
 

 

 

 
 
 
CIRCULAR No. 314                                                                13th July, 2023                                            
OSC Ref. C.64999   
 
Permanent Secretaries, Heads of Department and Chief Executive Officers are asked to invite 
applications from suitably qualified officers in their Ministries/Departments/Agencies to be 
assigned to/fill the following posts in the Department of Correctional Services: 
 

1. Director, Modernisation and Reform (GMG/SEG 4) – Executive Office, Office of the 
Commissioner of Corrections – (Temporary), salary range $5,597,715 - $7,528,305     
per annum (Pay Band 10). 
 

2. Welfare Case Manager (SWG/PS 3) – Rehabilitation Branch, Rehabilitation and 
Probation Aftercare Division – (Vacant), salary range $4,594,306 - $6,178,830               
per annum (Pay Band 9). 

 
3. Superintendent of Stores (GMG/AM 3) – Stores Section, Administration Branch, 

Human Resource Management and Administration Division – (Vacant), salary range 
$1,984,305 – $2,668,670 per annum (Pay Band 5). 
 
 

1. Director, Modernisation and Reform (GMG/SEG 4)                                         
 

Job Purpose 
 
Under the general direction of the Commissioner of Corrections, the Director, Modernisation and 
Reform, is responsible for leading the implementation of specified areas of the DCS 
Modernisation process. He/she will develop/recommend effective organizational development 
and change management solutions for adoption and implementation within the Organization. The 
incumbent will serve as a Strategic Business Partner, Change Agent and Internal consultant to 
senior management with a view to improve the efficiency and effectiveness of the Department’s 
Corporate, Rehabilitation and Custodial Operations.  This includes the redesign of processes to 
enable smooth and seamless execution of deliverables, analysis, report preparation and 
implementation of interventions to help Divisions and their Senior Managers and Supervisors as 
they go through the process of change. In addition to his/her responsibilities as the Director, 
Modernisation and Reform, he/she may be required to provide specific technical inputs to other 
initiatives under the Modernization Programme. The Director will also be responsible for 
identifying risks associated with current structure and staffing and develop Risk Mitigation 
Strategies. 
 

Key Responsibilities  
 
Managerial/Administrative: 

• Prepares and submits reports and other documents requested in a timely manner to 
ensure effective monitoring and management of individual activities/work streams; 

• Prepares Monthly, Quarterly and Annual Progress Reports on achievements based on 
targets outlined in the Annual OD Plan and the continuous monitoring of such targets;  

• Develops and monitors the implementation of the Unit’s Operational Plan; 

• Prepares and manages the Unit’s Annual Budget in an efficient, effective and economical 
manner; 

• Develops/reviews and implements operational systems and procedures to guide the 
activities of the Unit; 

• Develops and maintains, in collaboration with the Human Resource Management Division, 
a Succession Planning Programme, to ensure continuity of skills and competencies in the 
Unit and personal development and career advancement of employees; 

• Establishes and maintains systems/programmes to foster a culture of “service and team 
work” within the Unit; 

• Examines the Department’s Corporate Plan, directives and relevant reports to inform the 
development of the Organizational Development Framework and Plan; Assesses internal 
and external Audit Reports and identifies issues to inform the Annual OD Strategy and 
Plan; 

• Provides guidance to staff through coaching, mentoring and training, providing assistance 
and support as needed; 
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• Provides guidance/advice to the Commissioner, on matters relating to policy issues; 

• Identifies policy gaps and recommends policy options to the Senior Directors; 

• Represents the Department at meetings, seminars and special Committees as directed. 
 
Technical/Professional: 
Modernisation and Reform 

• Provides leadership for the modernization initiatives within the Department; 

• Collaborates with the Ministry of National Security (MNS) and the Cabinet Office to ensure 
that the Modernization Agenda of the DCS is in accordance with Government of Jamaica’s 
plans and programmes; 

• Participates in and promotes the Corporate Planning process and supports the 
implementation of the modernization and reform initiatives; 

• Supports the management of the Performance Management process and other reform 
initiatives; 

• Consults with the Senior Management Team and derives strategic objectives and priorities 
to inform the Annual OD Strategy and Plan. 

