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CIVIL SERVICE OF JAMAICA
JOB DESCRIPTION AND SPECIFICATION
COURT ADMINISTRATION DIVISION 

	
JOB TITLE:   
	 Director – Administration  

	
JOB GRADE:                           
	
GMG/SEG 4/Band 10	

	
DEPARTMENT/DIVISION:
	
Court Administration Division  

	
BRANCH
	
Administrative Services Branch 

	
REPORTS TO:                           
	
Director Court Administration 

	
ACCOUNTABLE TO:                
	
Director Court Administration    

	
MANAGES:            
	
Manager – Asset Management, Manager – Office Services, Director – Transportation Services and Administrator




This document is validated as an accurate and true description of the job as signified below:


_______________________________                                      __________________________________                                          
Employee 				                               Date

________________________________                                     _________________________________
Manager/Supervisor 					      Date

______________________________                                   ________________________________
Head of Department/Division 			                   Date 

______________________________	                              ________________________________
Date Received in Human Resource Division                  Date Created/Revised 
1. STRATEGIC OBJECTIVES OF THE DIVISION

TBD

2. JOB PURPOSE

Under the leadership and direction of the Director Court Administration, the Director – Administration is primarily responsible for strategically partnering with key business process holders in the Supreme Court, Court of Appeal Parish Courts and CAD to design, develop and implement administrative services approaches that will cause the management of public procurement, office services, asset management and transportation services for the entire judiciary (including regions[footnoteRef:1]) in accordance with applicable laws, regulations and GOJ policies.  [1:  A Region constitutes all courts in three to four parishes island-wide or a combination of the Supreme Court, Court of Appeal and the CAD.] 



3.  KEY OUTPUTS

· [bookmark: _Hlk182818018]Administrative policies and procedures aligned with the Judiciary’s and GOJ’s goals and objectives developed, implemented and monitored
· Comprehensive budgets for the administrative services directed and prepared
· Public procurement directed 
· Transportation services directed
· Asset management & inventory services directed 
· The creation and oversight of a wide range of service contracts and stakeholder relationships directed
· Recommendations and technical advice provided 
· Stakeholder relationships built and maintained
· Corporate/Operational Plans and Budgets developed and directed
· Annual/Quarterly/Monthly performance reports prepared 
· Individual work plans developed
· Staff coached and appraisals conducted

4. KEY RESPONSIBILITY AREAS 
Technical/Professional Responsibilities
· Contributes to the development of a collaborative high performing organisational culture by building employee and organisational capabilities.
· Leads in the provision of sound and expert advice to senior executives on operational Administrative Services matters, risks, issues and trends to keep people leaders informed and supported including coaching executives in relation to core functional area.
· Leads the development, implementation and monitoring of administrative policies and procedures aligned with the Judiciary’s and GOJ’s goals and objectives by collaborating with executive leadership to formulate short-term and long-term strategies for administrative services.
· [bookmark: _Hlk182818937]Leads the preparation and direction of comprehensive budgets for the administrative services functions for the entire Judiciary and its regions[footnoteRef:2] by monitoring expenses and ensure cost-effective operations while maintaining quality service delivery. [2:  A Region constitutes all courts in three to four parishes island-wide or a combination of the Supreme Court, Court of Appeal and the CAD.] 

· Leads and directs administrative staff, providing guidance, training, and performance evaluations by fostering a positive work environment that encourages teamwork, professional development, and high performance.
· Partners with the Senior Director – Building & Property Management in the maintenance and operation of corporate and court facilities, ensuring a safe and efficient workplace through the management of relationships with vendors and contractors for facility services.
· Leads the establishment and enforcement of a Judiciary-wide administrative policies regarding various functions like:
a. public procurement, ensuring compliance with public procurement laws, regulatory requirements and internal standards.
b. transportation services, ensuring compliance with Road Traffic laws, other regulatory requirements and internal standards.
c. asset management, ensuring compliance with Financial Administration & Audit Act and its regulatory requirements, Comprehensive Asset Management Policy 2020 and internal standards.
· Ensures the public procurement processes and systems are executed judiciously to support the strategic management of the Judiciary’s and its divisions/regions.
· Ensures that assets are maintained and managed effectively, so that the Judiciary’s operations are conducted in a secure, comfortable and functional work environment.
· Leads the development, implementation and monitoring of an Inventory Management System to ensure effective usage and control.
· Directs the creation and oversight of a wide range of service contracts and stakeholder relationships, ensuring that the communication channels are clearly defined.
· Leads the implementation and monitoring of systems for effective data management and reporting, ensuring accurate record-keeping and information flow.
· Analyses administrative data to identify trends and areas for improvement.
· Leads the assessment of risks associated with administrative functions in accordance with GOJ’s principles and practices on the Enterprise Risk Management and implements strategies to mitigate those risks.
· Partners with the Senior Director – Building & Property Management in the development of emergency preparedness plans and business continuity strategies for administrative operations.
· Works closely with other divisions/regions to ensure seamless communication and efficient operational processes by serving as a liaison between management and staff on administrative matters, addressing concerns and suggestions.
· Designs and implements mechanisms that ensures high levels of customer service within the administrative services branch, addressing inquiries and resolving issues promptly through gathering feedback to continuously improve administrative services offered to employees and stakeholders.
· Partners with Senior Director – HRMD in the development, implementation and maintenance of Occupational Health and Safety (OHSA) policies and programmes that provide a safe and environmentally friendly work environment as well as facilitate adequate work life balance for all employees.
· Interprets and applies information related to judiciary planning and sector specific best practices to guide the decision-making processes relating to administrative services.
· Keeps abreast of emerging Administrative Services principles, procedures and practices/guidelines to ensure adherence to international standards and competitiveness.

