk, ensuring quality in project delivery, and managing any assigned resources,

® Delivers leaming activities, including end-user training, to a variety of audiences in areas of technical
specialisation and for any assigned projects.

* Keeps abreast of developments in specific technical specialisations in internet technology based applications
including website and intranet technologles; programming procedure and languages; web design, authoring,
development, administration and security tools; and utilises this knowledge In performing job duties as

required.
* Keeps abreast of opportunities provided by new and emerging internet technology-based, tools and
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techniques and advises on their relevance and potential value to the Ministry/Department.
=  Performs other related duties as required.

KNOWLEDGE, SKILLS AND ABILITIES

KNOWLEDGE: = Considerable knowledge of web technology including websttes and intranets, web
authoring languages and tools, web design and architecture, and web
development and implementation.

= Knowledge of the management and operation of websites and intranets within an
organisation.

Knowledge of project management tools and techniques

» Some knowledge of relevant web technology solutions e.g. SharePoint,

WebSphere.

Ability to think creatively and to implement website and intranet solutions.

Ability to supervise technical and support staff.

Ability to communicate effectively both orally and in writing.

Ability to operate as part of a team.

Ability to establish and malntain effective working relationships with colleagues.
Ability to Interact positively with members of the public and external stakeholders.

SKILLS AND
ABILITIES:

MINIMUM EXPERIENCE AND TRAINING:

®  Minimum of three (3} years’ experience in an area of ICT including at least two {2) years’ experience In the
development, operations and maintenance of web-based systems.

® Training as evidenced by the possession of a recognised Bachelor’s Degree in Computer Science, Computer
Information Systems, Information Systems Management, Computer Engineering or a related area.

e Certification in web technology management, such as Microsoft Certified Technology Specialist (MCTS) or CIW
Web Design Professional.
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Ref # CO01

Government of Trinidad and Tobago

JOB DESCRIPTION
CONTRACTUAL POSITION

JOB TITLE: MANAGER, COMMUNICATIONS

JOB SUMMARY:

This incumbent is required to develop, implement, direct, and evaluate the Ministry’s/Department’s
communications stakeholder engagement and marketing strategies and programmes, including citizen engagement,
public relations, media relations, digital content, and the Ministry’s/Department’s identity/image programme.
Duties include planning, organising, directing, and coordinating the work of staff engaged in the performance of
related activities. Duties also include using communications as a vital component of the overall change management
programme in support of the Ministry’s/Department’s initiatives amongst internal stakeholders and to inform
clients, employees and the general public of initiatives and policies of the government and of the
Ministry/Department.

REPORTS TO: Permanent Secretary/Head of Department

SUPERVISION GIVEN TO: | Senior Communications Officer (direct)
Communications Officer and other support staff (indirect)

DUTIES AND RESPONSIBILITIES:

=  Plans, organises, directs, and coordinates the work of staff engaged in the provision of Communications
Services in a Ministry/Department.

= Designs, organises, and implements a creative and effective Communications and stakeholder engagement
Strategy and work programme, including citizen engagement, public awareness, storytelling, digital media,
media relations, event management, project design and management and crisis management.

«  Oversees content management for the Ministry/Department’s digital media platforms, ensuring thatitis
adequately integrated into the Ministry/Department’s Operations.

=  Prepares the more complex. and sensitive briefs, media releases, advertisements, and presentations;
reviews speeches to be delivered by the Minister.

= Prepares the more complex Cabinet/Ministerial Notes, internal notes, and other documents.

= Spearheads the development and implementation of media relations strategy to ensure proactive and
positive media coverage of the Ministry’s/Department’s activities and to minimise negative media reports.

s Facilitates workforce effectiveness by setting the standard for monitoring the performance of staff
supervised.

= Directs and participates in the preparation of the budgetary estimates of the Communications Division/Unit
and ensures that expenditure is in accordance with financial guidelines.

= Provides strategic advice to members of the Ministry’s/Department’s executive and senior management
teams, business unit managers and client sector leaders to build and protect the brand name and image.

» Defines and manages all aspects of strategic communications: public awareness, brand and reputation
management, data and insights, internal communication, and relationship management for the
Ministry/Department.

»  Directs the conduct of research activities to evaluate the effectiveness and efficiency of Communications
and client service provided and recommends necessary changes.




Prepares the required inputs for the Ministry’s/Department’s Annual Report and other reports required by
other agencies.

Formulates policies, procedures, systems, and guidelines that support the Communications function in the
Ministry/Department and ensures compliance.