 
Strategic Organizational Development 

• Conducts research studies of physical work environments, organizational structures, 
communication systems, group interactions, morale, and motivation in order to assess 
organizational functioning; 

• Leads strategic reviews of the DCS systems, processes, structure and organizational 
arrangements; 

• Documents and follows up on areas in need of strengthening in terms of structure, systems 
and processes to inform the OD Planning Process Reviews and approves charts of 
existing and proposed organizational structures; 

• Develops specific recommendations/solutions to problems identified, including changes in 
organization and dimension of work boundaries, and relationships regarding: 

✓ Authority and accountability  
✓ Functional and Organizational Structure 
✓ Span of control  
✓ Channel of coordination and communication 
✓ Existing Legislation 
✓ Manpower utilization 
✓ Forms; and  
✓ Office layout 

• Examines the operations and workflow of the selected functional areas to determine 
systemic weaknesses (e.g. duplication/overlaps, waste) as well as activities that do not 
add value to the work process; 

• Analyzes existing Job Profiles and Descriptions and re-designs where appropriate and/or 
evaluates the jobs; 

• Reviews and approves new and revised Job Descriptions 

• Analyzes job requirements and content in order to establish criteria for classification, 
selection, training, and other related personnel functions; 

• Leads or as part of Project Team, the engineering/re-engineering of business processes; 
organizational re-design; the implementation of Human Resource requirements and 
transition arrangements; the development of specific functions such as HRM, Policy 
Development; implementation of programmes for capacity development; culture and 
Change Management processes; 

• Makes recommendations for performance improvement; developing specific solutions to 
identified problems, including: 

✓ Changes in the Organization and Division of work  
✓ Boundaries and relationships regarding authority and accountability 
✓ Organizational structures, spans of control, channels of co-ordination and 

communication  
✓ Reporting, control and appraisal; operating methods and procedures and the 

duties and authorization of individual positions 

• Develops interview techniques, rating scales, and psychological tests used to assess 
skills, abilities, and interests for the purpose of employee selection, placement, and 
promotion. 

 
Change Management 

• Designs a programme to infuse the culture of ‘managing for results’ in the Correctional 
Services in order to enhance the capacity of the organization to meet stated objectives. 

• Implements activities and communication within the Department that articulates:  
✓ A comprehensive understanding of the OD Function  
✓ The Annual OD Programme and Plan  
✓ OD Framework and Strategy 
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• Leads or participates in presentations to internal and external stakeholders on findings 

and recommendations emerging from management reviews to obtain buy-in and 

commitment to implementation; 

• Leads or participates in presentations to internal and external stakeholders on findings 
and recommendations emerging from management reviews to obtain buy-in and 
commitment to implementation; 

• Provide strategic advice, recommendations and effective management support to 
Senior/Executive Management on appropriate organizational development and change 
management issues at the Unit and Divisional levels; 

• Facilitates Workshops and other interventions for the collection of information and the 
identification of issues affecting the optimization of performance within the DCS; 

• Facilitates the roll-out of Modernization and Change Management initiatives under the 
DCS Transformation and Modernization Programme; 

• Provides Change Management input for all projects and programmes; 

• Provides Strategic advice to the Senior Directors on project determination, initiation, 
execution, and delivery; 

• Reviews and quality assures Change Management deliverables produced by Team 
Members;  

• Advises the Senior Directors on the development of clear proposals for the implementation 
of new initiatives, including the identification/clarification of deliverables, implementation 
modalities, and the design of Change Management Strategies and Plans 
(Communication, Change Management, Risk, Human Resource transitioning). 