Management/Administrative Responsibilities
· Directs the alignment of the Branch’s corporate/operational plans and budget with the organisation’s strategic objectives and priority programmes.
· Maintains mechanisms to effectively coordinate the alignment of plans, programmes and projects of the Division in order to ensure a cohesive and complimentary execution of policy and programme initiatives.
· Participates in and coordinates the development of the strategic direction of the organisation.
· Prepares and submits performance and other reports relating to the achievement of targets for the organisation as required and ensures timely submission of all documents/information requested from the Branch.
· Develops Individual Work Plan based on strategic alignment with CAD’s/Judiciary’s Operational Plan.
· [bookmark: _Hlk182816677]Establishes and maintains various Administrative Services Committees and Technical Working Groups that make recommendations for the implementation of improved procedures and systems.
· Represents the CAD at sittings of the Public Administration and Appropriations Committee (PAAC)/ Public Accounts Committee (PAC), meetings, conferences and other fora as needed.
· Prepares reports and project documents as required.
· Prepares and delivers Administrative Services presentations as needed.
· Sets and approves customer service principles, standards and measurements. 
· Identifies and incorporates the interests and needs of customers in business process design.

Human Resources Responsibilities
· Provides leadership and guidance through effective planning, delegation, communication, training, mentoring and coaching of high-performing audit professionals who possess outstanding knowledge, experience, ethics, and integrity.
· Evaluates and monitors the performance of staff in the Division and implements appropriate strategies.
· Coordinates the development of individual work plans and recommends performance targets for the staff assigned.
· Participates in the recruitment and training of staff of the Division.
· Recommends succession initiatives, transfer, promotion and leave in accordance with established Human Resource Policies and Procedures.
· Identifies skills/competencies gaps and contributes to the development and succession planning for the Division to ensure adequate staff capacity.
· Monitors the performance of staff and facilitates the timely and accurate completion of the staff annual performance appraisals and other periodic reviews.
· Ensures the well - being of staff supervised.
· Effects disciplinary measures in keeping with established guidelines/practices.

Other Responsibilities
· Performs all other duties and functions as may be required from time to time. 

5. PERFORMANCE STANDARDS

· Administrative policies and procedures aligned with the Judiciary’s and GOJ’s goals and objectives developed, implemented and monitored in keeping with industry standards, GOJ guidelines and timeframes.
· Comprehensive budgets for the administrative services directed and prepared in keeping with industry standards, GOJ guidelines and timeframes.
· [bookmark: _Hlk182818183]Public procurement directed in accordance with Jamaica’s public procurement laws, regulatory requirements, internal standards and agreed timeframes.
· Transportation services directed in accordance with Jamaica’s Road Traffic and Tax laws, regulatory requirements, GOJ’s Comprehensive Asset Management Policy 2020, internal standards and agreed timeframes.
· Asset management & inventory services directed in accordance with Jamaica’s Comprehensive Asset Management Policy 2020, internal standards and agreed timeframes.
· The creation and oversight of a wide range of service contracts and stakeholder relationships directed in keeping with industry standards, GOJ guidelines and timeframes.
· Recommendations and or advice on Administrative Services matters provided are evidence-based (supported by qualitative/quantitative data) and delivered within agreed timeframes.
· Annual/Quarterly/Monthly performance reports are prepared in accordance with the agreed format, are accurate and submitted on time.
· Individual Work Plans developed in conformity with established standards and within agreed timeframes.
· Staff coached and appraisals completed and submitted in accordance with agreed timeframes and standards.
· Confidentiality, integrity and professionalism displayed in the delivery of duties and interaction with staff.

6. AUTHORITY

· Recommends changes to Administrative Services functions to the Ministry of Finance and the Public Service and the Office of the Services Commissions.
· Make submissions on Administrative Services matters to the Ministry of Finance.
· Management of service contracts and relationships.
· Recommends new policy, policy changes, programmes and project development initiatives for court operations.
· Implements new measures and procedures to enhance the Judiciary’s strategic and technical capabilities.
· Recommends staff appointments, promotion, recruitment, disciplinary action, leave and general welfare issues.
· Recommends relevant training and development programmes for direct reports to enhance knowledge and performance.

