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TEACHING SERVICE COMMISSION

1. ldentification:

Position No:
T5C.022

Division: Designation/Classification:
POLICY AND PLANNING GRADE: 15 — SENIOR INDUSTRIAL OFFICER
Branch: ' Local Designation:
INDUSTRIAL RELATIONS SENIOR INDUSTRIAL OFFICER
Section: Reporting to: Position No: TSC.021
INDUSTRIAL RELATIONS PRINCIPAL ADVISOR — INDUSTRIAL RELATIONS
Location: Incumbent:

HEADQUARTERS — FINCORP HAUS

_ HISTORY OF POSITION
DPM FILE NO. DATE OF VARIATION DETAILS
ORG: 09/01 11/08/1994 RECLASS, RENO
PD: 20/99 19/04/1999 NO CHANGE
IMPL: 6-2-24 115/08/2007 REDES/RECLASS/REVISE DUTIES
SCMC/-1-14/TSC/ek | 19/08/2015 RENUMBERED

2. Position Purpose:

¢  Ensure that all the different leaves and allowances for members of the Teaching Service are
properly managed and paid as regulated in the TS Act and the Memorandum of Agreement

(MOA) and on a timely basis.

3, Dimension:
= Finance: Nil
= Staff:
= Equipment:

4. Principal Accountabilities:

1 staff under its supervision
1 x Computer set and 1 x telephone set.

4.1 Effective and efficient coordination of the all actions and responses for the resignation,

retirement, deceased payment of all the leave types and the allowance claims for members
of the Teaching Service.

4.2 Effective and timely management for the actions and responses to the application form for
Furlough leave, Study leave, Leave with/without pay, sick leave with/without pay and other
leaves applications for members for the Teaching Service to the Commissioners for
approval.




4.3 Effective and timely management and coordination for the actions and responses to the
,l'ﬁggc%%p{%fgygg?us allowances for members of the Teaching Service,
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4.4 imeély management and review of the current listing for the Disadvantage Schools in the

country. with the assistance from the Provincial TSC Advisors and Provincial Education
~ Advisors,
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4.5 Effectively and efficiently manage the dissemination of TSC Circulars‘ and TSC

Determinations on the administration and payment of allowances to the provinces, the
schools and the teachers.

4.6 Timely provision of briefs to the Commission on key issues in the section that require
changes.

4.7 Timely provision of the much needed advises and feedback on teachers industrial matters
to the Provincial TSC Advisors and the Professional Assistants in the provinces.

5. MAIOR DUTIES.

5.1 Manage and coordinate the actions and responses for ali the resignation, retirement and deceased
queries for the members of the Teaching Service.

5.2 Manage and coordinate the actions and responses for the application form for Furlough ieave,

Study leave, Leave with/without pay, sick leave with/without pay and other leaves applications for
members for the members of the Teaching Service.

5.3 Manage and coordinate the actions and responses of the application forms for the various
allowances for members of the Teaching Service,

5.4 Mange and review the current listing for the Disadvantage Schools in the country with the
assistance from the Provincial Education Officers.

5.5 Manage with the disseminate TSC Circulars and TSC Determinations on the administration and
payment of allowances to the schools and the teachers.

5.6 Provide briefs to the Commission on key issues in the section that require changes.

5.7 Provide advises on teacher industrial matters to the Provincial TSC Advisors and the Professional
Assistant in the provinces.

& Nature and Scope:
6.1 Reporting Relations:

» The position reports td the Principal Advisor — Industrial Relations together with the
Investigatar —Industrial Relations as shown below;
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TsC.021
PRINCIPAL ADVISOR — [IRDUSTRIAL
|

TsC.024
INVESTIGATOR - INDUSTRIAL RELATIONS
GRADE: 14

- T8¢.023
INDUSTRIAL OFFICER
GRADE: 13
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- 6.2  Working Relations:

u Internal: Work closely with the Investigator —Industrial Relations and the Principal
Advisor —Industrial Relations. Liaise with the Provincial TSC Advisors in the
provinces.

" Externalt Liaise with Provincial Education Office, National Department of

Education, PNGTA, Office, Labour and Employment, National Economic and
Fiscal Commission and the Department of Personnel Management.

6.3 Working Envirenment:

e  Ensures that Industrial Policies and practices are appropriate and implemented. To
review such policies and practices from time to time and recommend changes.

7. Constraints Framework and Boundaries:
« Rules/Procedures: Abides by the Teaching Service Act and Education Act.
» Decisions: Implement the decision of the Commission.

= Recommendations: Recommends changes to Industrial Agreements, Determination
and Instructions to the Commission.

8. Challenges: )

e  Ensure that the industrial queries for teachers within the section are well coordinated
and managed within the section leave types and allowances for members of the
Teaching Service are paid on time.

9, Qualification, Expetience, Knowledge, Skills:

9.1 Qualification:
«  Degree or Diploma in Industrial Relations, Public Administration, HRM,

9.2 Experience:
= Minimum of ten {10) years’ work experience in industrial relations.

9.3 Knowledge:

»  Knowledgeable in the provisions of Teaching Service Act, Education Act, Public
Service General Orders, TSC/PNGTA MOA and Labour & Employment Act.

9.4  Skills:
= Written and verbal communication.
«  Computer skills in MS word, Excel & Power point.
»  Pubiic relations.
»  Briefing notes.
‘' Investigate teacher industrial matter regarding pay quires, resignation, retirement,
Mitof Payment and Nambawan Superannuation matters.

(The above principal accountabilities provides a basis for the incumbent officer’s annual staff appraisal)
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