Anness A

Ministeru Ufti¢¢ju tad-Deputat Prim Ministru i |

u Ministeru ghas-Sahha

L-impjieg Assistant Manager

OFFICE of the DEPUTY PRIME MINISTER and MINISTRY FOR HEALTH

Dmirijiet u responsabbiltajiet

1.

ii.

iil.

1v.

Vi.

Vii.

Viil.

1X.

Xi.

Xil.

xiii.

X1v.

XV.

XVI.

Jghin lid-Direttur/Kap tal-Unita, jew lid-rapprezentant tieghu/taghha billi jassisti fir-responsabbilta tas-
servizzi moghtija mid-Direttorat;

Jikkoordina mad-Direttur u I-Kap tal-Unita, jenfasizza kwalunkwe kwistjoni li tista’ tinqala’, tipprovdi
rakkomandazzjonijiet u ssegwi l-implimentazzjoni,

Il-koordinazzjoni tas-servizzi li jaqghu taht id-Dipartiment/Unita;

Kollegament u laggha mal-partijiet interessati/imsiehba interni u esterni kif ordnat mid-Direttur/Kap tal-
Unita;

Jghin fil-kontrolli ta' konformita regolari li jizguraw li I-politiki stabbiliti jkunu ged jigu osservati, u jassisti fil-
kumpilazzjoni ta' rapporti dwar mizuri korrettivi mehtiega mill-manigment superjuri u l-partijiet involuti;

Ixerred informazzjoni u aggornamenti dwar l-amministrazzjoni pubblika kif mehtieg:
Jghin fil-kumpilazzjoni tar-rapporti;

Jappoggja u jippartecipa b'mod attiv fl-ghoti ta' servizz e¢¢ellenti lill-klijenti spe¢jalment ghal programmi
moghtija mid-Direttorat u jippromwovi I-kultura ta' eccellenza b'mod partikolari 1-ethos tas-Servizz Pubbliku;

Jikkontribwixxi ghall-izvilupp tal-implimentazzjoni tal-progett inkluzi processi delegati, u ghall-
identifikazzjoni ta' titjib tal-process ghal ragunijiet ta' simplifikazzjoni, innovazzjoni u valur.

[Zomm aggornat mas-sistemi bazi¢i tal-kontabilita, proceduri u applikazzjonijiet, u jsegwi t-tahrig kif mitlub.
Jappoggja t-taghlim kontinwu u l-izvilupp tal-membri tat-tim.

Jikkomunika bejn manigers, klijenti u impjegati.

Jindirizza t-thassib tal-impjegati u tal-klijenti.

Jwettaq dmirijiet ohra kif assenjati mill-Manigment Gholi minn zmien ghal Zmien;

Jikkoordina u jippartecipa fil-lagghat, izomm il-minuti tal-laqghat u jara li titwettaq 1-azzjoni mehtiega;
Jghin fil-kompiti ta 'kuljum, 1i jinkludu l-immaniggjar u t-tqassim ta' korrispondenza u talbiet ghal

informazzjoni, iz-zamma ta 'rekords, kif ukoll id-dhul u I-aggornament ta' informazzjoni bbazata fuq sistemi
tal-kompjuter u databases;

xvii. Kwalunkwe kompitu iehor li s-superjur jista’ jiddelega lilu/ha, kif jista’ jkun mehtieg;

xviii.Kwalunkwe dmir ichor hekk kif ordnat mis-Segretarju Permanenti Ewlieni
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OFFICE of the DEPUTY PRIME MINISTER and MINISTRY FOR HEALTH

Duties and responsibilities

1.

ii.

iil.

v.

Vi.
Vil.

Viii.

IX.

xi.
Xii.
Xiil.
Xiv.

XV.

XVi.

XVil.

XViil.

Assisting the Director / Head of Unit, or his / her representative by assisting with the responsibility of services
delivered by the Directorate;

Liaising with the Director and Head of Unit, highlighting any issues that may arise, providing recommendations and
follow through implementation;

Coordinating services that fall under the Department / Unit;

Liaising and meeting with internal and external stakeholders/partners as directed by the Director / Head of Unit;

Assists in the regular compliance checks that ensure that the established policies are being observed, and
assists in the compilation of reports on corrective measures required by senior management and the parties
involved;

Disseminates information and updates about public administration as needed:
Assists in the compilation of reports;

Supports and actively participates in the provision of excellent service to clients especially for programmes
delivered by the Directorate and promotes the culture of excellence in particular the ethos of the Public
Service;

Contributes to the development of project implementation including delegated processes, and to the
identification of process improvements for reasons of simplification, innovation and value.

Keeps up to date with basic accounting systems, procedures and applications, and follows training as
requested.

Supports the continuous learning and development of team members.
Communicates between managers, customers and employees.

Addresses employee and customer concerns.

Performs other duties as assigned by Senior Management from time to time;

Coordinates and participates in meetings, keeps the minutes of the meetings and sees that the necessary action
is carried out;

Assists in daily tasks, which include handling and distributing correspondence and requests for information,
maintaining records, as well as inputting and updating information based on computer systems and databases;

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

Any other duties as directed by the Principal Permanent Secretary.
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