Oversees the budgeting, planning, direction, coordination, implementation and evaluation of major events
and programmes in the Ministry/Department and ensures successful execution.

Directs and coordinates staff engaged in the performance of protoco! duties for the Ministry/Department in
accordance with established standards to ensure appropriate etiquette is used in interactions with
individuals such as dignitaries and officials. -

Advises on the development and implementation of citizen engagement strategies, programmes and action
plans adopted by the Ministry/Department.

Develops and trains staff supervised in the creation and implementation of Crisis and Issues Communication
Plans.

Participates in the procurement of consultants for communications and research services by defining the
research problem, determining research methodologies and sources, advising on questionnaires and
discussion guides, and reviewing reports and recommendations.

Manages the work activities of consultants providing communications and research services.

Contributes to the development of and provides oversight for customer relationships by maintaining
constant dialogue, monitoring evolving needs, monitoring client care audits/quality indicators/client
surveys, and developing early dissatisfaction detection mechanisms.

Directs and coordinates the process for monitoring national, regional, and international news and provides
the executive with media summaries as detailed in the delivery schedule.

Performs other related duties as required.

KNOWLEDGE, SKILLS, AND ABILITIES

KNOWLEDGE: ® Extensive knowledge of media issues, social marketing theory and practice,

communications strategies and implementation and behavioural sciences.

® Extensive knowledge of stakeholder engagement, citizen engagement,
marketing, public relations, advertising, promotion, and other marketing
communication methods.

® Extensive knowledge of current theories and practices in communication
research, planning and strategy, and the role of mass media.

* Extensive Knowledge of key Government policies, National Development
Strategies, and priorities.

* Extensive knowledge of digital media strategies and management
® Knowledge of the Constitution of The Republic of Trinidad and Tobago.

®* Considerable knowledge of the organisational structure of the Government of
Trinidad and Tobago.

* Considerable knowledge of protocol procedures.
*  Knowledge of Public Administration.

ABILITIES: *  Strong proficiency in strategic planning, project design and management

= Proficiency in the use of Microsoft Office Suite desktop publishing and
communications technologies such as web applications, design/illustration
software and/or databases.

®  Skillin the use of personal computers.

= Skillin writing and editing, including a strong command of English.

=  Skillin conducting research and in conceptual and analytical thinking.

= Ability to use e-government technology platforms.

®  Ability to use the internet for research purposes.

®=  Ability to plan, organise, lead, and coordinate the work of professional and other
support staff performing communications duties.




Ability to develop effective and engaging branded events that will achieve
Ministry/Agency goals.

Ability to problem solve and work independently in a changing and multi-tasking
environment with numerous deadiines.

Ability to establish and maintain effective working relationships with
internal/external partners.

Ability to develop professional relationships in all aspects of the position,
resulting in stable, consistent, reliable, and courteous communications when
dealing with other stakeholders.

Excellent oral, written, and interpersonal skills.

MINIMUM EXPERIENCE AND TRAINING:

»  Minimum of eight (8) years’ experience in the field of Communications, Public Relations, Stakeholder
Engagement, Media Relations, or a related field.

*  Training as evidenced by a recognised University Degree in Communications Studies, Media Studies, or
related field or postgraduate qualification in a related field.

= Any suitable combination of experience and training







Appendix: I

Ref #: A024

Government of Trmrdad and Tobago
‘ " JOB DESCR {PTION. .
- CONTRA_CTUA!.POSI_TION

JOB TITLE: CONMMUNICATIONS OFFICER

JOB SUMMARY:,

The incumbent is required to centribute to the achievement of the communlcatlons targets of the
Mmustry/Department and assist In monitoring their impleme ntation. Dutles include coordinating media relations
strategies, produting and disseminating materials for comm Jnicating information about the. MInIstry/Department
-and its services; coordinating the content of the intranet or : «xternal website and the productlon of a quarterly
newsletter, disseminating reports and publications; and mai ytain an updated database of contacts and an
effective communication system within the Ministry/Depart nent. Depending on ‘work asslgnment, the Incumbent
will be required to perform duties in one or more.of the Cor: nmumcatrons functional areas. . :

REPORTS TO: Senior Communication. ofﬁcer/dgsignat’ed‘omcgr :

nfa

SUPERVISION GIVEN TO:

DUTIES AND RESPONSIBILITIES:

Stratesy and Measurement
»  Assists in tracking developments in the Ministry/Oe nartment's sector nationallv and globallv

= Participates in the deslign, organisation and implem: 2ntation of a creative and. eﬁectlve
Marketrng/Communicaﬂons Strategy, inc!udmg cor tent management for the Mlmstrv/Department’ ]
digital media and that itis adequately integrated in‘o the Ministry/Department’s Operatlons

= participates in the preparatron and execution of pn grammes geared towards educatrng and mforming the
Public.

