
 

 

 

 

 
CIRCULAR No. 182                               3rd June, 2021                                            
OSC Ref. C. 655511   
 
Permanent Secretaries, Heads of Department and Chief Executive Officers are asked to invite 
applications from suitably qualified officers in their Ministries/Departments/Agencies to fill the 
following vacant posts in the Ministry of Industry, Investment and Commerce:  
 

                                                 

1. Senior Director, Corporate Services (GMG/SEG 5), in the Corporate Services 
Division, salary range $3,564,000–$4,236,476 per annum and any allowance(s) attached 
to the post. 
 

2. Director, Human Resource Management and Development (GMG/SEG 4), in the 
Corporate Services Division/Human Resource Management and Development 
Branch, salary range $3,032,763–$3,605,002 per annum and any allowance(s) attached 
to the post.   
 

1. Senior Director, Corporate Services (GMG/SEG 5)  
 
Job Purpose 

 
Under the general direction of the Permanent Secretary, and as one of the key advisors to the 

Permanent Secretary, the incumbent provides technical and advisory direction to the staff of the 

Ministry and is responsible for: 

 Providing leadership in all aspects of strategic direction and evidence-based policy relating 
to the provision of Corporate Services in the Ministry. This includes, developing and 
implementing policies that support the achievement of the Ministry’s Strategic Objectives 
and ensuring that Divisions are provided with effective and efficient Corporate Services; 

 Planning, directing, co-ordinating and monitoring the activities of the Corporate 
Communications and PR, Human Resource Management and Development, 
Procurement, Administration, Information Technology, Transportation Management and 
Information, Documentation and Access Services programmes of the Ministry, its 
Departments and Agencies;  

 Ensuring adequate support services are provided and competent and productive persons 
are attracted, selected and retained within the Ministry. Directing and providing advice on 
matters relating to, Procurement, Asset Management, Organizational Development, 
PMAS, Access to Information, Transportation and Office Services ensuring their 
responsiveness to the changing needs and requirements of the Ministry;  
Ensuring that Strategic objectives and targets are actualized in line with the Ministry’s 

Strategic goals. 

 

Key Responsibilities 
  

Technical/Professional: 
 
Strategic Management: 

 Develops and monitors the implementation of the Corporate Service’s Corporate and 
Operational Plans. 

 Determines objectives and priorities within programmes for each Unit and provides  
co-ordination and integration of related policies and programme initiatives;  

 Prepares and manages the Division’s Annual Budget in an efficient, effective and 
economical manner in accordance with the relevant legislations;  

 Guides the development and review of a comprehensive Human Resource Management 
and Development (HRMD) strategy within the Ministry, its Agencies and Departments; 

 Ensures the implementation of the Corporate Services strategy and policies within the 
framework of the Public Service Regulations, Staff Orders and other regulations, within 
the Ministry by: 
 Supporting the recruitment, retention, welfare, training, development and 

performance assessment of staff, according to the guidelines of the Public Sector 
Human Resources policy and as stipulated in the Accountability Agreement between 
the Public Service Commission and the Permanent Secretary under Delegated 
Authority; 
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 Ensures that policy revisions are communicated, understood and are reflected in the 
Corporate Service’s strategy; 

 Ensures that operating procedures and Manuals are developed and continuously up to 
date and in compliance with Government regulations; 

 Analyses trends and changes in global Human Resource Management and Development, 
Records Information Management, Information Technology and other management 
issues and recommends their implementation/adoption where necessary to 
enhance/improve the quality of Corporate Services in the Ministry and its Departments 
and Agencies; 

 Ensures the periodic review and analyses of the Ministry's structure and manpower needs 
and makes recommendations for adjustments where necessary to meet the changing 
requirements of corporate objectives as indicated in the Ministry’s Strategic Planning 
process;  

 Develops and implements Employee Relations initiatives and programmes that address 
the physical, emotional and psychological well-being of employees; 

 Oversees and provides general guidance and advice to Senior Managers regarding the 
development/review of Divisional structures to assist in the process of effective 
Organizational Development; 

 Provides advice and guidance for the Performance Management and Appraisal System 
(PMAS) for effective utilization and allocation of staff and maximum Organization 
productivity; 

