Annex A

MINISTRY FOR EQUALITY AND CIVIL RIGHTS

Ministeru | Ministeru ghall-Ugwaljanza u d-Drittijiet
Civili
L-impjieg | Assistant Manager

Dmirijiet u Responsabbilitajiet

1. Jassisti fl-ippjanar effettiv, il-koordinazzjoni u l-amministrazzjoni ta’ kuljum ta’ materji finanzjarji, tar-rizorsi umani u tal-
akkwist.
il. Izomm rekords, sistemi ta’ arkivjar, bazijiet tad-data u sistemi elettronici prec¢izi u aggornati.
iii. Jassisti fi tranzazzjonijiet finanzjarji u funzjonijiet bazici tal-kontabilita.
iv. Jassisti fl-ippjanar, il-monitoragg u l-kontroll tal-bagit.
v. Jappoggja l-ippjanar tar-rizorsi umani u attivitajiet relatati mar-reklutagg u r-rizorsi.
vi. Jappoggja t-thejjija u l-monitoragg ta’ sejhiet ghall-applikazzjonijiet u ezercizzji ohra relatati mar-rizorsi
umani.
Vii. Jappoggja l-ippjanar u l-implimentazzjoni tal-proc¢eduri tal-akkwist matul i¢-¢iklu kollu tal-akkwist.
viil. Jassisti fit-thejjija u I-verifika tad-dokumentazzjoni tal-akkwist, id-dokumentazzjoni relatata mal-

evalwazzjoni u mal-fazi ta’ wara l-ghoti tal-kuntratt, ftehimiet kuntrattwali, addenda, u dokumentazzjoni

mehtiega mill-kumitati rilevanti, skont ir-rekwiziti applikabbli.

iX. Jikkollabora u jzomm relazzjonijiet ta’ hidma effettivi mal-partijiet interessati interni u esterni, jikkomunika
l-informazzjoni rilevanti u jaghmel is-segwitu mehtieg dwar sottomissjonijiet, talbiet, decizjonijiet u

azzjonijiet.

X. Jassisti fil-gbir u t-thejjija ta’ rapporti, pubblikazzjonijiet, sottomissjonijiet u informazzjoni ghall-manigment,

u jipprovdi informazzjoni rilevanti sabiex jappoggja l-ippjanar u t-tehid tad-decizjonijiet.

xi. [Zzomm ruhu aggornat dwar legizlazzjoni, politiki tal-Gvern, standards, proc¢eduri, linji gwida u sistemi
rilevanti, inkluzi dawk relatati mal-gestjoni finanzjarja, ir-rizorsi umani u l-akkwist pubbliku, u jiehu t-tahrig

rilevanti kif mehtieg.

Xii. Jikkontribwixxi ghal progetti, titjib fil-processi u inizjattivi mmirati lejn l-eccellenza fis-servizz, inkluzi
mizuri ghas-simplifikazzjoni, l-innovazzjoni, 1-effi¢jenza, il-konformita, is-sostenibbilta u I-valur mizjud,

filwaqt 1i jhares il-principji u l-etos tas-Servizz Pubbliku.

xiil. Iwettaq kompiti ohra li, minn zmien ghal Zmien, jistghu jigu assenjati mis-Segretarju Permanenti;

Xiv. Iwettaq kwalunkwe dmir iehor kif dirett mis-Segretarju Permanenti Ewlieni.



Annex A

MINISTRY FOR EQUALITY AND CIVIL RIGHTS

Ministry | Ministry for Equality and Civil Rights

Job title Assistant Manager

Duties and Responsibilities

1. Assists in the effective planning, coordination and day-to-day administration of financial, human resources

and procurement matters.

il. Maintains accurate and up-to-date records, filing systems, databases and electronic systems.

iii. Assists with financial transactions and basic accounting functions.

iv. Assists in budget planning, monitoring and control.

V. Supports human resources planning and resourcing activities..

Vi. Supports the preparation and monitoring of calls for applications and other resourcing exercises .
Vii. Supports the planning and implementation of procurement procedures throughout the procurement cycle.
viil. Assists in the preparation and vetting of procurement documentation, evaluation and post-award

documentation, contract agreements, addenda, and documentation required by relevant committees, in line

with applicable requirements.

iX. Liaises and maintains effective working relationships with internal and external stakeholders, communicates

relevant information and follows up on submissions, requests, decisions and actions as necessary.

X. Assists in the compilation of reports, publications, submissions and management information, and provides

relevant information to support planning and decision-making.

xi. Keeps abreast of relevant legislation, Government policies, standards, procedures, guidelines and systems,
including those relating to financial management, human resources and public procurement, and undertakes

relevant training as required.

Xii. Contributes to projects, process improvement and service excellence initiatives, including measures aimed at
simplification, innovation, efficiency, compliance, sustainability and added value, while upholding the

principles and ethos of the Public Service.

xiil. Carries out other tasks that may, from time to time, be assigned by the Permanent Secretary;

Xiv. Perform any other duties as directed by the Principal Permanent Secretary.