= Conducts research and utilizés other data to analys 2 and evaluate information to prepare policy
documents, briefs, worklng papers and presentatlc 18,

e Assists with relevant research, including but not lin ited to the conduct of interviews to determine the
success and outreach of Information Programmes i nd initiates corrective action as appropriate.

s Assists in rdenﬂfyrng stakeholders’ needs and prop: ses relevant engagement strategles
e Liaises with Medla Services to monitor print and el: ctronic media t6 keep the’ Mrnlstry/Department

informed of developmen:s wlthin the Communlcat ons environment. -
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Appendix i

*  Interprets HR pblldé and procedures to assist clie 1ts with queries and concerns.
"= Prepares communications reports, Cabinet/iflinist:rial Notes, internal notes and other documents.

‘Product and Events
® Deve"lops and implements marketing, madia placement and distribution strategies for the
Ministry/Department. .
»  Assists in the production of literature formats such as booklets, posters, and brochures for public
outreach and sensitisation.

Assists In the development of informaticn and activities such as health and wellness, safety
awareness and other cultural and workplace-¢ nhancing projects.
Performs day-to-day management of the: intranet site through the use of a Content
Management System, including design, content and technical functions, to ensure thatitis
useful for staff and that content is up-to- date, accurate and consistent with the Brand Identiy
Guide.
Develops and manages internal commurication activities involving, engaging, and informing all
employees, utilislng appropriate communication tools.
Prepares, develops, writes, and edits cortent for the intranet, staff newsletter, team briefings,
rioticeboards, and other internal communicatisns channels, as well as for project briefs.

=  Maintains and reguiarly updates a detallied cal sndar of events for the Ministry/Department.

edla ar rtisl :
» Develops a Medla Strategy for each announceinent, launch or significant media event.
Organises and manages press, radio, and television intérviews.
Writes a varlety of communlcatlons (e.g. press releases, personal interest stories, newsletters,
etc.) for the purpose of keeping the med la anc public Informed of the activities of the
‘Ministry/Department.

= Coordinates collateral completion, printing, and distribution to selectéd media representatives.
= Drafts appropriate résponses to adverse publicity.

# Undertakes research oncurrent dlgltal media technology and marketing and communications
trends to improve Ministry/Department comm unications.

=  Monitors national, regional, and international 1ews to Identify evolving trends and opinions
which may impact the work of the MInIstrv/Department

* Monitors media scanning databases'and redl_re cts any issues to the relevant authorities.
= Provides media summaries and alerts on breaking news.

Stakeholder Engagement .

= Performs protocol duties for the Ministry/Department in accordance with established standards
to ensure appropriate etiquette Is used in Inte:actions with Individuals such as dignitaries and
officials:.
Assists in identifying stakeholders’ needs end proposes relevant engagement strategies.

= Contributes to the implementation of stekehol der engagement strategies including citizen
engagement and events management.

= Develops, manages, and controls_procedures for all internal and external correspondence.

* Researches and assembles information for meinbers of the public.
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Appendix il

= Distributes relevant educational material on tlw activities of the Mrnistry/Department.

° Creatcs and updates a database/directory. of s:akeholders contact information, profiles and
services.
= Performsother related duties as. required.

KoL, EDGF Sl\II.LS AND ABILITIES

KNQW LEDGE

©  Knowledge of current ti seorles and practlces ln communlcatlons research, planning
and strategy, and therle of mass medla s

v .Knowledge of media Issues, soclal marketlng theory and’ practrce, communicatlons
strategles and Implemeatation and béhavioural sclences ’

©  Knowledge of marke*ln H stakeholder engagement, citlzen engagement, publlc
relations, advertislng, p ‘omotion and other cornmunlcatlons methods

& Knowledge of modern ¢ =chnlques of news gatherlng and release .

e Knowledge of key Gove. nment pohcles, Natlonal Development Strategles, and
priorities -

e Some knowledge of the Constitutlon of The Republic of Trlnidad and Tob.ngo, L

8 Some knowledge of thc organlsatlonal structure of the Government of’ Trlnldad and
Tobago, o LT .
L 'Knowledge of moder nt =chnlques of news gatherlng/event management
“®  Knowledge of protocol sracedures :

SKILLS AND ABILITIES: @ Skillsin  project implem :ntation:
" Skill in the use of petso sal computers.. ;

©  _Ability to use e-governiaent technology platforms o
‘v Abllity to'use the interr et for research purposes, - .-

© _ Ability to plan, organiz¢ and.supervise the work of’s support staff
@ Ablllty to communicate at 3 high level, both orally and In wrltlng S

o Ability to establish and maintain effective worl:lng relationships wlth colleagues‘ L

" members of the mecia 3nd the publlc. ; o . .