 Oversees the design of Work Plans and programmes for the Corporate Services and 
provides technical advice to MIIC's Agencies on this initiative, ensuring staff is effectively 
utilized and productivity optimized;  

 Oversees and ensures the delivery of Corporate Services to the Ministry and assigned 
entities in a manner that creates and enhances the credibility of the Division;  

 Establishes and maintains Systems/Programmes to foster a culture of “service and team 
work” within the Corporate Services; 

 Establishes and maintains effective relationships with management and staff to help gain 
confidence and co-operation in the delivery of Human Resource and other services; 

 Establishes sub-committees/work groups to support the delivery of Corporate Services; 

 Prepares and submits activity/performance, special and other reports as required. 

 Ensures that measures are implemented to facilitate rigorous audit of each Unit’s role;  

 Evaluates the effectiveness of each Corporate Service to give critical information for 
strategic management and implements methods to correct weaknesses; 

 Represents the Ministry at meetings/conferences and other fora and prepares reports as 
required. 

 
Human Resource Management and Development:  

 Monitors the administration of policies and programmes ensuring consistency, equity and 
the maintenance of good HRMD practices; 

 Ensures that Human Resource policies are documented, continuously up-dated, 
effectively communicated and easily accessible to staff;  

 Co-ordinates the development and leads the implementation and administration of a 
Performance Management Programme that facilitates fairness, transparency and 
objectivity with appropriate systems of rewards and sanctions; 

 Oversees the effective administration of the promotion, retirement, training, discipline, 
leave, compensation, separation and transfer policies in keeping with Government 
regulations; 

 Ensures that HRIMS/eCensus and related systems are efficiently managed and the 
security of Staff Records are maintained; 

 Provides leadership in the establishment of staff recreational activities and overseas the 
administration of Staff Welfare Programmes ensuring effectiveness and equity; 

 Develops and oversees the implementation of an effective recruitment and selection 
programme aimed at selecting and retaining competent and productive employees, in 
keeping with establish Government guidelines; 

 Ensures the smooth and timely arrangements are made for the transfer of staff to and 
from the Ministry;  

 Oversees the development and implementation of a Corporate Training Plan to meet the 
needs of the Ministry in achieving the strategic goals and objectives; 

 Provides leadership and guidance in the development, implementation and maintenance 
of a Succession Planning Programme to ensure continuity of skills and competencies in 
the Ministry and its Agencies, including personnel development and career advancement 
of employees; 

 Establishes an employee development programme which provides opportunities for 
maximizing the potential of employees and identifying career development options;  

 Directs and guides the development of the Ministry’s Training and Development policies, 
manuals, handbooks and other related information guidelines;  

 Directs the development and implementation of training programmes and initiatives that 
support the strategic objectives of the Division and the Ministry; 
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 Overseas the assessment of the effects of training and development programmes on the 
achievement of the Ministry’s Strategic objectives; 

 Ensures that staff is properly oriented and socialized into the culture of the Organization; 

 Provides guidance to staff in the Division through coaching, mentoring, training, and 
relevant assistance and support as needed;  

 Develops a framework for the execution of a modernisation Agenda in the MIIC and its 
Agencies, consistent with model approaches recommended by Cabinet Office and other 
best practices; 

 Ensures the implementation of a PMAS in MIIC and its Agencies by providing leadership 
and guidance to facilitate effective and efficient implementation of all facet of the initiative; 

 Ensures connection/correlation between the Ministry’s Performance Management 
Systems and Employee Performance Management Systems with a view to promote and 
facilitate a performance culture; 

 Advises Divisional Heads, Managers and general Ministry staff on PMAS related matters; 

 Oversees the development and implementation of PMAS resources (manuals, templates, 
policies and procedures) for the Ministry and its Portfolio entities;  

 Manages the PMAS Recognition and Rewards System;  

 Provides the technical inputs to an Agenda for business process re-engineering and 
general modernization initiatives in MIIC and its Agencies; 

 Implements and monitor transition processes/programmes within the Ministry to ensure 
that reorganization is in keeping with GOJ policies; 

 Assists with the implementation and monitoring of transition processes/programmes in the 
Ministry’s entities as directed; 

 Ensures the periodic review and analyses of the Ministry's structure and manpower needs 
and makes recommendations for adjustments where necessary to meet the changing 
requirements of corporate objectives as indicated in the Ministry’s Strategic Planning 
process. 

