Anness A

Ministeru Ministeru ghall-Gvern Lokali u x-
Xoghlijiet Pubblici
L-impjieg Assistant Manager

Dmirijiet u responsabbiltajiet

ii.

iii.

1v.

Vi.

Vii.

viii.

1X.

xi.

[Zomm ruhu aggornat bl-izviluppi f'ogsma ta' interess ghad-Dipartiment rispettiv u jiddiskuti mas-senior
management rispettiv l-inizjattivi i ghandhom jittiehdu;
[zomm kuntatt mal-uffi¢jali tad-dipartiment, sabiex jizgura azzjoni f'waqtha u korretta lill-manigment tad-

dipartiment;

Jippartecipa fl-analizi kontinwa fi hdan id-dipartimenti fogqsma ta’ xoghol/servizzi identifikati mill-

manigment

Jigbor u janalizza informazzjoni u statistika ghall-uzu ta’ kitba ta’ rapporti u/jew esekuzzjoni ta’ kompiti
ohra mehtiega, taht is-supervizjoni, kif ikun mehtieg, inkluza statistika mitluba ghall-mistogsijiet

parlamentari, fost I-ohrajn;
Jipprovdi l-appogg mehtieg lis-senior management fit-tmexxija tas-servizzi provduti fid-dipartiment;
Jassisti lis-senior management fl-immaniggjar u t-twettiq ta’ hidmiet fdati lid-Dipartiment;

Jipproponi rakkomandazzjonijiet ghas-simplifikazzjoni tal-processi u jsegwi fuq l-implimentazzjoni

taghhom;
Jipprovdi appogg u Jizgura aggornament regolari ta’ databases relatati mal-operat tad-dipartiment;

Jezegwixxi ¢cekkjar u vverifikar skont l-istruzzjonijiet moghtija u r-regolamenti u proc¢eduri applikabbli u

jassigura li r-rapporti ppreparati jigu vverifikati u sussegwentament sottomessi fil-hin;

Iwettaq kwalunkwe kompitu iehor li s-superjur jista’ jiddelega lilu kif jista’ jkun mehtieg;

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

.. Ministry for Local Government and Public
Ministry
Works
Job Title Assistant Manager

Duties and responsibilities

il.

iii.

1v.

Vi.

vil.

Viii.

iX.

X1.

Keeps up to date with developments in areas of interest to the respective Department and discusses with

the respective senior management possible initiatives to be undertaken;

Liaises with the relevant officers, in order to ensure correct and timely action needed, to the management

of the department;

Participates in the ongoing analysis within the Department in specified areas of work / services identified

by the management;

Collects and analyses statistical data and information used to complete reports and/or tasks, under

supervision, as required, including data requested for parliamentary questions, amongst others;
Provides support to senior management in the delivery of services pertaining to the department;

Assists the senior management in managing and carrying out effectively the administrative tasks entrusted

to the department;
Proposes recommendations for simplification of processes and follows up on their implementation
Provides support and ensures regular updating of databases relating to operations of the department;

Carries out checks and verifications according to instructions received and applicable regulations and

procedures, and ensures that reports prepared are vetted and subsequently submitted in a timely manner;
Undertakes any other tasks, which the superior may delegate to him, as may be required; and

Undertakes any other duties as directed by the Principal Permanent Secretary.
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