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) July, 1978
Vacancies -~ Continued
Standard . Advertisement | Applications
Position No. & Designation Salary Scale (s) Location Number Close
Department of Public Utilities - continued
PMB 10Postal Officer ' _ : - ,
Grade 8 K4375-4645 Port Moresby 232 4,8.78

Quallfications: Qualified for promotion as Postmaster. Extensive experience in all phases
of Postal work. Proven ability to manage a large Post Office and control staff.

Duties: Efficient management of Post Office in accordance with standing instructions. ‘
Direction, supervision and training of Post Office staff. .Such other duties as directed.

*FAE2 Clerk Class 6 K3740-3915 Port Méresby 233 4,8,78

Quallfications: Satisfactory completion of Grade |0.or the Public Service Certificate or

possession of such other educational qualifications as may be acceptable to the Public

Services Commission. Comprehensive knowledge of Postal -and Telecommunications accounting
- and procedures. Ability to control and direct staff commerce certificate desirable.

Dutles:. Under Iimited direction supervise and direct the operation of General expenses
sub-section attend to all major correspondence, prepare reports and draft instructions
relating to the sub-section. Oversight, control all records subsidiary to the efficient
operations of the expenditure system. Arrange the preparation of all classification ships.
Exercise appropriate financial delegations. Oversight and reconcile Registers of
outstanding commitments -against Departmental funds. Supervise the batching of vouchers for
encoding fo the accounting. Supervise the recovery of excess payment. Supervise, train
Junior staff, Carry out such other duties as directed consistent with the above.

POA1Clerk Class 6 K3740-3915 Port Moresby 234 4,8.78

Qualifications: Satisfactory completion of Grade (2, or Public Services Higher
Certificate or provision of such other educational classification as may be acceptable to
the Public Services Commission. Proven managerial ability and comprehensive knowledge of
Postal Administration and Services.

Duties: Direct and control the administration of the regions in particular deal with
matters which cannot be handled af the regional level. Plan future requirements of the
Division to meet the demands for services, staff equipment, accommodation and amenities.
Direct continuing reviews of services and performance standard staff practices and
procedures to ensure efficient and effective administration and services are carried out
at Regional level. Oversight fthe career plans for staff, participate in the selection
of the Postal Officer for higher classification and promotion. Liaise with Disciplinary
Officer of the Department on matters concerning staff irregularities involving
discliplinary actlon. Carry out other duties as directed consistent with the above.

TRN.12 Training Offlcer . . :
Grade | ' K2835-3055 Port Moresby 235 4,8.78

Qualifications: Satisfactory compietion of Grade 10, or Public Services Certificate,

or possession of such other educational qualifications as may be acceptable by the Public
Services Commission. Experience in clerical, Administrative, Finance or Supply work
desirable and interest in working in training field. Ability o conduct on-the-job
training.

Duties: Conduct on-the-job training., Compile relevant work documentation. Assess the
need for formal training. Prepare reports and make appropriate recommendations. Assist in
preparation of training coursés; participation in training sessions, discussion and
evaluation of training. Carry out other duties as directed, consistent with the above.
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Vacancies = -  Continued
Standard Advertisement [ Applications
Position No. & Designation Salary Scale (s)] - Locaiton Number Close

Department of Public Utilities - continued

PHO4 Clerk Class 2 K2195-2480 Port Moresby 236 4.8.78

Qualifications: Satisfactory completion of Grade 10, or Public Service Certificate or
possession of such other qualifications as may be acceptable *o the Public Services
Commission. Experience in slmilar or allied work.. Officers not holding these educational
qualifications but who have relevant experience are also ellgible and those who think they
can do this work should apply.

Duties: Under direction receive order forms and invoices from Mail Order. Accounts Sectlon.
Prepare break up/processing sheets from the Orders received, check the stock issued by Stock
Controllers. Maintain daily balance of break up/processing sheets. ~Assist with preparation
of invoice, assist processors with processing orders, 1-10 to ensure processors are
preparing orders as per cusTomers requirements. Carry out such other duties as directed
consistent with the above. ' :

PHO7 Clerk Class 2 ' K2195-2480 Port Moresby - 237 4.8.78

Qualifications: Satisfactory completion of Grade 10 or Publlc Service Cerfificate or
possession of such other qualiflications ‘as may be accgptable to Public Services Commission.
Experience in similar or allied work., Officers not holding these educational qualifications
but who have relevant experience are also eligible and Those who think they can do this
work should apply.

Duties: Under direction receive order forms and invoices from Mail Order Accounts Section.
Prepare break up-processing sheets from the Orders received, check the stock [ssued by Stock
Controllers. Maintain daily balance of break up/processing sheets. Assist with

preparation of Invoice, assist processors with processing orders, and check orders 1-10 to
ensure processors are preparing orders as per customers requirements. Carry out such other
duties as directed consistent with the above.

PHA3-9 Clerk Class 2 i : ’
(7 Positions) K2195-2480 Port Moresby 238 4,8.78

Qualifications: Satisfactory completion of Grade [0 or Public Services Certificate or
possession of such other qualifications as may be acdeptable to Public Services Commission.
Experience in similar or allied work., Officers not holding these educational
qualifications but who have relevant experience are also eligible and those who think they
can do the work should apply.

Duties: Check each or for credit rating, and for clarification and correctness. Separate
financial orders from unfinancial orders. Prepare invoices for machinist to debt accounts
" when accounts are not in credit, prepare statement for client. Prepare credit or debit
notes for machinist to adjust ledger cards on.errors discovered in order. Sort financial
orders ready for Break up Clerk for prozwssing. Carry out such other duties as dlrected
consistent witl: tho above.

PHD8 Clerical Assistant
Grade 2 K2050-2195 Port Moresby 239 i 4,8,78

Qualifications : Successful completion of Grade 8 or secondary eduation or approved
educational equivalent or assessed equivalent In ferms of educaTIon and experience in
Public Services.








































































