 Oversees and provides general guidance and advice to Senior Managers regarding the 
development/review of Divisional structures to assist in the process of effective 
Organizational Development; 

 Leads the Ministry’s Change Management processes with a view to increase its efficiency 
and effectiveness; 

 Directs the development and review of all Ministry restructuring and reorganization 
proposals; 

 Conduct job audits and diagnostics reviews; 

 Collaborates with managers to develop and implement a Succession Planning 
Programme for the Ministry;  

 Develops and oversees the implementation of Strategic plans/programmes to promote a 
healthy and proactive Industrial Relations climate and ensures the timely implementation 
of Industrial Relations decisions; 

 Develops and implements Employee Relations initiatives and programmes that address 
the physical, emotional and psychological well-being of employees;  

 Provides advice and guidance to Directors and line Managers of related Agencies and 
Departments in handling Industrial Relations issues; 

 Oversees the administration of the discipline and grievance procedures ensuring 
consistency and fairness and promotes a harmonious and productive work environment; 

 Establishes and maintains an effective and harmonious relationship with Trade Unions 
and Staff Associations representing employees within the Ministry and assigned entities; 

 Manages/ensures that the welfare and development needs of direct reports and staff in 
the Division are identified and addressed through effective performance management, 
training and development;  

 Provides leadership and guidance to direct reports and other staff through effective 
objective setting, delegation, coaching, mentoring and communication;  

 Ensures that the Division’s staff has sufficient and appropriate physical resources to 
enable them to undertake their duties efficiently and effectively; 

 Develops and manages the performance of direct reports and other staff in relation to 
Work Plans in the Division by conducting periodic Performance Appraisals and 
recommending training or initiates corrective actions where necessary to improve 
performance. 
 

Office Administration /Customer Service/Procurement and Inventory Management:  

 Leads the development and oversees the implementation of administrative policies and 
procedures in-keeping with Government guidelines and regulations;  

 Ensures that submissions to the Procurement Committee conform to the approved policies 
and procedures and ensures that the Permanent Secretary is advised of the decisions of 
the Committee; 

 Monitors procurement of equipment and general supplies to ensure adherence with quality 
requirements, financial guidelines/regulations and GoJ procurement guidelines;  

 Oversees the implementation of the procurement policies and procedures, which fosters 
cost savings and value for money; 
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 Reviews and updates the Ministry’s Citizen’s Charter; 

 Establishes and maintains Customer Service Improvement Team; 

 Develops and implements the Ministry’s Customer Service Improvement Programmes; 

 Ensures the maintenance of an Inventory Management System and the establishment of 
a Preventative Maintenance programme for the Ministries’ motor vehicles, furniture and 
equipment;  

 Guides the development of a Safety and Security Programme including Disaster 
Preparedness Plan to protect the Ministries’ Human Resources, physical and other assets; 

 Ensures the availability of adequate ancillary support service including janitorial, 
messenger and transportation services; 

 Reviews security procedures and ensures security measures are in place for the 
protection of staff and property during and after working hours as appropriate;  

 Oversees projects for major refurbishing and/or repairs of office space, furniture and 
equipment and other assets; 

 Oversees the preservation and maintenance of a clean and attractive environment 
conducive to achieving the highest level of efficiency and effectiveness; 

 
 

Documentation/Records Management and Information Access Services:  

 Ensures the effective administration of the Access to Information Act by: 
 Overseeing the provision of public access to records/information in keeping with the 

legislative requirements; 
 Developing plans for the modernization of Records Management including 

digitization of records; 
 Participating in the development/establishment of appropriate policies, standards 

and general procedures in relation to review, appraisal, retention, tracking and 
retrieval of records; 

 Establishing mechanisms for performance measurement with respect to the Records 
Management System (s) to identify whether or not the information is being managed 
efficiently and cost effective; 

 Overseeing the establishment of systems and procedures to effectively manage the 
Registry and the maintenance of efficient Records Management System; 

 Ensuring that the library is adequately equipped and is user friendly and accessible 
to the general public. 