 
Risk Management 

• Assists with Risk Management for internal projects and programmes; identifies complex 
issues related to change management and implementation needing to be addressed; 
advises Senior Directors on issues and risks requiring remedial action and makes 
recommendations; 

• Advises management concerning personnel, managerial, and other policies and practices 
and their potential effects on organizational effectiveness and efficiency; 

• Writes reports on research findings and implications in order to contribute to general 
knowledge and to suggest potential changes in organizational functioning; 

• Studies internal customers'/public’s/staff reactions to new systems, processes, policies 
and communication efforts, using surveys and tests; 

• Analyzes data, using statistical methods and applications, in order to evaluate the 
outcomes and effectiveness of workplace programmes; 

• Establishes stakeholder relationships to obtain buy-in at all levels within the DCS and with 
external stakeholders, such as Trade Unions; 

• Leads the development of mechanisms for monitoring customer feedback and measuring 
customer satisfaction with the impact of modernization initiatives. 
 

Policy Management 

• Collaborates with the Commissioner of Corrections, in determining policy priorities in 
relation to the modernization of the Correctional Services; 

• Leads the development of policies relevant to the modernization initiatives at the 
Department level for inclusion in higher level policy consistent with priorities of 
Government as may be required; 

• Directs the development of key indicators to measure the performance of policies and 
programmes being implemented to support modernization initiatives; 

• Guides the development of evaluation tools in determining the effectiveness of policies 
and plans that supports the modernization initiatives; 

• Collaborates with key stakeholders and other resource persons to analyze and review 
specific policies and modernization initiatives and advises the Commissioner of 
Corrections, of possible implications, views and reactions before implementation; 

• Analyzes and projects trends in the Correctional operations which will necessitate the 
need for the development of new policies, processes and programmes to address issues 
in the delivery of corporate, rehabilitation and security services; 

• Determines, in collaboration with the Legal Officer, where legislative changes are 
necessary to allow for policy changes required to implement modernization initiatives. 

 
Human Resource Management: 

• Provides leadership to staff through effective objective setting, delegation and 
communication; 

• Identifies and manages the developmental and welfare needs of reports; 

• Monitors and evaluates the performance of direct reports, prepares Performance 
Appraisals, and recommends 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 Unit and recommends transfer, promotion, 
termination in accordance with established Human Resource policies and procedures;  
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• Recommends Vacation Leave and approves Sick and Departmental Leave; 

• Recommends disciplinary action in keeping with established Human Resource policies; 

• Ensures that staff is provided with adequate and appropriate physical resources to enable 
them to undertake their duties efficiently and effectively; 

• Ensures that appropriate communication and knowledge management systems are in 
place with other Units to facilitate the sharing of relevant information in an accurate and 
timely manner; 

• Ensures the timely delivery of information for the DCS’s Corporate Planning and 
Budgeting process; 

• Motivates employees to achieve peak productivity and performance; 

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

• Establishes and maintains an environment that fosters a culture of teamwork, employees’ 
empowerment and commitment to the unit and the organization’s goals; 

• Organizes workshops and other developmental programmes for staff in keeping with 
agreed guidelines; 

• Coaches and develops the competencies of personnel; 

• Ensures that training and other development needs of employees are adequately 
identified and addressed; 

• Promotes the building of institutional knowledge for the Unit by ensuring that established 
systems and procedures are documented and disseminated.  

 
Other: 

• Performs any other related duties that may be assigned from time to time, not specifically 
outlined within the Job Description but are within the capacity, qualifications and 
experience normally expected from a person occupying this position. 

 

Required Knowledge, Skills and Competencies 
 
Core: 

• Excellent critical thinking and analytical skills 

• The ability to prioritize amongst conflicting demands 

• Training and facilitation skills 

• Strong leadership skills 

• Good interpersonal and people management skills 

• Excellent oral and written communication skills  

• Good problem-solving and decision-making skills 

• Project management and risk management skills 

• Ability to work on own initiative 

• Ability to work in a team 

• Excellent planning and organizing skills 

 

Technical: 

• Organizational behaviour/organization development knowledge, policy development, risk 
management and change management intervention skills 

