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Jappoggja lis-superjur bil-monitoragg tal-funzjonijiet delegati tal-politiki, il-programmi u I-prattiki kollha
tar-rizorsi umani biex tigi zgurata l-konformita mal-politiki ¢entrali fil-ministeru kollu;

Jassisti lis-superjur fit-twettiq ta’ dmirijiet relatati mar-reklutagg, il-promozzjonijiet u l-progressjonijiet tal-
impjegati kif u meta mehtieg;

Jassisti fil-holqgien tal-listi ta’ kontroll u 1-Proc¢eduri Operattivi Standard biex tittejjeb l-aderenza mal-
processi, il-pro¢eduri u r-regolamenti biex jitnaqqgsu r-riskji ta’ nuqqas ta’ konformita;

Jikkordina u jwettaq kontrolli ta’ konformita kostanti u regolari biex jizgura li 1-politiki stabbiliti jkunu qed
jigu osservati, u jsegwi l-implimentazzjoni f’waqtha tal-mizuri korrettivi mehtiega;

Jassisti superjuri fl-allinjament bejn I-istrategija tar-Rizorsi Umani u I-ghanijiet tan-negozju,
jikkontribwixxi ghall-Analizi tal-Htigiet ta’ Tahrig u jappoggja programmi ta’ gestjoni tat-tibdil;
Jikkordina u jippartecipa fil-gbir ta’ data relatata mar-rekords tar-Rizorsi Umani tal-Ministeru billi jutilizza
s-sistemi standard tad-data korporattiva Dakar HR ghad-dhul, l-inkjesta u r-rappurtar tad-data;
Jikkollabara mal-kapijiet tal-Ministeru biex jizgura l-implimentazzjoni u l-konformita shiha tal-istqarrijiet
tal-prestazzjoni u jiehu l-azzjoni mehtiega biex jizgura li I-perjodi ta’ Zmien jigu osservati b’mod strett;
Jiffacilita 1-process ta’ reklutagg tal-Ministeru inkluzi 1-abbozzi, l-ipprocessar u l-hrug ta’ sejhiet ghall-
applikazzjonijiet, isegwi l-pro¢edura mehtiega kif deskritta u ggwidata minn politiki, regolamenti
prevalenti u d-Divizjoni dwar Nies u Standards;

Jappoggja u jikkompila 1-hidma mehtiega dwar id-data/finanzjarja meta jkun mehtieg ghal negozjati mat-
trade unions;

Jassisti fit-thejjija u l-gsim tad-data, u jikkordina mal-IPS ghall-induzzjoni ta’ impjegati godda jew
impjegati ohra li jehtiegu Zzvilupp wara rizultati tal-evalwazzjoni tal-prestazzjoni kif ukoll jikkordina 1-
orjentazzjoni interministerjali kif mehtieg;

Jappoggja 1-Kultura ta’ E¢cellenza filwagqt 1i jassigura komunikazzjoni effettiva fil-livelli kollha;

Iwettaq kwalunkwe dmir iehor skont struzzjonijiet moghtija mid-Direttur/DG responsabbli ghall-People
Management u s-Segretarju Permanenti;

Kwalunkwe dmir iehor hekk kif ordnat mis-Segretarju Permanenti Ewlieni.
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Supports the superior with the monitoring of delegated functions of all human resources policies,
programmes, and practices to ensure compliance with central policies across the ministry;

Assists the superior in performing duties related to the recruitment, promotions and progressions
of employees as and when required.

Assists in creating the checklists and Standard Operating Procedures to improve adherence to
processes, procedures and regulations to reduce risks of lack of compliance.

Coordinates and carries out constant and regular compliance checks to ensure that established
policies are being adhered to, and follow up on the timely implementation of corrective measures
required;

Assists superior in the alignment between the HR Strategy and business goals, contributes towards
the Training Needs Analysis and supports change management programmes;

Coordinates and participates in 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;

Liaises with the heads of the ministry to ensure implementation and full compliance of
performance appraisals and takes the necessary action to ensure that timeframes are strictly
adhered to;

Facilitates the Ministry’s recruitment process including the drafts, processing and issuing of calls
for applications, follows the necessary procedure as outlined and guided by prevailing policies,
regulations and the People and Standards Division.

Supports and prepares all the required data/financial workings in case of negotiations;

Assists in the preparation and sharing of data, and coordinates with IPS for the induction of new
or other employees who require development following results of performance appraisals as well
as coordinates the inter-ministry orientation as necessary;

Supports the Culture of Excellence whilst ensuring effective communication at all levels.;

Any other other duties as directed by the Director/DG responsible for People Management and the
Permanent Secretary;

Any other duties as directed by the Principal Permanent Secretary.
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