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PAPUA NEW GUINEA PUBLIC SERVICE
JOB DESCRIPTION

1.  IDENTIFICATION

	AGENCY:

Dept. NATIONAL PLANNING & MONITORING
	SYS. POSN. NO:

0260000270
	REF. NO:

NSO 109

	OFFICE:

 NATIONAL STATISTICAL OFFICE
	DESIGNATION/CLASSIFICATION:

ASSISTANT SYSTEMS & DATABASE ADMINISTRATOR         GRADE 12 

	DIVISION:

CORPORATE SEVICES
	LOCAL DESIGNATION:

ASSISTANT SYSTEMS & DATABASE ADMINISTRATOR         

	BRANCH:

ICT
	REPORTING TO:                                                SYS. POS. NO:             REF. NO:

SYSTEMS & DATABASE ADMINISTRATOR      0260000269                NSO 108                                     

	SECTION:

DATA MANAGEMENT
	LOCATION:

PORT MORESBY


HISTORY OF POSITION

	FILE REF.
	DATE OF VARIATION
	DETAILS

	(Agency Reference/File No.)
	(Structure approved date)
	(Record of how position has changed)


2.
PURPOSE

To implement the activities identified by the Senior Data Officer, in the Branch’s schedule of activities. 

The person is required to compile, collate, and implement reporting documents as and when required in-relation to the ICT Data Management activities. The person will also administer resources allocated to Data Management section and report to the Senior Data Officer.
3.
DIMENSIONS
The position is responsible for compiling and presenting the status report of the ICT Branch to the Systems and Database Administrator and the Manager ICT (Infrastructure). The position holder will implement and administer technical reporting standards and documentation of all ICT Branch activities. 
4.
PRINCIPLE ACCOUNTABILITIES
· Realization of effective and efficient implementation of Data Management activities as related to the NSO ???
· Implementation of appropriate procedures for managing data as identified in the Branch’s work program;
· Sound and timely advice to the Senior Data Officer, Data Management, on all matters relating to Data Management.
5.
MAJOR DUTIES
1. Implements reporting and documentation of Data Management activities;

2. Implementation of activities highlighted in the Branch’s work program;

3. Provides technical support in the field offices in areas of data quality and management;

6.
NATURE AND SCOPE
The position holder reports directly to the Senior Data Officer, Data Management. The position focuses on the implementation of data quality and management procedures, and reporting standards for the ICT. It requires the diligent implementation of activities identified in the Branch’s Annual Work Schedule, in order that the identified ICT’s goals and objectives are met in an effective and efficient manner.

The scope of the job is limited to the NSO and its regional and provincial offices 
6.1
    WORKING AND WORKING RELATIONSHIP

(a) Internal

· Reports directly to the Senior Data Officer, Data Management on Data Management and other ICT matters;
· Reports to the Assistant National Statistician, Corporate Services??/ICT Manager as and when required
(b) External
· Line-agencies as per Data Management activities

6.2
WORK ENVIRONMENT

The position is a technical project position done through normal recruitment process. The position is located in Waigani, but requires some visits to the regional and provincial offices on reporting and addressing matters relating to Data Management.

7.      CONSTRAINTS FRAMEWORK AND BOUNDARIES
The position will implement and administer the respective activities identified with respect to Data Management matters in the ICT and to decide on and recommend to the Senior Data Officer the best Data Management practices for electronic data. 
Rules and procedure  

· Enshrine in the Public Services (Management) Act

· General Orders

· Public Services Code of Ethics

· Statistical Services Act
Decision(bullets)???
· Executive Management Team (EMT)

· Senior Management Team (SMT)

· Division/Sectional Management

8.
CHALLENGES

· The effective and efficient implementation of Data Management work programs and Implementation Schedules which have not been fully digested in the organization;

· Meeting and liaising with the ICT team to comprehend the implementation of its programs.

9.
QUALIFICATIONS, EXPERIENCES AND SKILLS

(a) Qualifications
· Degree preferably in Information & Communication Technology, or such other educational qualifications acceptable. 
· ICT Administrative ability of a high order.
(b) Knowledge
· Statistical Services Act. 1980.
· Knowledge of computer Application and Software

· Familiarization on Demographic and Surveying procedures
· Knowledge of Statistical Software and programs

· Database development and migration
· Design patterns and object-oriented programming

· API Development and backend services
(c) Skills
Ability to demonstrate the following skills at a proficient level;
· Written and Oral (presentation) Communications

· Report Writing

· Analytical and Research
· Programming
· Structured Query Language (T-SQL)/PLSQL
· MS SQL sever installation

· MS SQL sever administration
· Database management
· Planning and development of projects
· Excellent knowledge of ICT systems

· Fair knowledge of Demographic concepts

· Experienced in Statistical activities (survey, census)
· Management of people

· Public Relations

· Inter-personal

· Active/Reflective skills

· Able to develop strategies or plans and be able to implement and monitor it

· Be able to work in a team to initiate, plan and organize own work to meet deadlines

· Application of public service systems and processes   
(d) Work Experience: 

A minimum one (2) years working in the area of Data Processing, or other surveying activities in relation to Data Management.
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