Opening Date: 12 March 2019

Closing Date: 26 March 2019
Location: Tortola ]OB VACANCY NOTICE
Vacancy Notice No. 25 of 2019 1
Job Classification: Grade 15 D e p uty D Ire Ct or
Ministry/Department/Unit: |International Affairs Secretariat Government of the Virgin Islands

Position Details: One year probationary period
Established position
Employment Type: Full-time
Remuneration/Benefits: Salary range $51,069 - $81,146. Salary is commensurate
w ithrelevant qualifications and ex perience.

ROLE SUMMARY The successful applicant will provide leadership and guidance in all aspects of the day to day activities of the
Department. Manage the budget and expenditure. Plan, dev elop and implement Gov ernment projects.

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

2. Liaise with Government Ministries and ministries in international matters of significance to the BVI, provide
assistance and co-ordinate where appropriate to maximise the benefits of all existing international activities
and relationships.

3. Provideinformation and strategic analysis to ensure that the Premier and other Ministers are fully aware of
globaleconomic, social and other developments that affect the long terminterests of the Teritory.

4. Formulate policy responsesto international developmentissues orinitiativ es affects the interests of the
Teritory from foreign countries, internationalinstitutions or organisations.

5. Monitor, gather, analyse and distribute information to gov ernment officesrelating to current and any future
externalinitiatives whichmay impact or affect the interests of the BVI.

6. Conduct periodic perception audits of BVI'sInternationalreputation and recommendation of policies and
strategiesto optimise BVI's performance in the international arena.

Prepare correspondences and annual and monthly reports to ensure accurate dissemination of information.

8. Coordinate briefing materials and speeches for Ministers at international gatherings held in the BVI and
outside the Territory.

9. Coordinate thereportingon the BVI's participationin meetings, conferences and courses and membership
in international organisations held in and outside the BVI.

10. Represent the BVI Gov ernment in international meetings and in visits of the BVI by the international
representatives.

11. Provide strategic directionto consultants of the International Affairs Secretariat.

12. Deputisein the absence of the Director.

13. Assist with the preparation of the Department’s Annual Budget.

14. Assist with the preparation and submission of Performance Planning and Appraisal Report staff.

15. Identify job specific and environmental factorsand develop, where applicable, implement and promote the
health and safety policies. Mitigate and minimise workplace hazards.

16. Perform any otherrelated duties asrequired by Supervisor or any other senior officer in order to contribute to
the effectiveness and efficiency of the department.

Manage your own resources, dev elopment and networks

Obtain and analyse information for critical decision-making

Ensure compliance with legal, regulatory, ethical and social requirements
Provide leadership and encourage innov ation in the organisation
Communicate and influence effectiv ely

Dev elop a customer focused organisation

Manage organisational challenges

Manage change in organisational activities

BEHAVIOURAL
COMPETENCIES

NG hWN

WORKING CONDITIONS/ Normal office environment
ENVIRONMENTAL FACTORs *  fieldwork

e Bachelor'sDegree in International Affairs, Public Administration, PoliticalScience, Economics orarelated
MINIMUM field
QUALIFICATIONS AND Seven (7) years' working experience in the field
EXPERIENCE Sound knowledge of Government structure, policies and procedures
Sound knowledge ofrelev ant laws, regulations, procedures and policies
Sound knowledge ofinternational affairs and global politicaland economic issues
Sound analyfical skills in diplomacy, protocol and negotiation
Sound knowledge of financial systems, practices and procedures
Sound understanding of the BVI Economy, particularly the Financial Services and Tourism industries
Sound oraland written communication skills
Good knowledge of the use of standard office equipmentand computer applications
e Sound analyficaland decision-making skills

It is the policy of the Govermment of the Virgin Islands that appoint ments to t he Public Service, and promotions within the Service, be based on the merit principle — without discrimination
based onrace, age (save as restricted by law ), religion, political affiliation, sexual orientation, marital st atus, or family relationship.

CONTACT THE DEPARTMENT OF HUMAN FOR MORE INFORMATION ABOUT THE EMPLOYMENT PROCESS:
Department of Human Resources « Cenfral Administration Buiding ¢ Wickhams Cay | * Road Town ¢ Tortola e British Virgin Islands | Tel (284) 468-2178 « Fax (284) 468-3191 « E-mail hrdbvi@gov.vg



¢ Soundinferpersonaland organisafionalskills
o  Ability ftowork wellunder pressure
e Soundsupervisory and management skills

HOW TO APPLY
All applications for employment to the Public g
Service, including applications for transfer
under the Employee Mobility Programme
must be submitted to the address provided
below by the job closing date.
Agency:
Public Service Commission
c/o Department of Human Resources
Road Town, Tortola VG 1110
British Virgin Islands
Or by email: hrdemployment@gov.vg

Applicants should submit the Employment Application (available at: www.bvi.gov.vg); a
Résumé/Curriculum Vitae of their relevant experience and quadlifications; with two personal
reference letfers; certified copies of identification, citizenship, and academic
certifications/diplomas/licenses, along with a police certificate from your place of residency.

Applying through the Employee M obility Programme: Applicants interested in transferring to the
Public Service through the Employee Mobility Programme must submit the standard Employment
Application (see above) along with the Employee Mobility Application (available at:
www.bvi.gov.vg/services/emp. All sections of both forms must be thoroughly completedin order to
prevent delays in processing applications. For more information about the Employee M obility
Programme, click ww w _.bvi.gov.vg/services/emp.

Important Notice: 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 wit h the Government of the Virgin Islands.

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

CONTACT THE DEPARTMENT OF HUMAN FOR MORE INFORMATION ABOUT THE EMPLOYMENT PROCESS:
Department of Human Resources « Cenfral Administration Buiding ¢ Wickhams Cay | * Road Town ¢ Tortola e British Virgin Islands | Tel (284) 468-2178 « Fax (284) 468-3191 « E-mail hrdbvi@gov.vg


http://www.hrdemployment@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