©___Proficiency in the use ¢ * Microsoft Office Sulte ST

Mmmum {E REENCE AND TRAINING:

°  Minimum cf two (2} years’ experience in Communicaticas or Public 'Relatlo'ns, preferably in: the Public Sector.

v Training as evidenced by a recoghised University Degre: In Comimunications: Studles or a related discipline.
@ Any suitable combination of experience and training
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Ref &; IT/SDES/

{/ @{
iz
AR
Government of Trinidad and Tobago
JOB DESCRIPTION
CONTRACTUAL POSITION

-JOB TITI.E' WEBS DESIGNER

i .IOB SUMMARY.

The Incumbent is requlred to create, malntaln, and ug date € ngaging, user-friendly, and accessible websites for key -
stakeholders of the Ministry/Department; particularly members of the public. It also Includes ensuring that the
MInIstryIDepartments web presence aligns with governmer t standards and effectively communlieatas the Ministry's
Inftfatives and services to the public.

—

REI’BRTS T0: _ :_Maﬂager;‘Communfcezt!bns/déslgn‘ated officer

supenws:on GNEI\I w. nfa

DU'I'IES AND RESPONSIBILITIES.

= Designs and develops intuitive, vIsuaIIy appe: Img, end- accesslble websites for various government
mInlstrIes
‘s Creates UX/UI designs that facllitate easy acciss to Informaticm and services for-all citizens, Including those
with disabllitles.
= ‘Works with content creators to ensure that web co tent is current, relevant, and aligned with government
communication standards.
» Develops features that enhance citizen engagemen, such as feedback forms, surveys, and interactive
elements.
»  Ensures all designs comply with government stands rds for digital communlcation, including accessibility
guideIInes and branding requirements.
=  Collaborates with Information Technology and othc r departments to Integrate necessary functionalliies and
content..
»  Conducts regular testing for usability, accessiaility; nnd responsiveness across various devices and browsers.
= Monitors, analyses, and reports on web traffiz and user engagement metrics 2nd uses this data to inform
design improvements.
Provides téchnical support and gildance to s1affin managing and updating website content.
Performs any other related duties
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Appendix I

MO EDGE, SIEILLS AND ABILITIES

HKNOWLEDGE: | ® Knowledge of user- uentred design, responsive: deslgn, and accessibllity
L standards, : .
; 8 Understandmg oi" gwernment communication strategies’
SKILLS ARD ABILITEES:; . Profcnency in.web :lesign toolsand software (e.g., Adobe Creative Suite, -

Sketch, HTML €SS, JavaScrlpt)

@ Excellent communi ation skllls, wuth the ability to translate complex
technical Informatlnn into clear, citizen-friendlv Ianguage

-Ability to work colluboratively in a‘team environment and manage multiple
_ projects simultarec :usly.

MIERERAURA EXPERIENCE AND TRAINING

* Minimum of three to five years’ experience in web design, with a strong portfollo showcaslng your work

® Training as cvndenced by recogmsed Universlty degree Ir: web design, Graphic- Deslgn, Computer Sclence, of a
related flelg .- - o

© Any suitable combination. of experience and trainmg
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Ref #: AD26

Government of Trmldad and Tobago
JOB DESCRIPTION
CONTRACTUAL POSITION

JOB TITLE: GRAPHIC DESIGNER

ma SUMMARV

The incumbent Is required to create and produce lmages, logos, layouts for magazines, newsletters, brochures an¢
other print pleces for the visual conceptualisation ard graphic deslgn of projects for the Ministry {Department.

REI’ORTS 10: Head - Corporate Communications or designated officer

SUPERVISION GIVEN TO: | N/A

DUTIES AND RESPONSIBILITIES:

Produces a wide range of visual material In support of communications programmes, using 2 range of current
software such as In design, Adobe Photoshop ard Niustrator, and Quark Xpress.

Conceptuilises, designs, and lays out all'artwork such as press advertisements, storyboards, flyers, brochures,
booklets, file.covers, posters, t-shirt prints, programmses, and Hlustrative designs.

