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L-Imjieg Post ta’ Assistant Manager (GBDVU) Uffi¢¢ju
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Jassisti fit-tmexxija ta’ kuljum tal-Uffic¢ju tal-Prosekuzzjonijiet tal-GBDVU u
jappoggja l-gestjoni effettiva tal-processi relatati mal-prosekuzzjonijiet;

Iwettaq dmirijiet relatati mal-preparazzjoni u Il-ipprocessar ta’ akkuzi, tahrikiet,
¢itazzjonijiet u dokumentazzjoni ohra tal-Qorti;

Jizgura 1i l-fajls tal-prosekuzzjoni jkun fihom id-dokumentazzjoni kollha mehtiega
ghall-proc¢eduri quddiem il-Qorti;

Jizgura li jkun familjari mat-termini ta’ preskrizzjoni u ma’ skadenzi legali ohra sabiex
jigi zgurat l-ipprocessar u l-avvanz fil-hin tal-kazijiet;

Jikkoordina u jippjana mal-awtoritajiet kompetenti tal-Qorti d-dati tas-seduti u
arrangamenti amministrattivi ohra relatati;

Jipprepara u jzomm aggornati 1-fajls tal-kazijiet, id-dokumentazzjoni tal-Qorti, ir-
riferti, il-korrispondenza u rekords ohra mehtiega ghall-prosekuzzjonijiet u 1-proc¢eduri
gudizzjarji;

Jikkoordina u jikkollabora mal-unitajiet tal-Korp tal-Pulizija, mal-Uffi¢¢ju tal-Avukat
Generali, mal-Qrati tal-Gustizzja, ma’ Dipartimenti tal-Gvern u ma’ entitajiet ohra
sabiex jiffacilita l-progress tal-kazijiet;

Jassisti lill-uffi¢jali prosekuturi u lis-superjuri fil-monitoragg tal-kazijiet sabiex jigi
zgurat li dawn jimxu skont il-proc¢eduri u l-iskadenzi relevanti;

[zomm rekords elettronic¢i u fizi¢i b’mod preciz filwaqt li jizgura 1-kunfidenzjalita, iz-
zamma xierqa tar-rekords u l-konformita mar-rekwiziti tal-protezzjoni tad-data;

Jipprovdi informazzjoni u assistenza lill-vittmi, lix-xhieda u lill-partijiet ikkonc¢ernati
dwar il-proceduri u s-servizzi disponibbli, filwaqt 1i jizgura appro¢¢ professjonali,
rispettuz u ¢centrat fuq il-vittma;

Jassisti fil-gbir u l-kumpilazzjoni ta’ statistika, informazzjoni manigerjali, rapporti u
dokumentazzjoni ohra mehtiega mill-Ufficcju;

Jippartecipa f’laqghat ta’ kazijiet, lagghat inter-agenziji u laqghat ohra kif mehtieg
skont 1-ezigenzi tal-Ufficcju;

Iwettaq kwalunkwe kompitu iehor li s-superjur jista’ jiddelega lilu/lilha kif ikun
mehtieg;

Iwettaq kwalunkwe dmir iehor li jista’ jigi aggornat biex jissodisfa r-rekwiziti ta’
kwalunkwe qasam iehor kif ikkonfermat mis-Segretarju Permanenti;

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

Job title Post of Assistant Manager (GBDVU) Prosecutions
Office

MINISTRY FOR HOME AFFAIRS AND SECURITY
35,0LD BAKERY STREET, VALLETTA

Duties and Responsibilities

Assists in the day-to-day running of the GBDVU Prosecution Office and supports the
effective management of prosecution-related processes;

Carries out duties related to the preparation and processing of charges, citations, summons
and other court documentation;

Ensures that prosecution files contain all the necessary documentation required for court
proceedings;

Ensures that he/she is familiar with prescription periods and other legal timeframes to
facilitate the timely processing and progression of cases;

Co-ordinates and plans with the relevant Court Authorities the scheduling of court sittings
and related administrative arrangements;

Prepares and maintains case files, court documentation, referrals, correspondence and other
records required for prosecution and judicial proceedings;

Liaises with Police Units, the Office of the Attorney General, the Courts of Justice,
Government Departments and other entities to facilitate the progression of cases;

Assists prosecutors and supervisory officers in monitoring cases and ensuring compliance
with established procedures and deadlines;

Maintains accurate electronic and physical records, ensuring confidentiality, proper record
keeping and compliance with data protection requirements;

Provides information and assistance to victims, witnesses and other stakeholders regarding
procedures and available services, whilst ensuring a professional and victim-centred
approach;

Assists in the compilation of statistics, management information, reports and other
documentation required by the Office;

Participates in case conferences, inter-agency meetings and other meetings as required by the
exigencies of the Office;

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

Carry out any other duties that 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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