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GVERN TA’ MALTA
MINISTERU GĦAT-TURIŻMU
Dmirijiet u responsabbiltajiet

I. Jappoġġja l-implimentazzjoni u l-monitoraġġ tal-funzjonijiet delegati, il-politiki, il-programmi u l-operazzjonijiet fi ħdan id-Direttorat, filwaqt li jiżgura l-konformità mal-politiki, il-proċeduri u l-istandards applikabbli.
II. Jikkoordina u jżomm kuntatt mal-partijiet interessati rilevanti sabiex jiġu vvalutati l-ħtiġijiet operattivi, identifikati n-nuqqasijiet u rakkomandati miżuri li jappoġġjaw il-provvediment effettiv tas-servizzi.
III. Jimmonitorja u jevalwa l-prestazzjoni operattiva, ir- riżultati u l-impenji relatati mal-provvediment tas-servizzi, u jsegwi l-azzjonijiet meħtieġa.
IV. Iwettaq verifiki u jsegwi l-implimentazzjoni f’waqtha tal-azzjonijiet korrettivi fejn meħtieġ.
V. Jappoġġja l-allinjament tal-operazzjonijiet tad-Direttorat mal-objettivi strateġiċi, l-inizjattivi ta’ riforma u l-prijoritajiet relatati mat-titjib tas-servizzi.
VI. Jamministra l-ġbir, iż-żamma u r-rappurtar tad-data, ir-rekords u l-informazzjoni tad-Direttorat permezz tas-sistemi korporattivi approvati u l-għodod tar-rappurtar stabbiliti.
VII. Jimmonitorja l-implimentazzjoni tal-azzjonijiet, il-kunsinni, il-proġetti u r-rekwiżiti ta’ rappurtar assenjati sabiex jiġi żgurat l-osservanza tal-iskadenzi u l-perjodi stabbiliti.
VIII. Jassisti fit-tħejjija, ir-reviżjoni u s-sottomissjoni ta’ dokumentazzjoni uffiċjali, rapporti, korrispondenza u sottomissjonijiet oħra, filwaqt li jiżgura l-eżattezza.
IX. Jappoġġja l-koordinazzjoni u l-implimentazzjoni ta’ attivitajiet operattivi, amministrattivi, finanzjarji u relatati mal-proġetti, inkluża l-preparazzjoni tad-data rilevanti u l-analiżi meħtieġa.
X. Jippromwovi l-kwalità tas-servizz, it-titjib kontinwu, komunikazzjoni effettiva, responsabbiltà u kollaborazzjoni fi ħdan id-Direttorat.
XI. Iwettaq kull dmir ieħor li jista’ jiġi assenjat mill-Maniġment Anzjan, mis-Segretarju Permanenti u mis-Segretarju Permanenti Ewlieni.
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GOVERNMENT OF MALTA
Ministry for Tourism
Duties and responsibilities
I.  Supports the implementation and monitoring of delegated functions, policies, programmes, and operations within the Directorate, ensuring conformity with applicable policies, procedures and standards.
II.  Liaises with relevant stakeholders to assess operational requirements, identify gaps   and   
 recommend measures to support effective service delivery.
III.  Monitors and evaluates operational performance, outputs and service delivery commitments, and follows up on required actions.
IV.  Conducts checks and follows up on the timely implementation of corrective actions where required.
V.  Supports the alignment of Directorate operations with strategic objectives, reform initiatives and service improvement priorities.
VI.  Manages the collection, maintenance and reporting of Directorate data, records and information through approved corporate systems and reporting tools. 
VII.  Monitors the implementation of assigned actions, deliverables, projects and reporting requirements to ensure adherence to established timeframes.
VIII.  Assists in the preparation, review and submission of official documentation, reports, correspondence and other submissions, ensuring accuracy.
IX.  Supports the coordination and implementation of operational, administrative, financial and project-related activities, including the preparation of relevant data and analysis.
X.  Promotes service quality, continuous improvement, effective communication, accountability and collaboration within the Directorate.
XI.  Performs any other duties as may be assigned by Senior Management, Permanent Secretary, and the Principal Permanent Secretary.
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