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Heads of Sections, Director Regional Division, Regional Coordinators, Regional Managers, Branch Managers, Supervisors and Inspectors:  Please ensure that this advertisement is brought to the attention of your team members.


POST AND TELECOMMUNICATIONS DEPARTMENT

CAREER OPPORTUNITIES

INTERNAL ADVERTISEMENT (August 2018)

Applications are invited from suitably qualified members of staff to fill the following position within the Department.

Regional MANAGER (PTO/PMA 5) – Montego Bay
Salary range $1,580,062.000 - $1,878,197.00 p.a. and any allowance attached to the post
Job Summary
Under the direct supervision of the Western Regional Coordinator, the Regional Manager provides oversight (to conducts investigations, department enquires, internal audits in ) Post Offices and Postal Agencies within the region, ensuring that the policies and standards are maintained and that objectives of the region are in alignment with the overall objectives of the Department. The increment also processes mail contractors and monitors the transportation of mail within the region. 
 Duties and Responsibilities

· Represents the Department at forums , conferences , meetings and seminars , disseminate information /knowledge gained to Staff and implement change where necessary;
· Advises and makes recommendations to the Branch Director on postal operation;
· Participates in the strategic planning and operational plans for the Department;
· Directs and coordinates the Regional activities;
· Assists with the development of the POMB Operational Plan and cooperates with direct reports in developing Work Plans;
· Liases with Member of Parliament in relation to Post Office and Agencies in their constituency;
· Keeps abreast with trends and best practices in Postal Management and Operations;
· Visits Post Offices within the region to provide managerial support and to streamline activities;
· Monitors the performance of Post Offices in the Region to ensure compliance to regulations and to determine the quality of the service being offered;
· Attends Department meetings and reports on Regional activities and provide feedback to Branch Managers;
· Convene Meetings with Senior Officers in the Region to ensure effective and efficient management in Post Offices;
· Certifies travel claims for officers under supervision;
· Develops regional programmes aimed at promoting postal services and clients and community integration and development;
· Conducts surprise and routine assessments of Post Offices and Postal Agencies , which include the review/examination  and/ or reconciliation; 
· Conducts periodic checks of mail van to ensure compliance with Road Traffic Act;
· Provides support to training development on operational areas;
· Assists with the implementation of strategies to monitor local mail delivery;
· Participates in recruitment , transfer, promotions and leave of staff for the Region;
· Reviews monitors and evaluates the performance of staff in Region and recommends corrective actions where necessary;
· Reviews and approves leave applications for members of staff throughout the Region;
· Perform any other related duties assigned;
Qualification, Experience and Training

· BSc. Degree in Public Administration /Management Studies, Business Administration or equivalent 
· Three (3) years’ work experience , one (1) of which  should be at the management level
· Proficiency in Microsoft Office Suite. 

Required Competencies
· Good presentation ,oral and written communication skills
· Excellent planning and organizational skills
· Excellent interpersonal skills
· Excellent problem solving and decision making skills

· Excellent team building skills

· Good leadership skills
· Initiative
· Knowledge of Post Office Act (1941)
· Knowledge of the Staff Order
· Knowledge of the Government /Department ‘s  policies and procedures

· Must possess a valid driver’s license and a reliable motor vehicle

Applications should be submitted no later than Friday September 21, 2018 to:

Director Human Resource Management and Development
Post and Telecommunications Department

6 – 10 South Camp Road


Kingston

                                                       Email: hrunit@jamaicapost.gov.jm
                                          NB:  Only short-listed candidates will be contacted.
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