 
Corporate Communications & Information Technology:  

 Oversees the provision of an effective Corporate Communications Public Relations and 
Education machinery for the Ministry and Political Directorate; 

 Ensures that appropriate Communication and Knowledge Management systems are in 
place to facilitate the dissemination of accurate and timely information within the Ministry; 
to its associated Agencies and to the media/general public;  

 Ensures the provision of leadership and guidance to all Units, Departments and Divisions 
within the Ministry on communication and public affairs matters; 

 Oversees the provision of Information Technology Systems to transform and modernize 
the operations of the Ministry; 

 Ensures the development and implementation of an Information Systems strategy for the 
Ministry;  

 Promotes the use of Information Technology as an Agent to transform and modernize the 
Ministry’s operations and strategies; 

 Ensures the design and development of new enabling technologies to support key 
initiatives that cut across the Ministry and its Departments.  

  
Policy Advice:  

 Assumes responsibilities as a member of the Executive Body of the Ministry for providing 
leadership and assisting to guide the strategic direction and overall achievements of its 
Policy Agenda and the development of Corporate Services;  

 Provides policy interpretation, guidance/advice to the Permanent Secretary and Unit and 
Division Managers/Directors to ensure effective co-ordination of the Ministry’s functions 
and compliance with/adherence to existing Public Service regulations/policies;  

 Oversees the development and implementation of modernized corporate policies and 
services and ensures that they remain responsive to the changing needs and 
requirements of the Ministry.  

 Improves efficiency and ensures cost reduction by initiating innovation and or changes in 
internal management approaches, practices, systems, procedures and policies.  

 Encourage compliance by sharing policy/procedural changes and other relevant issues 
with staff; 

 Attends Public Accounts Committee meetings and Budget Debates at the Ministry of 
Finance and other relevant events/meetings when required; 

 Provides leadership and advise on the Human Resource Executive Committee in relation 
to the delegated functions of the Ministry; 
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 Leads/participates in cross-functional groups/teams as required;  

 Establishes and maintains a network of Human Resource Management and 
Administration practitioners in the Public and Private Sectors as a means of information 
sharing and professional development; 

 Periodically visits offices or entities (that are located off the main Ministry compound) to 
ensure that Corporate Services policies and practices are adhered to;  

 Provides guidance to the Ministry’s reporting Agencies/Entities/Departments on Human 
Resource Management and Administration related matters.  

 
Management/Administrative:  

 Undertakes planning with Senior staff to determine targets and goals for the activities of 
the Corporate Services Division, ensuring standardization of accompanying procedures;  

 Leads the development of the Division’s Strategic/Operational Plan and Budget; 

 Establishes quality Customer Service principles, standards and measurements for the 
Division;   

 Develops Individual Work Plan based on strategic alignment with MIIC’s Strategic 
Business Plan and Operational Plan; 

 Establishes and maintains various Corporate Services Committees that make 
recommendations for the implementation of improved procedures and systems;  

 Represents the MIIC at meetings, conferences and other fora as needed. 
 

Human Resources: 

 Provides leadership and guidance through effective planning, delegation, communication, 
training, mentoring and coaching; 

 Evaluates and monitors the performance of staff in the Branch and implements 
appropriate strategies; 

 Co-ordinates the development of Individual Work Plans and recommends performance 
targets for the staff assigned; 

 Participates in the recruitment and training of staff of the Division; 

 Recommends transfer, promotion and leave in accordance with established Human 
Resource Policies and Procedures; 

 Identifies skill/competency gaps and contributes to the development of a Succession Plan 
for the Division to ensure adequate staff capacity; 

 Monitors the performance of staff and facilitates the timely and accurate completion of the 
staff Annual Performance Appraisals and other periodic reviews; 

 Ensures the well-being of staff is supervised; 

 Effects disciplinary measures in keeping with established guidelines/practices; 

 Performs all other related duties and functions as may be required from time to time. 
 
