Anness A

L-impjieg Manager 11

MINISTERU GHALL-AFFARIJIET BARRANIN U EWROPEJ

Dmirijiet u responsabbiltajiet

Nomenklaturi li jindikaw il-maskil jinkludu wkoll il-femminil.

i

1l

iii.

1v.

Vi.

Vil.

Vviii.

1X.

X1.

Xii.

Jittradu¢i data finformazzjoni kwantitattiva u kwalitattiva biex jappoggja lill-Manigment Gholi fil-
formulazzjoni ta' de¢izjonijiet strategici, tattici u operazzjonali infurmati u fit-tfassil ta' Strategija proattiva
ta' Gestjoni tan-Nies;

Jidentifika nuqqasijiet fid-data u jigbor informazzjoni bi twegiba ghar-rekwiziti tad-dejta tal-Gvern;

Jikkontribwixxi ghat-titjib tad-data tal-HR billi jizviluppa sistemi, politiki u linji gwida biex jizguraw
proceduri korretti, precizi u koerenti;

Jappoggja lis-Senior Management fl-allinjament bejn I-Istrategija tar-Rizorsi Umani u l-ghanijiet tan-
negozju, jikkontribwixxi lejn 1-Analizi tal-Htigijiet ta’ Tahrig u jappoggja programmi ta’ gestjoni tal-bidla;

Jimmaniggja I-gbir ta’ data relatata mar-rekords tar-Rizorsi Umani tal-Ministeru billi juza s-sistemi
standard tad-Dakar HR Corporate Data System ghad-dhul ta’ data, mistogsijiet u rappurtar;

Jaghmel titjib tangibbli fil-kwalita tas-servizz ipprovdut lill-klijenti interni u esterni billi jizgura I-
implimentazzjoni f'waqtha tal-kompiti u l-progetti assenjati;

Iwettaq inkarigi ta' analizi ta’ data kif ordnat mis-Segretarju Permanenti uw/jew Direttur tas-Servizzi
Korporattivi u jipprovdi rakkomandazzjonijiet xierqa;

Jappogga u jissorvelja 1-process ta’ digitalizzazzjoni ghat-tranzizzjoni bla xkiel mill-pjattaforma fizika
ghall-pjattaforma CeDMS;

Jissorvelja I-processi billi jigbed rapporti mis-sistemi attwali, u jikkoordina mad-Diretturi tad-dipartimenti
tal-linja tas-Servizzi Korporattivi dwar kwalunkwe irregolarita jew inezattezza bil-hsieb 1i jigu rettifikati

tali lakuni;

Iwettaq dmirijiet ohra li jistghu jigu aggornati biex jissodisfaw ir-rekwiziti ta' kwalunkwe gasam iehor kif
ikkonfermat mis-Segretarju Permanenti;

Kwalunkwe kompitu iehor li s-superjur jista’ jiddelega lilu/ha, kif jista’ jkun mehtieg;

Kwalunkwe dmir iehor hekk kif ordnat mis-Segretarju Permanenti Ewlieni.
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Annex A

Job title

Manager 11

MINISTRY FOR FOREIGN AND EUROPEAN AFFAIRS

Duties and responsibilities

Nomenclatures denoting the male gender include also the female gender.

ii.

iil.

iv.

Vi.

Vii.

Viii.

iX.

X1.

Xii.

Translates data into quantitative and qualitative information to support Senior Management in
formulating informed strategic, tactical and operational decisions and in devising proactive People
Management Strategy;

Identifies data gaps and collates information in response to Government’s data requirements;

Contributes towards the improvement of HR data by developing systems, policies and guidelines to
ensure correct, accurate and coherent procedures;

Supports Senior Management in the alignment between the Human Resources Strategy and business
goals, contributes towards the Training Needs Analysis and supports change management programmes;

Manages the collations of data related to Human Resources records of the Ministry by utilising the
standard Dakar HR Corporate data systems for data entry, enquiry and reporting;

Makes tangible improvements to service quality provided to internal and external clients by ensuring
the timely implementation of assigned tasks and projects;

Undertakes data analysis assignments as directed by the Permanent Secretary and/or Director Corporate
Services and provide appropriate recommendations;

Supports and monitors the digitalization process for the smooth transition from physical to the CeDMS
platform;

Monitors processes by extracting reports from current systems, and liaising with Directors of Corporate
Services line departments on any irregularities or inaccuracies with a view of rectifying such gaps;

Undertakes other duties which may be updated to meet the requirements of any other area as confirmed
by the Permanent Secretary;

Undertakes any other tasks, which the superior may delegate to him/her, as may be required,;

Any other duties as directed by the Principal Permanent Secretary.
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