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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.

Human Resource Officer (GMG/AM 4) – Not Vacant

 Salary range $1,291,943.00 - $1,535,714.00 p.a. and any allowance attached to the post
Job Summary
Under the direct supervision of the Senior Human Resource Development Officer, the Human Resource Development Officer assists with the planning, coordinating and delivery of training, assists in managing the training database and providing administrative support to the Unit. 
 Duties and Responsibilities

· Assist with contacting training institutions to identify and secure appropriate training interventions for staff;
· Drafts training and induction materials;
· Recommends amendments and revisions to training programmes in tandem with the goals of the organization;
· Plans and supervises the layout of lecture rooms for scheduled courses as assigned;
· Assists in disseminating information to staff on training programmes , fellowships and scholarships;
· Assists in processing applications and requests for training;
· Participates in the preparation of the training plans and budgets;
· Requests funds for the provision of refreshments etc.;
· Ensures that invoices are submitted to Accounts Division for payment;
· Prepares reports on all training activities in which he/she participates;
· Assists in analyzing training needs data and identifying areas for intervention;
· Evaluates , as part of the Team, training interventions to determine their effectiveness;
· Drafts assessment instruments;
· Perform any other related functions assigned from time to time;
Qualification, Experience and Training

· BSc. Degree in Public Administration /Management Studies, Business Administration or 
Human Resource Management from a recognized institution
· Teacher’s Diploma or Trainer’s Certificate
· One(1) years’ work experience 
Required Competencies
· Good presentation ,oral and written communication skills
· Good customer service skills
· Good interpersonal skills
· Good planning and organizing skills
· Ability to work in teams
· Ability to use own initiative
Applications should be submitted no later than Friday September 7, 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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