Required Knowledge, Skills and Competencies 
 

Core: 
 

 Good oral and written communication skills 

 Customer and quality focus  

 Teamwork and co-operation 

 Integrity  

 Compliance  

 Interpersonal skills 

 Change Management  

 
Technical:  

 
 Excellent knowledge of Government Administration Systems, Corporate Planning, Labour 

Laws and Industrial Relations Practices, Staff Orders, Public Service Regulations, Access 
to Information, Procurement Guidelines and other policies that governs HRM and 
Administration  

 Strong consultative competencies in guiding communication approaches in support of 
executive leaders and business strategy  

 Excellent Human Resource Management skills 

 Ability to analyze and interpret financial and other corporate information for decision 
making 

 Ability to exercise sound judgement and convictions of purpose in unfavourable or 
unpopular situations.  

 Ability to prioritize amongst conflicting demands and make rational decisions based on 
sound understanding of the facts in limited time 

 Excellent knowledge and understanding of corporate functions and their potential strategic 
contribution 

 Ability to manage limited resources in order to achieve challenging output targets 
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 Ability to effectively lead, manage and motivate staff and influence others 

 Demonstrate a high level of integrity and confidentiality  

 Ability to demonstrate good persuasive, negotiating and conflict resolution skills 

 Comprehensive knowledge of Government of Jamaica Planning and Policy Formulation 

 Comprehensive knowledge of Strategic Planning processes 

 Practical knowledge of information technology and productivity solutions 
 

Minimum Required Education and Experience 
 

 Master’s Degree in Management Studies/Business Administration/Public Sector 
Management or related disciplines from a recognized tertiary institution; 

 Eight (8) years related experience, with at least five (5) years Senior Management 
experience; 

 Change Management training; 

 Proven experience in managing change successfully 
 

Special Condition Associated with the Job 
 

 Work will be conducted in an office outfitted with standard office equipment and 
specialized software.  The environment is fast paced with on-going interactions with critical 
stakeholders and meeting tight deadlines which will result in high degrees of pressure, on 
occasions. The incumbent will be exposed to dirt, dust, hot and humid conditions on 
project sites. Additionally, frequent intra island travel and extended working hours is 
required. May be required to travel internationally to attend conferences, seminars and 
meetings. 
 

2.  Director, Human Resource Management and Development (GMG/SEG 4) 
 

Job Purpose 
 

Under the general direction of the Senior Director, Corporate Services (GMG/SEG 5), the 
Director, HRM&D provides technical and supervisory direction to the staff of the Human Resource 
Management and Development Branch and serves as one of the key advisor to the Permanent 
Secretary and Senior Directors on Human Resource Management and Development (HRM&D) 
issues.   
 
The incumbent is required to plan, organize, develop and administer uniform Human Resource 
Management and development policies, procedures and programmes, as well as provide support 
and technical advice and decision making in the areas of Human Resource Management, 
Organizational Development, Industrial Relations, Human Resource Development, Records 
Management and the relevant Government regulations. 
 
Key Responsibilities 

 
Management/Administrative: 

 Participates in the Ministry’s Strategic Planning process and develops the HRM&D input 
of the Strategic Plan;  

 Co-ordinates the development of Operational Plans and Budget for the Unit and monitors 
the implementation of the Plan and Budget to ensure that the Unit’s work is carried out 
according to plan and within Budget and that the agreed targets are met; 

 Develops, reviews constantly and revises relevant policies, internal work systems and 
procedures to assure consistent quality Human Resource and Administrative Services; 

 Ensures that policies and procedures are appropriately documented and disseminated to 
staff; 

 Provides professional advice/guidance to the Permanent Secretary, Senior Directors, 
Managers and employees in the interpretation and appreciation of HRM&D policies and 
procedures;  

 Provides technical expertise to HR related issues; 

 Represents the Ministry at meetings, conferences and HRM&D related fora; 

 Chairs or serves as a member of various Management Committees to facilitate collective 
decision-making on critical management issues and or provides technical advice. 

