Anness A

Ministeru Ministeru ghall-Edukazzjoni u 1-
Isport
L-impjieg Assistant Manager

MINISTERU GHALL-EDUKAZZJONI U L-ISPORT

Dmirijiet u responsabbiltajiet

i Iwiegeb u jsegwi mistogsijiet mill-pubbliku generali, edukaturi u studenti fir-rigward tal-provvista tal-
kors tat-Taghlim ghall-Adulti;

i Jassisti fil-kumpilazzjoni tal-iskedi, il-prospett u materjal iehor ta’ taghlim/amministrazzjoni, inkluz
certifikati u ittri ta’ attendenza, relatati mal-provvediment tal-kors tat-Taghlim ghall-Adulti;

iii  Izomm kuntatt, johrog komunikazzjonijiet u jgassam informazzjoni mid-Direttorat lill-istaff, edukaturi
u studenti;

iv  lkollu gharfien sod u jhaddem is-sistema backend tal-IT ghall-provvista tal-kors fit-Taghlim ghall-
Adulti;

v Jattendi laqghat, jaghmel abbozz tal-agenda u jiehu minuti relatati mal-amministrazzjoni tal-
provvediment tal-kors tat-Taghlim ghall-Adulti;

vi  Jassisti lid-Dipartiment tas-Salarji fil-gbir, hdim u l-aplowdjar tal-pagi ta’ edukaturi u koordinaturi
part-time;

vii  Jassisti lill-EO ghat-Taghlim Tul il-Hajja fi kwistjonijiet amministrattivi ohra li jistghu jinqalghu matul
is-sena, inkluz l-organizzazzjoni ta’ sessjonijiet ta’ Zvilupp Professjonali ghall-Edukaturi tal-Adulti,
sessjonijiet ta’ induction, tnedija ta’ korsijiet u gimgha ta’ taghlim;

viilt Jattendi dmirijiet ohra li jistghu jigu assenjati mid-Direttur ghar-Ricerka, Taghlim Tul il-Hajja u
Impjegabbilta;

ix  Kwalunkwe kompitu iehor 1i s-superjur jista’ jiddelega lilu/ha, kif jista’ jkun mehtieg;

X Jwettaq dmirijiet ohra li jistghu jigu aggornati biex jissodisfaw ir-rekwiziti ta’ kwalunkwe qasam iehor
kif ikkonfermat mis-Segretarju Permanenti;

xi  Kwalunkwe dmir iehor hekk kif ordnat mis-Segretarju Permanenti Ewlieni.
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Annex A

Ministry

Ministry for Education and Sport

Job title Assistant Manager

MINISTRY FOR EDUCATION AND SPORT

Duties and responsibilities

i

il

il

v

vi

vil

viil

X

xi

Answers and follows up queries from the general public, educators and students with regards to the
Adult Learning course provision;

Assists with the compilation of timetables, the prospectus and other learning/administrative
materials, including certificates and letters of attendance, related to the Adult Learning course
provision;

Maintains contact, issue communications and distribute information from the Directorate to staff,
educators and learners;

Have a sound knowledge and operate the IT backend system for the course provision in Adult
Learning;

Attends meetings, draft agenda and take minutes related to the administration of the Adult Learning
course provision;

Assists the Salaries Department with collecting, computing and uploading wage returns of part-time
educators and coordinators;

Assists the EO for Lifelong Learning in other administrative matters that may arise during the year,
including the organization of Professional Development sessions for Adult Educators, induction
sessions, launch of courses and learning week;

Attends to other duties that may be assigned by the Director for Research, Lifelong Learning and
Employability;

Undertakes any other tasks, which the superior may delegate to him/her, as may be required;
Undertakes any other duties which may be updated to meet the requirements of any other area as
confirmed by the Permanent Secretary;

Any other duties as directed by the Principal Permanent Secretary.
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