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	Job Title
	Senior Parliamentary Committee Officer

	Division
	Parliamentary Committee Office

	Reports to
	Principal Parliamentary Committee Officer

	Reporting positions
	Committee Officer, Stenographer

	Salary
	[bookmark: _GoBack]$33,435p.a.

	Main purpose of Role
	Assist the Clerk Assistant and Select Committee team members in ensuring that deliverables for the Division are achieved in the timeframe required.

	Key Tasks

	Technical 
	1. Prepares reports of visits for endorsement of the Chairperson.
2. Conducts relevant research and analyse information for consideration of Committee as directed by the Chairperson from time to time.
3. Collects information for consideration by Parliamentary Select Committee.

	Quality Assurance and customer satisfaction
	1. Delivers signed reports to stakeholders for appropriate action.       

	Administration
	1. In consultation with relevant stakeholders, follow up allowances of Committee members if and when required.
2. In close collaboration with the Chairperson, prepare agenda of meeting and programme of visits.
3. Coordinates and takes minutes of meetings.

	Advice and Consultancy
	1. Provides secretarial support to Committee members during meetings and visits if and when required.
2. Attends site visits with Parliamentary Select Committees.

	General Responsibilities
	1. Adheres to the Office’s Equal Employment Opportunities policy in all activities, and actively promotes equality of opportunity wherever possible.
2. Is responsible for own health and safety and that of colleagues.
3. Undertakes other such other duties as may be reasonably expected.

	Performance Measures
	1. Secretarial support to Special/Adhoc Committees is always provided.
2. Accurate recording of identifies issues.
3. Effective and efficient secretarial support.
4. Effective coordination, timely and accurate recording of minutes.
5. Timely payment of allowances.
6. Timely preparation of agenda and programme of meetings.
7. Reports are delivered to relevant stakeholders in a timely fashion.
8. Research is extensive and information is analysed in a timely manner.
9. Information collected is appropriate and conducted in a timely manner,

	Frequent Contacts
	Members of Parliament, Secretariat Staff, Members of Public


	Selection Criteria

	Qualifications
	1. Minimum of a Bachelor degree in Management or in any relevant discipline (Essential)

	Experience
	2. At least 2 years of relevant work experience (Essential)

	Skills
	3. Must be proficient in the use of computers especially in various Microsoft suites (Essential)
4. Must have highly developed written and oral skills in both English and Samoan, advanced research and analytical with attention to detail skills (Essential)

	Personal Attributes
	5. Must possess a pleasant manner, be approachable and have a flexible attitude to working hours (Essential)

	Document History

	Approval Date
	

	Review Date
	

	Revision History
	



image1.jpeg
OFFICE OF THE CLERK TN
OF THE LEGISLATIVE ASSEMELY
= TN

s




