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The Early Childhood Commission (ECC) an agency of the Ministry of Education with responsibility to regulate the operation of early childhood institutions is seeking to identify a highly motivated dynamic individual to fill the following vacant post.
ADMINISTRATIVE ASSISTANT 
(OPS/SS 3)
Description of Duties:
Provides administrative and secretarial support to Senior Manager and department
Key Responsibilities:

· Conducts routine administrative and secretarial functions efficiently

· Researches and analyses data and prepares draft reports on routine administrative matters or other informational or statistical materials required

· Prepares special and recurring departmental reports
· Composes and types directives, bulletins, schedules, agendas and other documents

· Manages the department’s calendar and prepares and maintains relevant schedules of activities

· Assists in the organization of events and activities for the department
· Responds to requests, inquiries and complaints from departments, organizations and the general public.
· Makes arrangements for meetings and prepares and transcribes Minutes
·  Maintains the requisite records
Minimum Qualifications and Experience:

· Bachelor’s Degree in Management Studies or the Social Sciences
· At least two (2) years experience in a senior administrative position with at least one (1) year in the Public Sector 

Key Competencies:

· Sound knowledge of office practices and procedures 

· Knowledge of record keeping and records management techniques
· Sound knowledge of relevant computer programmes including spreadsheet, word processing, and presentation 
· Excellent written and oral communication skills

· Excellent interpersonal skills
Remuneration: 
        Salary Scale $688,275.00 - $818,143.00 per annum
Application along with detailed Curriculum Vitae should be submitted no later than April 27, 2011 to:
Manager, Human Resources & Administration
The Early Childhood Commission

45-46 Kingston Mall

8-10 Ocean Boulevard, Kingston

by email to: application@ecc.gov.jm
We thank all applicants; however, only persons who are shortlisted will be contacted.