Creates and oversees product deslgn and booth displays.
Assists In the development of creative concepts as req uired.

Advises on the use of relevant materlals such as photcs and special boards In order to produce fina)
artwork/displays that are suitable In-quality and look. -

Oversees the productlon of external work including pr=-press, printers, and designers to ensure that required

‘standards are met.

Attends meetings as required.:
Prépares digital artwork for offset reproduction.
Prepares Portable Document Format (PDF) files.

-'Manages the proper flling and backup of digital artwolk.
Produces audio-visuél presentations and takes phot-ngrgphs at Ministry’s/Department’s events.

Performs other duties rélated to the core fanctians of the position.

'KNOWLEDGE, SKILLS, AND ABILITIES

KNOWLEDGE: . : *  Knowledge of web ussbllity and graphic design principles and techniques,
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.-Good understandlng of an. organlzatlons structure 28 it -pertains. to the

Knowledge of the tnols, equupment and materials used in ‘graphic: design
production.

website/Intranet infcrmation archltecture .

SIKILLS ARID ABILITIES:

‘other software such s Adobe, Photoshop and lNustrator-and Quark Xpréss.
Skill in the use of the =qulpment tools and materials-utilized:in graphic design
vproductron

. Ability. to translate deas into graphrc expressrons and to create‘ori_'ginal
‘graphic art design. )

Ability to communiczte effectively, both orally-and in writing.
~ Ability to establish ar d maintain effective workmg relatronships wrth
. colleaguas and memisers of the public, . : :

Skill in the use of Nicrosoft Ofﬁce Su:te, Desktop Publrshlng software and

Abrllty to use multim 'dna creatively
Abillty to work withu set timelines.

WtiNEMUM EXPERIENCE AND TRAINING:

& Minlmum two (2) vears' experience in graphrc desigi and web management process.
¢ Training as ‘evidenced by an Assocrate Degree In Gra Jhlc Design, Communicatlons, or a related ﬂeld

& Any suitable combination of experience and tra ning
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Ref #: CO0S

o

Government of Trinidad and Tobago

JOB DESCRIPTION
CONTRACTUAL POSITION

JOB TITLE: CONTENT CREATION SPECIALIST

JOB SUMMARY:

The incumbent is responsible for developing, creating, implementing, and managing digital and physical content
across various media platforms. Duties include creating appropriate content through effective stakeholder
engagement, standardizing, and organizing the content using appropriate multimedia tools and techniques and
publishing the content on the appropriate media platforms.

REPORTS TO: Head — Corporate Communications or designated officer

SUPERVISION GIVEN TO:. | N/A

DUTIES AND RESPONSIBILITIES:

Works with divisions of the Ministry to promote brand consistency;

Designs sketches of electronic and printed media products such as websites, publications, newsletters, booklets,
directories, calendars, brochures, posters, and presentations for the purpose of communicating and promoting
a positive Ministry/Department image.

Leads the implementation of social media strategies, manages content, and grows the Ministry’s online
presence;

Handles the organization and management of digital content using content management systems, including
regular updates;

Collaborates with cross-functional teams to develop engagement strategies and analyse social media
performance for continuous improvement;

Explores new social platforms for expansion to drive citizen engagement;

Develops and manages engaging content in platform-appropriate formats for the organization's website and
social media;

Conducts research for content development;
Performs video transcription and captioning, ensuring the quality and accuracy of published material;
Performs other related duties.

KNOWLEDGE, SKILLS, AND ABILITIES

KNOWLEDGE: = Proficiency in the Adobe Creative Suite, including Photoshop, lllustrator,

Premiere Pro, and After Effects, for creating and editing a variety of digital
content;
= Proficient in content management systems and analytics software;
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—

Considerable knowledge of web content identification, collectim
standardization, organization, presentation, security, and management
using associated tools.

Familiarity with still and video camera operation, as well as video, audio,
podcasting, and image editing tools, is highly advantageous.

Search engine optimization

SKILLS AND ABILITIES:

Demonstrates creative and critical thinking with a keen eye for detail;
essential for content development and problem-solving.

Strong writing, proofreading, and editing abilities, ensuring clear,
accurate and effective communication in all content.

Exceptional IT proficiency, including advanced skills in Microsoft Office
(Excel and PowerPaint) and Adobe Creative Suite, for diverse content
creation.

Efficient work ethic, maintaining high quality and precision in fast-paced,
multi-faceted environments.

Goal-oriented approach with a strong customer focus, meeting diverse
stakeholder needs.