 
 
Technical/Professional: 
 
Manages/administers the implementation of the Human Resource policies in keeping with 
staff orders and approved regulations/guideline by the competent authorities by: 

 Interpreting and implementing Government’s HR policies; 
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 Ensuring that new or revised policies are implemented by the Staff and fully understood; 

 Undertaking planning with Section Heads to determined targets and goals for the activities 
of the Branch; 

 Maintaining networks links with HR practitioners to keep abreast of new developments 
and best practices; 

 Identifing area where Human Resource improvements are needed and developing 
proposal to rectify same; 

 Evaluating and approving for implementation, policy proposals submitted by staff at any 
level that will improve the efficiency and effectiveness of the Organization; 
 

Supports the Manpower requirements of the Ministry of Industry, Investment & Commerce 
by: 

 Recommending and interpreting the Ministry’s recruitment and termination policies; 

 Matching current employees with the approved establishment and arranging to fill existing 
vacancies; 

 Evaluating the effectiveness of present manpower in the Ministry and developing method 
effectively utilizing available Human Resource; 

 Co-ordinating the Human Resource requirements of the Ministry’s programmes including 
Budgeting and Planning; 

 Co-ordinating the implementation of Succession Planning for all Divisions with the 
Ministry; 

 Planning/co-ordinating the interviewing processes; 

 Siting on interviewing panel; 

 Arranging for placement of new recruits and ensuring that transfers are effected; 

 Providing and administering appropriate selections tools; 

 Negotiating terms of contract in keeping with the Ministry of Industry, Investment & 
Commerce; 

 Seeking approval for contract in respect of staff recruited on a contractual basis; 

 Ensuring that payment of gratuity and Terminal Grants are in keeping with terms of 
contract. 

 
Directs the recruitment and retention of high calibre staff that matches the requirements 
of the Organization by: 

 Chairing the interview panel for recruits of Senior Management Placements; 

 Recommending and guiding the development of the Ministry’s Recruitment and 
Termination policies; 

 Ensuring that fair and impartial disciplinary actions are taken and that policies and 
procedures are followed; 

 Monitoring the HR functions to ascertain the effects on the operations of the Division and 
making recommendations for improvements. 
 

Monitors the operation of Staff Welfare Programmes by: 

 Advising individual member of staff of all benefits for which he/she is eligible in keeping 
with condition of service of policy enforce from time to time; 

 Advising Heads of Sections on matters affecting staff welfare; 

 Compiling list of persons whose careers have been inactive for more than five (5) years in 
accordance with agreed guidelines for the Ministry’s Career Counselling Programme; 

 Collaborating with (Public Sector Employees Assistance Programmes) (PSEAP) Cabinet 
Office and conducting sessions with employee’s individuality; 

 Implements HR intervention strategies (Eg. Counselling, training and/or staff relations); 

 Ensuring that arrangements for medical examination of permanently appointed staff 
members are made; 

 Promoting and facilitating staff recreational activities. 
 

Monitors the operation of staff development programme;  

 Participates in the identification of training needs and the planning and implementation of 
training initiatives for the development of the Ministry’s employees; 

 Ensures the provision of training reports and the conduct of training needs surveys to 
guide policy decision-making; 

 Determines in accordance with set guidelines which applications for Study Leave and 
overseas Training Conference are to be recommended for approval. 
 

Ensures that the personnel Record Management Systems and Databases are updated and 
maintained by: 

 Developing efficient and effective personnel Records System in collaboration with 
Director, Human Resource Management & Development and Records Officer; 

 Keeping all rules and regulations which affect staff current and posted for their information. 
 
 



8 
 

Leads and manages the Human Resource Management Unit in achieving its objectives by: 

 Providing information/statistics on Human Resource to the Director, Corporate Affairs and 
Administration and the Permanent Secretary; 

 Making submission to the Ministry of Finance and the Public Service; 

 Conducting periodic reviews of supervisees in accordance with work plans; 

 Conducting final assessments of supervisees based on performance assessment criteria 
and preparing performance reports; 

 Signing Performance Management Report; 

 Developing and managing the performance of the Section and its staff including 
transferring skills, motivating staff, setting performance targets, monitoring performance, 
providing feedback to staff and arranging for training; 

 Ensuring that staff has sufficient and appropriate physical resources to undertake their 
duties efficiently and effectively. 
 