7. INTERNAL AND EXTERNAL CONTACTS (specify purpose of significant contacts)

Internal Contacts 
	Contact (Title)
	Purpose of Communication 

	Chief Justice
[bookmark: _GoBack]Director Court Administration
	· Provide advice and contribute to decision making;
· Identify emerging issues/risks and their implications, and propose solutions;
· Receive guidance and provide regular updates on key Administrative Services issues and priorities.

	Strategic Planning, Reform & Monitoring Section
	· Develop and maintain effective working relationships 
· Collaborate, exchange information, provide strategic advice, support and feedback in the development of Corporate & Operational Plans

	Senior Executives/Management 
Judges, Masters, Registrars, etc.
	· Develop and maintain effective working relationships 
· Collaborate, exchange information, provide strategic advice, support and feedback

	Public Procurement
	· Develop and maintain effective working relationships on matters public procurement management and financial resourcing

	Direct Reports
	· Provide coaching, guidance and support.

	General Staff
	· Develop and maintain effective relationships 
· Provide expert advice and exchange information




External Contacts

	Contact (Title)
	Purpose of Communication 

	MDAs
Key Stakeholders – Police, TAJ, DCS, DPP, EOJ, etc.
	· Develop and maintain effective relationships.
· Receive expert advice; and provide and exchange information.
· Liaise on key Administrative Services/Court Operations and Management Support issues.

	MDAs
	· Develop and maintain effective relationships/partnerships.
· Liaise on key Administrative Services issues

	Ministry of Finance & Public Service 
-PXPC
-Asset Disposal Services/Board of Survey
	· Develop and maintain effective relationships.
· Receive expert advice; and provide and exchange information.
· Liaise on key Administrative Services issues.

	Auditor General
	· Exchange information on audit queries and related processes

	Committees of Parliament related to Corporate Services/Administrative Services Affairs
	· Assists/Supports the CEO in discussions on the Judiciary’s Administrative Services and related matters

	Professional Affiliations 
	· Provides expert advice and exchange information.
· Identify innovation and new opportunities for the Association.

	Contractors, suppliers and providers of services 
	· Monitors TOR for goods and services and related interventions.
· Exchange of information.

	General Public 
	· Collaborate on matters, exchange information, provide advice and seek feedback.



8. REQUIRED COMPETENCIES

Core
· Excellent interpersonal and team management skills
· Excellent communication skills
· Strong analytical and problem-solving skills
· Strong leadership skills
· Strong customer relations skills
· Excellent planning and organizing skills
· Excellent judgment and decision-making skills
· Ability to influence and motivate others 
· Proficiency in the use of relevant computer applications

   Technical

· In-depth knowledge of Administrative Services Principles and Techniques.
· Expert knowledge of the Government of Jamaica’s legislative arrangements underpinning the HRM&D/People functioning, for example Public Service Regulations, Staff Orders, Records & Information Management Policies, Access to Information, SHRMD Policies, etc.
· Excellent interviewing and counselling skills.
· Good knowledge of Talent management, Training Needs Analysis, course design and delivery.
· Good Knowledge of the Public Finance Legal Framework and Public Finance Management Reforms.
· Good knowledge of programme monitoring and evaluation frameworks.
· Strong ability to synthesize multiple ideas and complex information into a coherent summary, as in reports and briefing notes, and to make cogent recommendations for the modification or creation of legislation, policies and programmes.
· Good verbal and written communication skills, with the ability to deliver presentations with tact, clarity, enthusiasm and accuracy to widely varied audiences.
· A high level of initiative and self-motivation.
· Demonstrated interpersonal and negotiation skills.
· Aptitude for developing and maintaining collaborative relations with team members both within and outside the Judiciary.
· Familiarity with procedures, policies and legislation governing the machinery of government.
· Knowledge of computerized systems and software, with an emphasis on the MS Office suite, HRMIS and projects.

9. MINIMUM REQUIRED EDUCATION AND EXPERIENCE

· Master’s Degree in Management Studies, Human Resource Development/Management, Public Sector Management, Public/Business Administration, or a related discipline.
· Certification in Change Management or Leadership.
· Five (5) years’ experience in a general management environment in a large organisation, with at least three (3) years in a senior management capacity.

OR

· Bachelor’s Degree in Management Studies, Human Resource Development/Management, Public Sector Management, Public/Business Administration, or a related discipline.
· Certification in Change Management or Leadership.
· Seven (7) years’ experience in a general management environment in a large organisation, with at least five (5) years in a senior management capacity.

10. SPECIAL CONDITIONS ASSOCIATED WITH THE JOB

· Work will be conducted in an office outfitted with standard office equipment and specialized software.  The environment is fast paced with on-going interactions with critical stakeholders and meeting tight deadlines which will result in high degrees of pressure, on occasions. May be required to travel locally and overseas to attend conferences, seminars and meetings.
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