Capable of managing muttiple projects simultaneously, adhering to strict
timelines while perfarming under pressure to achieve targets;

Effective interpersonal skills to positively engage with the public, external
stakeholders, and collaborate across departments.

Ability to manage key stakeholders and prioritize appropriately.
Innovative in organizing and presenting web content.

Expertise in creating visually striking and compelling.

Proficiency in understanding statistical data and translating it into
engaging infographics and visual representations, facilitating effective
communication of complex information.

MINIMUM EXPERIENCE AND TRAINING:

* A minimum of two (2) years' industry experience in content creation and/PR related communications field.

* Atleast one (1) year experience engaging audiences through effective management or social media channels.

* Training as evidenced by a bachelor's degree in English, Journalism, Communications, Public Relations,
Advertising, Literature, or a related field.

®*  Any suitable combination of experience and training
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Government of Tnmdad and Tobago
JOB EM,RIPT ION
'CONTRACTUAL POSITION

JOB TITLE: Multimedia/ Social Media Officer

| JOB SUMMARY:

The incumbent plays a key role In supporting the de;lgn vnd maintenance of dynamic, user-friendly websites and
social media platforms, integrating diverse multimed!a cle nents for'a compelling user experience.

REPORTS TO: Head ~Communications or designated officer

SUPERVISION GIVEN TO: | N/A

. 0UTIES AND RESPONSIBILITII

‘= Helps manage soclal media accounts, Including: sch!dullng posts, engaging with followers, and analysing
‘@ Alds In-the project lmplementatlon of traditiorial and new ‘medfa Initiatives, focusing on effective content
= AssistInthe development and implementation of Communications initiatives,

= Monitors ‘and reports on “digital campaign. prrformance, providing Insights and recommendations for

1 = StaysInformed.about current digital medla trends and suggests new ideas for digital media strategies.

& Assists in the development of digital content; lrcludl 1g graphics, videos, and written posts for soclal mediz,
websites, and email campaigns.

performance metrics.
preparation, presentation, and promp'c specification updates.

®  Help create and distribute emall newsletters and markéglng campaigns.
improvement.

s Performs any other related dutles

" KNOWLEDGE, smus, mn ABILITIES

_KNOWI.EDGE. * Famillarity with. soclz! media platforms (e.g., Facebook, Twitter, lnstagram,

Unkedin) and manag«-ment tools (e.g., Hootsuite, Buffer).
» Basic knowledge of gzaphlc design and video-editing
*  Basic understarding of website management and SEO principles

;' SNII.LS AND MIUTIESi = Strong writing and edi:ing skills.

: ‘= Excéllent organizationnl and project management skills, with the ability to
et prioritize tasks effectively.
£ Ability to work collaboratively in a team environment.
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FrT s TE B
| WAINIRAUI FXPERIENCE AND TRAINING: # S e ks

@ Minimum of Two (2) years of experience in. multlmedla dessgn, and social méedia | processes

©  Training as evidenced by a recognised University de srée Ih Communications, Marketing, Multimedia, Digital
Media, or a related field.

© _ Any suitable combination of experierice and training
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._1;=;§§i)§i§g
Government of Trinidad and Tobago
JOB DESCRIPTION
CONTRACTUAL POSITION

JOB TITLE: PHOTOGRAPHER

108 SUMMARY:

The incumbent is required to provide photography servizes for the,Minlstwlbepanment/Agencv. Dutles include
using various photographic equipment and software to capture high-quality photographs that document
government operations, events, and Inftiatives;

ﬁEpogTs T0: Head -Communlcéﬂdns or deﬂgnated officer

SUPERVISION GIVEN TO: | N/A

' DUTIES AND RESPONSIBILITIES:

= Provides photography services for the Ministry/Depar :ment/Agency’s events and initiatives.
» Takes plctures of subjects using cafieras and oversees the editing and processing of images in digital or print
format.
*  Takes professional headshots. :
» Archives photographic images and maintains datebase.
= Manages photography sessions.
®  Uses and maintains modern and traditional technical equipment (cameras, lenses etc.)
‘= Assembles and sets up a range of technical tools and e':i'uipment'hsed In photography, such as cameras,
lenses, camera stands, lighting equipment, and kiackdr ops. '
| ®* Works collaboratively with multimedia professionals tcr'pio_tluce a combination of photos, videos, and sounds:

®  Maintains up-to-date knowfedge of recent digital and film photography techniques and adjusts accordingly to
Industry changes.

