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Tghin fid-dhul, I-aggornament, u z-zamma ta' dejta preciza fis-sistemi, fid-databases, u fir-rekords.
Tghin fit-tindif tad-dejta, ir-rikon¢iljazzjoni, u t-titjib kontinwu tal-processi tal-kwalita tad-dejta.
Tghin fit-twettiq ta' attivitajiet ta' verifika tad-dejta biex tizgura l-ezattezza, il-kompletezza u
l-konsistenza.

Tghin fit-twettiq ta' kontrolli ta' rutina biex tidentifika zbalji, diskrepanzi, u informazzjoni nieqsa.
Tghin fl-investigazzjoni u fir-rizoluzzjoni ta’ inkonsistenzi fid-dejta.

Tghin fil-kollaborazzjoni mal-uffi¢jali tad-dhul tad-dejta biex ti¢cara, tivverifika u tikkoregi

dejta mhux prec¢iza jew kompluta.

Tghin fl-applikazzjoni ta’ korrezzjonijiet wara l-verifika biex tinzamm l-integrita u 1-affidabbilta
tad-dejta.

Tghin fiz-zamma ta' rekords ta' dejta zbaljata identifikata u korrezzjonijiet.

Tghin fl-organizzazzjoni, il-gestjoni u z-zamma tad-dejta skont il-protokolli dipartimentali biex

tizgura zamma ta' rekords precizi u konsistenti.

Tizgura l-konformita mar-regolamenti dwar il-protezzjoni tad-dejta, il-kunfidenzjalita u r-rekwiziti
tal-governanza tad-dejta.

Tikkollabora b’mod effettiv fi hdan l-unita kif ukoll ma’ sezzjonijiet ohra tal-MPF.

Tadatta ghal u timplimenta bidliet fir-responsabbiltajiet, fis-sistemi, fil-processi u fil-proceduri kif
mehtieg minhabba zviluppi operattivi, organizzattivi jew legizlattivi.

Tattendi laqghat u tahrig, lokalment jew barra minn Malta, kif mehtieg.

Tibga’ aggornata dwar teknologiji, ghodod u metodologiji rilevanti fil-qasam tal-intelligenza

u l-analizi.

Kwalunkwe kompitu iehor li s-superjur jista’ jiddelega lilhom, kif jista’ jkun mehtieg.

Iwettaq dmirijiet ohra li jistghu jigu aggornati biex jissodisfaw ir-rekwiziti ta’ kwalunkwe

qasam iehor kif ikkonfermat mis-Segretarju Permanenti.

Kwalunkwe dmir iehor hekk kif ordnat mis-Segretarju Permanenti Ewlieni.
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Ministry Ministry for Home Affairs and Security

Job title Assistant Manager (Data Entry and Quality
Control)

MINISTRY FOR HOME AFFAIRS AND SECURITY

35, OLD BAKERY STREET, VALLETTA

Duties and Responsibilities
Assist in inputting, updating, and maintaining accurate data in systems, databases, and
records.

Assist in data cleansing, reconciliation, and continuous improvement of data quality
processes.

Assist in conducting data verification activities to ensure accuracy, completeness, and
consistency.

Assist in performing routine checks to identify errors, discrepancies, and missing information.
Assist in investigating and resolving data inconsistencies.

Assist in liaising with data entry officers to clarify, verify, and correct inaccurate or
incomplete data.

Assist in applying corrections following verification to maintain data integrity and reliability.
Assist in maintaining records of identified incorrect data and corrections.

Assist in organising, managing, and maintaining data in accordance with departmental
protocols to ensure accurate and consistent record-keeping.

Ensure compliance with data protection, confidentiality, and data governance requirements.
Collaborate effectively within the unit and across other MPF units.

Adapt to and implement changes in responsibilities, systems, processes, and procedures as
required by operational, organisational, or legislative developments.

Attend meetings and training, locally or abroad, as required.

Keep abreast of relevant technologies, tools, and methodologies within intelligence and
analysis fields.

Undertakes any other tasks, which the superior may delegate to them, as may be required.

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

Any other duties as directed by the Principal Permanent Secretary.
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