Clesing Date: 110ne 2015 JOB VACANCY NOTICE

Vacancy N:-)?iz:h;:f I\;\)g(\j\llc/}ONQO] 8 (INTERNAL APPLICANTS ONLY) C h a rg e h an d ( R oa d S )
Job Classification: Grade 05 INTERNAL APPLICANTS ONLY

Ministry/Department/Unit: Public Works Department
Position Details: One year probationary period

Government of the Virgin Islands

Established position
Employment Type: Full-time
Remuneration/Benefits: Salary range $21,287 - $33,827 Salary is commensurate
with relevant qualifications and experience.

ROLE SUMMARY The successful applicant will oversee the maintenance work and assist with work as necessary to provide a high
quality working environment. SEEKING TO RECRUIT INTERNAL OFFICERS ONLY WHO FALL WITHIN THE GRADE
1TO 6 RANGE.

MAIN RESPONSIBILITIES 1. Ensure the smooth and efficient operations of the unit and the supervision of assigned staff.

2. Perform some administrative duties including keeping a daily log of tasks, preparing reports, preparing
material and supply lists based on job requirements.

3. Assist with general repairs, building, installation, moving, and maintenance projects.

4. Report mechanical and electrical problems to the supervisor and assist in alleviation of such problems to
ensure these are remedied in a timely manner.

5. Assist with the coordination of meetings, training sessions and workshops to ensure awareness of policies and
procedures.

6.  Assist with supervising the cleaning of drainage/ghut, cutting of trees/shrubbs and debris from roads etc. in
order to maintain public areas.

7. Assist with supervising the road and bridges maintenance repair crew to help facilitate effective subordinate
management.

8. Perform any other related duties as required by Supervisor or any other senior officer in order to confribute to
the effectiveness and efficiency of the Ministry/Department.

BEHAVIOURAL 1. Organise and develop yourself

COMPETENCIES 2. Develop and maintain an effective working relationships within you team
3. Ensure the working practices of yourself and your team reduce risks to health and safety
4. Conftribute to the effective use of resources
5. Muaintain the quality of your team’s work

WORKING CONDITIONS/ *  Normal Office Environment

ENVIRONMENTAL FACTORs ®  EXPosure to electricity
. Workshop environment
. High School diploma or equivalent

MINIMUM e  Five (5) years' experience in woodwork, carpentry and general building maintenance

QUALIFICATIONS AND e Trained in carpentry/joinery/woodwork

EXPERIENCE . Good knowledge of Government structure, policies and procedures
¢ Sound knowledge of standard practices, tools, materials, equipment and methods of the frade
e Sound knowledge of carpentry
¢ Sound knowledge in general building maintenance
e  Good interpersonal skills
. Ability to work with minimal supervision
. Good oral and written communication

HOW TO APPLY

All applications for employment to the Public Applicants should submit the Employment Application (available at: www.bvi.gov.vg); a
Service, including applications for fransfer Résumé/Curriculum Vitae of their relevant experience and quadlifications; with two personal
under the Employee Mobility Programme reference lefters; certfified copies of idenfification, citizenship, and  academic
must be submitted to the address provided certifications/diplomas/licenses, along with a police certificate from your place of residency.

below by the job closing date.

Agency: Applying through the Employee Mobility Programme: Applicants interested in transferring to the
Permanent Secretary Public Service through the Employee Mobility Programme must submit the standard Employment
Ministry of Communications and Works Application (see above) along with the Employee Mobility Application (available at:
Central Administration Complex www.bvi.gov.vg/services/emp. All sections of both forms must be thoroughly completed in order to

Road Town, Tortola VG 1110

British Virgin Islands

prevent delays in processing applications. For more information about the Employee Mobility
Programme, click www.bvi.gov.vg/services/emp.

Or by email: www.hrdbvi@gov.vg

Important Nofice: Qualified candidates who are considered for potential employment with the
Government of the Virgin Islands may be requested to provide further criminal history record
information. Evidence of a criminal conviction or other relevant information obtained shall not
automatically disqualify an individual from employment with the Government of the Virgin Islands.

It is the policy of the Government of the Virgin Islands that appointments to the Public Service, and promotions within the Service, be based on the merit principle — without discrimination
based on race, age (save as restricted by law), religion, political affiliation, sexual orientation, marital status, or family relationship.

CONTACT THE DEPARTMENT OF HUMAN FOR MORE INFORMATION ABOUT THE EMPLOYMENT PROCESS:

Department of Human Resources ¢ Central Administration Building ¢ Wickhams Cay | « Road Town « Tortola e British Virgin Islands | Tel (284) 468-2178 « Fax (284) 468-3191 ¢ E-mail hrdbvi@gov.vg


http://www.hrdbvi@gov.vg/
http://www.bvi.gov.vg/sites/default/files/Employment%20Application%20Form.pdf
file://isu9000/hr$/Work/VACANCY%20NOTICES/2017/PSC/www.bvi.gov.vg/services/emp

