ANNness A

Ministeru Ministeru ghal Ghawdex

L-impjieg Manager Il (Project Management)

Dmirijiet u responsabbiltzajiet

Vi.
Vii.

viii.

Xi.

Xii.
Xiii.
Xiv.

XV.

Jissorvelja t-twettiq ta’ progetti ezistenti, inkluzi progetti ta’ restawr, li geghdin fis-sehh u ohrajn
li jkunu ged jigu zviluppati;

Jizviluppa u jfassal inizjattivi ghal progetti futuri, inkluzi progetti ta’ restawr u jippjana I-
implimentazzjoni tal-progett;

Jipprepara u jaggorna t-timeframes ta’ progetti individwali b’konsultazzjoni mal-persuna nkarigta
mill-progett u I-istaff professjonali u tekniku;

Jorganizza laqghat mat-tim tal-progett u jhejji I-minuti;

Jipprepara u jissorvelja rapporti dwar progress ta’ xoghol u jassigura li r-rappurtagg ikun fil-hin u
tal-livell mehtieg;

Jissorvelja I-implimentazzjoni finanzjarja tal-progetti;

Jassisti fis-sottomissjonijiet tal-applikazzjonijiet ghall-fondi;

Jipprovdi appogg fil-processi ta' xiri, pagamenti u verifika / ¢ertifikazzjoni,

Jipprovdi gwida interna u l-informazzjoni mitluba relatata mal-ipprogrammar u |-
implimentazzjoni tal-progetti,

Jaghmel verifiki ta’ dokumenti u jmur fizikament fuq progetti u jipprovdi appogg waqt sessjonijiet
ta’ verifika u waqt l-gheluq ta’ progett jew programm;

Jirraporta irregolaritajiet u jsegwi kull irregolarita jew notice of financial correction li jkun mahrug
mill-imsiehba koncernati;

Jiehu hsieb u/jew idahhal data f’databases elettronici uzati ghall-preservazzjoni u bdil ta’ data;
Jiehu hsieb 1-implimentazzjoni tar-rekwiziti tal-pubbli¢ita marbuta mal-progetti;

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

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

Ministry Ministry for Gozo

Job title Manager 11 (Project Management)

Duties and responsibilities
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viii.
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XV.

Supervises the implementation of existing projects, including restoration projects, that are in place
and others that are being developed,

Develops and designs initiatives for future projects, including restoration projects, and plan ways
to implement them in appropriate periods;

Prepares and updates the timeframes of individual projects in consultation with the project owner
and the professional and technical staff;

Organizes meetings with the project teams and prepares the minutes;

Prepares and supervises progress reports and ensures that reporting on projects is up to date and
of the required standard;

Supervises the financial implementation of the projects;

Assists with the submission of applications for funding;

Provides support in the procurement, payment and verification/certification processes;

Provides internal guidance and the requested information related to the programming and
implementation of the projects;

Does document verifications and physically go onsite and provides support during verification
missions and during the closure of a project or programme;

Reports irregularities and follows up any irregularity or notice of financial correction that is
issued by the partners concerned;

Takes care of and/or enters data into electronic databases used for the preservation and
exchanges of data;

Takes care of the implementation of the publicity requirements linked to the projects;

Undertakes 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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