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PUBLIC SERVICE COMMISSION

JOB DESCRIPTION

SEQ: *POSITION NO:
COMCS.024

DEPARTMENT: DESIGNATION/CLASSIFICATION:
Public Services Commission SECURITY OFFICER, GRADE 2
OFFICE/AGENCY: LOCAL DESIGNATION:
DIVISION: HIGHEST SUBORDINATE:
Corporate Services
BRANCH: IMMEDIATE SUPERVISOR:
Corporate Services Director, Corporate Services
SECTION: LOCATION:

TAN investment Haus, Waigani

HISTORY OF POSITION
DPM NO: DATE OF VARIATION DETAILS
New As per MOA 2007 - 2010

1. PURPOSE

Responsible for providing Security and screen visitors at the front desk of the Public Service
Commission.

2. ACCOUNTABILITIES:

Report to the Director, Corporate Services.




sk

MAJOR DUTIES:

3.1
3.2
35
3.4
3.5

Effectively manage the security area and the front desk.

Thoroughly screen all visitors to the Chairman, Commissioners, Division Heads and staff.
Provide escort and security to the Chairman and Commissioners outside of Building.
Take care of PSC vehicles, parking area and office equipments.

Carry out other duties as directed by Director, Corporate Services.

REPORTING AND WORK RELATIONSHIP

4.1

4.2

INTERNAL
- Chairman, Commissioners, Secretary and Divisional/Branch Heads
- Officers of PSC

EXTERNAL
PSC Clients

POSITION AND PERSON SPECIFICATIONS

(a)

(d)

QUALIFICATION
Grade 10

KNOWLEDGE
- Customer Service.
- Provide security where and when required.

SKILLS/COMPETENCIES

- Interview skills

- People skills

- Communication skills

WORK EXPERIENCE
- At least three (3) years experience in a similar field.