• Practical knowledge of the applied use of information technology and productivity 
software, such as Microsoft Office 

• Sound knowledge of project management methodologies 

• Strategic Vision  

• Analytical thinking  

• Ability to manage external relationships  

• Excellent leadership and people management skills  

• Impact and influence  

• Financial and Business Acumen 

• Excellent social skills  

• Methodical  

• Excellent problem-solving and decision-making skills 

• Good use of technology  
 

Minimum Required Qualification and Experience 
 

• Master’s Degree in Human Resource Management, Business/Public 
Administration/Public Sector Management, Economics;  

• Supervisory Management training and experience; 

• Specialized training in Management Consultancy/Analysis and Project Management; 

• Specialized training in Policy/Corporate Planning, Performance and Evaluation 
Methodology;  

• Seven (7) years of relevant management experience. 
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Special Conditions Associated with the Job  
 

• Required to be the holder of a valid Driver’s License and a reliable motor vehicle; 

• May be required to work beyond the normal working hours; 

• Exposure to high-risk environment within Correctional Facilities and their environs; 

• Extensive degree of travelling required on a periodic basis to all areas of operations and 
all work sites island-wide; 

• Participation in retreats/meetings outside of normal working hours; 

• May be required to travel locally and internationally. 
 
 

2. Welfare Case Manager (SWG/PS 3) 
                                           

Job Purpose 
 

The incumbent is responsible for providing case management to clients by carrying out 
continuous evaluation of the clients in the Correctional Centres, developing and ensuring that  
individual sentence plans are current, on track and addresses their criminogenic needs. The 
incumbent is also responsible for ensuring clients benefit from relevant professional referrals to 
foster their smooth re-integration into society. 
 

Key Responsibilities 
  

Technical/Professional: 

• Administers, using the approved risk needs assessment tool, the approved risk 
assessment instrument on clients to determine their risk levels for alignment to a fitting 
sentence plan; 

• Compiles and analyzes information from the risk needs assessment to develop, implement 
and monitor individual sentence plans; 

• Assists with the implementation of the sentence plans for assigned clients; 

• Ensures that individual case files are kept on assigned clients and routinely updated to 
reflect the nature of interactions with clients, outcome and further actions to be taken; 

• Completes required forms on the computerized Case Management System/Jail 
Management System; 

• Facilitates reintegration sessions with family members and clients; 

• Conducts Life Skills Sessions with clients; 

• Assists with the facilitation of virtual court and family visits; 

• Monitors and reports on the welfare needs of clients, ensuring they receive necessary 
care and that their rights and entitlements are met; 

• Prepares Progress Reports on clients; 

• Follows up on referrals for professional interventions for clients; 

• Communicates with relevant agencies e.g., Probation, CPFSA, Courts, etc., as it relates 
to the best interest of the client; 

• Conducts community/family contact where necessary; 

• Assists with the arrangement and conduct of case conferences involving key participants 
of the Department and other professionals; 

• Assists in the preparation of the psychological or mental health assessment of clients by 
obtaining background information, such as physical and social factors that may have 
contributed to his situation; 

• Prepares reports on clients who have been recommended to participate in any particular 
Rehabilitation Schemes/Conditional Release Programme; 

• Attends Court when instructed and for whatever reason, as directed by the Commissioner 
of Corrections; 

• Assists with the hosting of any particular event in the institution, such as Family 
Day/Probation Day, Sports Day, etc.; 

• Conducts counselling sessions with clients, using the methodology appropriate to the 
specific situations, that is individual or group therapy; 

• Performs any other duties assigned from time to time.   
 

Required Knowledge, Skills and Competencies 
 

• Ability to work under severe time constraints. Possesses the ability to meet multiple 
demands from several professional and non-professional groups in a highly dynamic work 
environment. 

• Demonstrates an awareness and appreciation for Institutional Rules and Regulations, to 
grievance procedures and excellent people person skills in an effort to communicate with 
persons of diverse backgrounds. 
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• Knowledgeable in Human Growth and Development and the factors contributing to 
crime/violence, child delinquency and waywardness. 

