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CIRCULAR No. 329 20" July, 2023
OSC Ref. C. 6555%

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 the post of Government Trustee (JLG/LO 5) — (Not Vacant) in the Office of the
Government Trustee, Ministry of Industry, Investment and Commerce, salary range
$8,309,840 - $11,175,811 per annum.

Job Purpose

The incumbent is responsible for performing all the duties of a Trustee when appointed as trustee
in an insolvency matter by the Supervisor of Insolvency or the Court in accordance with the
Insolvency Act. He ensures that the functions of the Office are carried out in a manner that
maximizes cost-efficiency and best meets the Office’s short, medium and long-term objectives.

Key Responsibilities

Management/Administrative:

e Ensures public knowledge and understanding of the law and procedures relating to
insolvency administration;

e Prepares the Strategic Business Plan and Operational Plan for the Office and monitors
their implementation to achieve short and long-term objectives;

¢ Reviews and approves the budget of the Office to ensure sufficiency to finance planned
activities and monitors its implementation to ensure reasonable expenditure in meeting
office’s needs;

e Review and approve Unit Work Plans and establishes criteria for assessing the
performance of Unit Heads and their Units;

e Provides proper supervision to the staff of the Office to ensure their compliance with
relevant laws, regulations and policies and that tasks are performed with efficiency and
due diligence.

Technical/Professional:

e Reviews records of interviews with debtors and reports of their financial position and the
viability of their businesses in order to determine the best strategies for administration;

e Approves applications for proposal or bankruptcy as appropriate;

e Ensures that proposals, assignments and all required or supporting documents are
properly prepared, executed and filed with the Supervisor of Insolvency;

e Ensures appropriate steps are taken to identify, trace, recover, protect/preserve, and
dispose of the assets of a debtor for the benefit of his creditors;

o Admits the liabilities of creditor, on the recommendation of the Deputy Trustee and after
review of the claims;

¢ Reviews Dividend Sheets and approve payment of dividends to creditors;

Convenes meeting of creditors and/or contributories, when necessary or directs and
ensure a proper record is kept of Minutes and Resolutions;

e Carries on the operations of a debtor’s business where necessary and as ordered by the
Court;

o Ensures the maintenance of proper accounts and records and the preparation of
statements of accounts;

e Monitors the receipt, investment and management of the funds of estates to ensure lowest
costs and maximum returns during the process of administration;

e Produces Trustee’s Reports and all reports, statements, notices necessary or required to
be issued or presented to the creditors and/or filed with the Court or Supervisor of
Insolvency;

o Performs or instructs the legal work of the Office as far as possible by:

v" Reviewing of contracts and transactions of debtors or the Office

v Preparing all necessary applications, affidavits and other documents relevant to the
implementation of a proposal or administration of a bankruptcy for filing with or
submission to the Court, Supervisor of Insolvency or other relevant authority or
tribunal; and

v Attending Court and/or representing the Office in legal proceedings


mailto:communications@osc.gov.jm
http://www.osc.gov.jm/

Reports to the Supervisor, Court or any relevant authority any breaches of criminal or
other law by the Debtor or any other party in relation to the affairs of the Debtor conducted
or discovered during the course of the administration under a proposal or in bankruptcy;
Ensures that all things required to be done in the implementation of a proposal and
administration of a bankruptcy are done in the prescribed time and manner;

Performs any other duties that may be required and necessary to ensure the efficient
operation of the office and the proper administration of bankruptcy.

Human Resource:

Ensures the recruitment, training and evaluation of staff to maintain and improve
competence;

Ensures staff familiarity with the core functions and priorities of the office;

Formulates and disseminates policies and procedures to guide performance to ensure
awareness of and in compliance with the policies and procedures of the Department and
the Public Service;

Evaluates the performance of staff to identify and remedy training needs to improve
productivity and efficiency.

Required Knowledge/Skills/Competencies

Excellent oral and written communication skills

Excellent time management and organizational skills

Good interpersonal skills and ability to work well with others

Excellent management and leadership skills

Conflict management and dispute resolution skills

Sound knowledge of the legislative framework of Insolvency Administration in Jamaica
Knowledge of Commercial and/or Business Law and civil practice and procedure and
familiarity with Criminal Law

Competence in the use of relevant computer applications

Minimum Required Qualification and Experience

Licensed to practice as an Attorney-at-Law in the Courts of Jamaica;

Seven (7) years working experience dealing in Insolvency, estates or trust matters;
Bachelor's Degree with Commercial Law, Corporate Management, Insolvency Law or
similar component.

Applications accompanied by résumés should be submitted no later than Thursday,
39 August, 2023 to:

Director, Human Resource Management and Development
Ministry of Industry, Investment and Commerce

4 St. Lucia Avenue

Kingston 5

Email: hrm@miic.gov.im

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.

Merle I. Tam (Mrs.)
for Chief Personnel Officer


mailto:hrm@miic.gov.jm