KNOWLEDGE, SKILLS AND ABILITIES L
KNOWLEDGE: d ®*  Sound understandin;; of photography best practices and procedures.
- _ 7| ® Knowledge of nhoto =diting software, for example; Photoshop, Capture Ohe
T an: or other photography-specific software.

~. |™  Knowledge of the praduction process for online publishing and various
_uonidie]  printing applicetions. -
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Appendix 1l

-Proﬁciency with the use of camera’ equipment
Photography etique te for corporate'style events.

SKILLS AND ABILITIES: | =

.

Proven professional shootmg experlence h

Proficiency wrth traz: utional and modern equipment..

shooting, Iightmg. ard prlntmg skills,

Competency in appl\ ing photographic best practices and techniques.
Photojournahstrc apiwoach to takmg lmages

Ability to take candu shots '

Ability to juggle ik lple tasks

Ability to produce e: cellent qualnty’ images in any environiment.
.Ability to use differe 1t types of photography lenses.

Ability to take. profe: sional headshots.

'Ability to work with sther professlonals in related ftelds. .
. Ability to work flexik le hours to accommodate client schedules
' Strong interpersonai and communication skills;

RAIIVUM EXPERIENCE AND TRAINING:

Minimum of 35 years’ expenence in providing photoy raphv services for corporate events

5 CSEC O’Level passes.

Technical Vocational Tralnmg in Photography as evide u:ed by a Certlﬂcate from a recognlzed lnstitute.
Any suitable comblnatlon of experience and training R
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Appendix Il

Ref #:

=

Government of Tt;inidad and Tobago

JOB DESCRIPTION
CONTRACTUAL POSITION

JOB TITLE: VIDEOGRAPHER EDITOR

JOB SUMMARY:

The incumbent plays a key role in capturing high-guality video content that showcases and updates the public on
various government services and Initiatives. This role requires a creative and technical skill set to produce engaging
and informative content that aligns with government standards and public expectations.

REPQRTS TO: Head — Corporate Communications or designated officer

SUPERVISION GIVEN TO: | N/A

DUTIES AND RESPONSIBILITIES:

Plans, shoots, and edits video content that highlights government services, initiatives, and events.
=  Assists in crafting compelling narratives that effe ctively communicate the purpose and impact of government
services to the public,
Works closely with Ministry departments to understar d thelr service offerings and messaging needs.
Operates and maintains professional video equipment. including cameras, lighting, and audio gear.
Edits footage to create clear, engaging, and high-qualily videos; include subtitles, graphics, and effects as
needed,
Ensures all content complies with government policies. legal standards, and ethical guidelines.
Manages multiple video projects simultaneously. adhering to deadlines and budget constraints.
Works collaboratively with other multimedia professionals to plan and execute video projects.
Assists in the development of an overall video brand messaging stratepy.
Works both on and off-site

KNOWLEDGE, SKILLS, AND ABILITIES

KNOWLEDGE: ®  Considerable experience in using video and video editing equipment,

* Considerable knowledige of digital technology and editing software packages
{e.g. Avid Media Composer, Lightworks, Premiere, After Effects and Final
Cut)

* Sound knowledge of the use of speciat effects, 3D, and compositing

* Knowledge and a good understanding of motion graphics is preferred.
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Appendix 1l

Understanding of government protocols and sensitivity towards public
communication.

SKILLS AND ABILITIES:

Ability to operate a camera.

Ability to work fleyible hours.

Ability to work with diverse client groups.
Ability to work in cross functional teams.
Creative thinker

Good time-manag 2ment skills

Strong interpersorial and communication skills
Storytelling skills

MINIMUM EXPERIENCE AND TRAINING:

= Minimum of 3-5 years’ experience as a video specia ist or similar role

= Training as evidenced by a recognised University degree in Film, Media Production, Communications,
Cinematography, or related field

= Any equivalent combination of qualifications and experience
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t% GOVERNMENT OF TRINIDAD AND TOBAGO
i 108 DESCRIPTION |

CONTRACTUAL POSITION i'
JOB TITLE: PROCUREMENT SUPPORT OFFICER |

Bt

JOB SUMMARY: [ ]

The incumbent is required tE provide suppﬁ}; in the executidﬁ:of pmtutElﬁgnTt, retention‘aﬁd_dismsal
functions in accordance with the Public Procurement and Disposal of Public Property Act and established
procurement procedures. Duties involve supparting the implementation of the Ministry/Department’s
Annual Procurement and Dispasal of Public Property Plan; assisting in the preparation of tender
| documents; reviewing bid submissions for compliance with procurement legislations; supparting the
| evaluation process for the award of contracts; and lizising with internal and external stakeholders to
facititate transparent and accountable procurement practices. The incumbeant is also responsible for
{ providing assistance in maintatning the Ministry/Qepartment's document management system.
| REPORTS TO: Procurement Officer or designated superior
| SUPERVISION GIVEN TO: | Nil
| DUTIES AND RESPONSIBILITIES: S <