• Good oratory, analytical, decision-making and problem-solving skills 

• Good understanding of Criminal Justice System applicability of relevant Laws/Acts, Public 
and other Regulations 

• Ability to direct and apply the most difficult and complex case welfare tasks and                          
co-ordinate with the Department of Correctional Services’ functions 

• Able to operate the computer and appropriates software in the performance of Welfare 
Case Management 

• Good team skills and be a good team player, favourable personality and integrity 

• Should be creative and depict high morale and values 
 

Minimum Required Education and Experience 
 

• Bachelor’s Degree in Social Work/Sociology/Psychology from a recognized tertiary 
institution; 

• Two (2) years’ experience in related field. 
 

Special Conditions Associated with the Job 
 

• May be required to work beyond the normal working hours, weekends and public holidays, 
when the need arises; 

• Exposure to high-risk environment within Correctional Facilities and their environs. 
 
 

3. Superintendent of Stores (GMG/AM 3)                             
 

Job Purpose 
 

Under the general guidance of the Manager, Office Services, the incumbent assist with the 
procurement of goods and services according to Government’s Procurement Guidelines and the 
FAA Act. He/she has the responsibility to ensure that all the stores within the Department are 
adequately stocked with the required goods and that adequate uniforms are provided for 
uniformed officers within the established timeframe. 
 

Key Responsibilities 
  

Managerial/Administrative: 

• Prepares Quarterly Contract Award Report for submission to the Contractor General’s 
Office; 

• Prepares and compiles monthly statements of debts to be considered for payment by the 
Warrant Committee; 

• Prepares and submits Quarterly Reports to Supervisor and Executive Team. 
 
Technical/Professional: 

• Assists with the procurement and distribution of uniforms and accoutrements for 
Correctional Officers; 

• Prepares Annual Estimates of Expenditure for the procurement of uniforms and 
accoutrement; 

• Maintains an updated inventory of uniforms; 

• Verifies payment in lieu of uniform for Correctional Officers who have died or retired from 
the service; 

• Checks and verifies bills and invoice orders with Delivery Statements to ensure that 
payments are in keeping with order/delivery; 

• Makes cash purchases of stocks for Adult and Juvenile Institutions, ensuring that the 
procedure is done according to established procurement guidelines; 

• Ensures the safe and secure storage of material, accessories and produced items within 
the institutions according to the stipulated regulations; 

• Conducts regular checks on stores across the island to ensure proper storage and 
conformity to store management procedures; 

• Conducts investigations concerning the loss of goods by spoilage or irregularities; 

• Assists with the inspection and distribution of goods received for probation offices        
island-wide; 

• Collects proforma invoices from proposed suppliers; 

• Assists the Procurement Officer with the clearing of goods at port of entry; 

• Makes arrangements for the security of vehicles transporting large quantities of office 
furniture and equipment for delivery to institutions and offices island-wide; 

• Performs other duties assigned from time to time. 
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Required Knowledge, Skills and Competencies 
 

• Knowledge of the FAA Act and Government procurement procedures 

• Knowledge of Supplies Management 

• Knowledge of Record Management 

• Knowledge of Store Management 

• Good interpersonal skills 
 

Minimum Required Education and Experience 
 

• Certificate in Business Administration or related field; 

• Four (4) CXC/GCE subjects; 

• Three (3) years’ experience in stores or supply management at a supervisory level. 
 

Special Conditions Associated with the Job  
 

• Critical deadlines for completion of tasks; 

• May be required to work beyond the normal working hours; 

• May be required to work on weekends and public holidays; 

• Exposure to high-risk environment within Correctional Facilities and their environs. 
 

Applications accompanied by résumés should be submitted no later than Wednesday,                              
26th July, 2023 to: 
 

Senior Director, Human Resource Management and Administration 
Department of Correctional Services 
2nd Floor, 5-7 King Street 
Kingston 

 
Email: career@dcsjm.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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