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MINISTRY OF EDUCATION & YOUTH 
CAREER OPPORTUNITY

Applications are invited from suitably qualified persons in the Ministry of Education and Youth to fill the following contractual position:
Executive Assistant (Level 5)
National College for Educational Leadership (NCEL)
Job Purpose 

To provide administrative and secretarial support of a confidential nature to the Chief Executive Officer (CEO) and coordinate activities within the CEO’s office to facilitate the efficient and effective achievement of the objectives and functions of the College.
Key Responsibility Areas:

Technical / Professional:
· Manages the CEO’s calendar/diary and arranges tentative schedules; 

· Makes arrangements for meetings; attends meetings and prepares and transcribes minutes; ensures follow through with decisions of meetings; 

· Opens, sorts and screens incoming mail; drafts responses on matters for which authority has been delegated;
· Arranges for the dispatch of outgoing mail;
· Answers the telephone, screen callers, and takes and relays messages; 

· Receives, greets and directs visitors to the CEO; 

· Composes and types directives, bulletins, schedules, agendas and other documents;
· Types correspondence and reports from dictation or handwritten copy;
· Prepares special and regular reports by researching and compiling data/information from various sources; 

· Organizes office events by scheduling venues, issuing information and coordinating speakers;
· Makes local and overseas travel and accommodation arrangements as required by the CEO;
· Orders stationery and other office supplies for the CEO’s office and maintains Inventory and other associated records;
· Receives complaints, questions and requests in person or by telephone; provides the necessary information where possible or refers persons to the relevant authority; 

· Represents the CEO at meetings when required;
· Maintains and ensures the confidentiality of computerized and manual files and records.  This includes filing, retrieval, retention, storage, compilation, coding, updating and destruction of the files;
· Performs other related functions assigned from time to time by the Chief Executive Officer.
Required Competencies:

Core:
· Excellent oral and written communication skills;
· Excellent planning and organizing skills;
· Strong word processing/typing, speedwriting and shorthand skills;
· Well-developed social and interpersonal skills;
· Good analytical, research and information gathering skills;
· Good time management and multitasking skills;
· Ability to exercise sound judgment and initiative in dealing with complex issues;
· Ability to demonstrate a high level of initiative, professionalism and confidentiality;
· Ability to work under pressure to meet deadlines;
· Keen attention to detail.
Technical
· Sound knowledge of office procedures; 

· Sound knowledge of record keeping and records/file management techniques;
· Good knowledge of the role and functions of the College;
· Proficiency in the use of relevant computer applications including spreadsheet, word processing, presentation and publishing software.
Minimum Required Education and Experience

· Bachelor’s degree in the Social Sciences/Administrative Management or a related discipline from an accredited institution;
· At least three years' experience in a similar administrative position.
Specific Conditions Associated with the Job

· Normal office environment;
· May be required to work beyond normal hours from time to time to meet deadlines;
· Required to accompany the CEO to Meetings Island wide.
Remuneration Package: 

Salary scale                  - 
$1,599,299.00 – $2,525,098.00 per annum 
Interested persons are invited to submit an application with résumé no later than Friday, April 29, 2022 to the address presented below. 

Director – Human Resource Management                                                                                                   Ministry of Education & Youth                                                                                                         2- 4 National Heroes Circle                                                                                                                                     Kingston 4

OR

Email: jobapplications@moey.gov.jm
Subject: “Executive Assistant (Level 5), National College for Educational Leadership (NCEL)

We thank all applicants for expressing an interest; however, only shortlisted candidates will be contacted.
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