®  Provides support in the implementation of the Annual Procurement and Disposat of Public Property |
Plan of the Ministry/ Department, inclusive of the gathering and analyses of procurement data,
ensuring alignment with the Ministry/Department’s financial budget and its timely publication on
the internal website. *

*  Assists in drafiing tender documents such as invitations far tenders and Requests for Proposals, in
providing guidance and advice on tendering procedures and in the opening of tenders,

®  Receives and reviews hid submissions to verify consistency with tender invitations, Requests for
Proposals and compliance with relevant begislations.

| ®  Provides assistante in reviewing evaluation reports and in the preparation of notes with

| recommendations for the award of contracts, for submission to the Procurement and Dispasal

Advisory Carnmittee and approval of the accounting officer, arranges for the issuance of

' confirmation of the availability of funds, prepares and issues letters of award or rejection to

' contractoss and memoranda to relevant Divislons/Units within the Ministry.

| * Provides assistance in the review of requests for Disposal of Public Property from Divisions/Units
within the Ministry/Bepartment, in prepariag nates to the Procurement and Advisory Committee
for teview and approval of the accaunting officer, submits file with notes for the recommendation |
of the Disposal Committee and issues letters / memoranda of approval to the entity. :

® Pravides assistance in generating lists of pre-qualified and registered suppliers of goods and services |
and contractors for the Ministry/Oepartment in the Pracurement Depository and the
Ministry/Department’s internal Registry, ensuring complance with the necessary qualifications,
standards and regulatory requirements, maintains and updates same.
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Pravides support In the submission of relevant documents to the Legal Department of the 1
Ministry/Dapartment for the preparation of draft Contract Agreements and in reviewing and
providing comments on same.,

Provides support in the assessment of subject matter experts and other members of the Evaluation
Committee and the Procurement Disposal Advisory Committees to ensue suitability and integrity
and ability to adhere to ethical standands in procurement and disposal proceedings.

Assists in maintaining a document management system to ensure efficient record-keeping and
retrieval of procurement, retentian disposal and contract management activities, and documents all |
stages of the proturement and disposal cycles.

Provides assistance in the preparation of quarterly reports for review and submission to the Office

of Pracurement Regutation,

Assists in compiling monthly reports to monitor and evaluate effectiveness and efficiency it the
application of measurement of toals in the implementation of procurement, retention and disposal
functions,

Pravides assistance in the preparation of notices/memaranda to relevant employees in respect of
decisions taken by the Office of Procurement Regulation to ensure the effective implementation of |
the procedural procurement guidelines.

Performs other related duties as required. [

| KNOWLEDGE, SKILLS AND ABILITIES _
ff KNOWLEDGE: «  Knowledge of the principles, practices, methods and procedures of

| SKILLS ANDABILITIES: | = SKkillin the conduct of ressarch.
| ]

procurement, retention and disposal management.

s Knowledge of begisiation, policies, procedures, rules and regulations
refated to public procurement and disposal management.

*  Knowledge of research methods, principles and techmiques. .

* Knowledge of relevant computer applications, including i
e-pracurement,

= Baslc knowledge of the Financlal Regulations and Instructions,

Time management and organizational skills,
*  Ability to work efficiently within time constraints or oritical
i deadlines.
Ability to draft clear and precise tender documents and proposals.
= Ability to review and evaluate bid submissions accurately.
| Abllity to interpret legislation, policles, procedures, rules and
regulations pertaining to procurément and disposal of public
property.
=  Ability to maintain confidentiality and integeity in the performance
of duties.
*  Ability to communicate effectively both orally and in writing.
Ability to understand and follow aral and written Instructions.
= Ability to establish and maintain effective warking relationships with
other members of staff and clients.




 MINIMUM EXPERIENCE AND TRAINING: - | |

* Experience in the area of procurement, retcnlmn and disposal of publir. property and trammg 25 i
evidenced by the possession of 3 Diploma in Business Management, Public Sector Managementor a
related field supplemented by a Level 4 Diploma in Procurement and Supply ar equivalent cemfncatmn
from an actredited institution or any equivalent combination of experience and training.