Implements the Performance Management Appraisal System (PMAS) by: 

 Providing guidance to Ministry’s staff in the preparation of their Work Plans; 

 Ensuring that all divisions complete and return their Work Plan in a timely manner; 

 Reviews Work Plans and performance reports for the staff of the Ministry and ensuring 
that performance indicators are measurable; 

 Implementing the recognition/reward system; 

 Providing feedback to Divisional Heads and recommending areas for improvements as 
necessary; 

 Conducting follow-up measures resulting from reviews and feedback sessions; 

 Receiving employee’s complaints and offer guidance and counselling. 
 

Promotes/enhances harmonious Industrial Relations climate by: 

 Overseeing the Industrial Relations Programmes; participating in meetings, conferences 
with representatives of Trade Unions and staff associations to negotiate contract 
agreements, monitoring the administration of Collective Bargaining Agreements, 
investigates and resolves grievances or arrange mediation/arbitration; 

 Maintaining good relations with unionized and the non-unionized staff; 

 Intervening in negotiations in cases where there is deadlock; 

 Initiating and developing strategic and tactical plans/programmes which will promote a 
healthy and proactive Industrial Relations Climate; 

 Ensuring that Industrial Relations decisions are implemented in a timely manner. 
 
Human Resource: 

 Monitors and evaluates the performance of direct reports, prepares performance 
appraisals and recommend and/or initiates corrective action where necessary to improve 
performance and/or attaining established personal and/or organizational goals; 

 Participates in the recruitment of staff for the Division/Unit and recommends transfer, 
promotion, termination and leave in accordance with established Human Resource 
policies and procedures; 

 Develops and implements a Succession Planning Programme for the Ministry/Division to 
facilitate continuity and the availability of required skills and competencies to meet the 
needs of the Division; 

 Provides leadership and guidance to direct reports through effective planning, delegation, 
communication, training, mentoring and coaching; 

 Ensures the welfare and developmental needs of staff in the Division/Unit are clearly 
identified and addressed; 

 Establishes and maintains a system that fosters a culture of teamwork, employee 
empowerment and commitment to the Division’s and Organization’s goals; 

 Performs any other related duties that may be assigned. 
 

Required Knowledge, Skills and Competencies 
 
Core: 
 

 Oral and written communication skills 

 Leadership skills 

 Time Management skills 

 Integrity 

 Teamwork and co-operation 

 Customer Service and interpersonal skills 

 Planning and Organization skills 

 Problem Solving and Decision-Making skills 

 People Management skills 

 Ability to impact and influence 
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Technical: 

 

 Excellent knowledge of Government’s Human Resource policies, regulation and 
procedures  

 Sound knowledge of Staff Orders and Public Service regulations, policies and procedures 
Excellent knowledge of the principles and practices of Human Resources Administration; 
including recruitment and selection, classification and compensation, job analysis, 
benefits administration, labour relations and training  

 Knowledge of Programme Budgeting and Financial Management  

 Ability to interpret policies, procedures, analyze complex problems and adopt effective 
course of action  

 General knowledge of the operations of Government rules, regulations and procedures 
Knowledge of long-range planning concepts and principles  

 Good knowledge of Labour Laws and Industrial Relations practices 

 Proficiency in the use of relevant computer applications 

 Methodical  

 Change Management skills  

 Project Management skills  

 Conflict Management skills  

 Analytical Skills 
 
Minimum Required Education and Experience 

 

 Any combination equivalent to a Bachelor’s Degree in Business or Public Administration, 
Human Resource Management, Psychology, Industrial Relations, Political Science or a 
related field; 

 Five (5) years progressively responsible experience administering the Human Resource 
functions of an Organization;   

 Master’s level work in any of the above fields and Public Sector experience are desirable 
 
Special Condition Associated with the Job 
 

 Traveling to various locations to perform work-related functions and/or attend meetings. 
 

Applications accompanied by résumés should be submitted no later than Wednesday,                             
16th June, 2021 to: 
 

Senior Director 
 Human Resource Management and Development Division 
 Ministry of Agriculture and Fisheries 
 Hope Gardens 
 Kingston 6 
 

   Email: hrm@moa.gov.jm 

             

Please note that only shortlisted applicants will be contacted.   
 
Please ensure that a copy of this circular is placed at a strategic position on the Notice 
Board of the Ministry/Department/Agency and brought to the attention of all eligible 
officers. 
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