Jamaica Information Service

JOB DESCRIPTION
(Job content in JIS is dynamic, is subject to continual review and change according to our business needs, and will require this job description to be updated from time to time. However, staff are expected to comply with the reasonable instructions of their managers and supervisors at all times, irrespective of the inclusion, or not, of an express clause in their job descriptions. Job descriptions are intended to be used as a guide and not as a mechanism to inhibit our flexibility to respond to our customers). 

Job title



Administrative Assistant
Job grade



Grade 5
Directorate/department/section
Editorial/Photography
Reports to



Photo Supervisor
Directly supervises


None
JOB PURPOSE (reason for job existing)

1. To provide administrative support to the department and assist with the scheduling of Photographers for assignments.
2. Coordinate the arrangements for Government Official, Customers and members of the Public for implementation of photo shoots, processing and sale of photographs following events such National Honours and Awards, Prime Minister Award for Teachers.
3. Organise the sale of Digital photographs and Digital images for clients on line as well as walk in Customers.
KEY OUTPUTS (results, deliverables)

· Number of clients who purchase photographs
· Internal customers satisfied in terms of ease of access

· External customers with speed and quality of service

PERFORMANCE INDICATORS (how success will be measured)

· Level of customer satisfaction with speed of service
· Quality of telephone manner;

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· Update the computerized electronic assignment sheets of all photographers
· Receive captions from Editorial Department and attached these to the relevant images to be filed on the stories folder on the computer system to facilitate quick and easy retrieval.

· Generate newspaper clippings of picture published in the daily newspaper and archive in departments’ filing cabinet. 

· Assign/Dispatch photographers to their relevant assignment based on incoming requests.
· Liaise with Office Management Department for transportation and pickup of Photographers to and from the various assignments.

· Prepare billing advice for submission to the Accounts Department in order for them to generate invoices for customer

· Liaise with vendors or supplier of goods and services with a view to collecting and dispatching images for processing photos e.g. Kodak and Photo Express

· Escort Customers to the Cashier in the Accounts Department to effect payment for goods and services procured

· Generate revenue for Photo Department by sale of digital images, photographs, and photo services

· Assist walk-in client and process their request to procure photo, digital images and to conduct other business with the Department.

· Act as recording Secretary at meetings as required by the Photo Supervisor;

· Assist with preparation of the monthly and quarterly reports;
· Record all non-core assignments in order to track performance of the department to be included in the monthly report 
· Record personal telephone call numbers; and the reconciliation of the telephone bill to ensure that employees pay for personal calls;

· Assist the Senior Photo Librarian with the updating of the system on the WINISIS
· Follow-up with clients to ensure payment is received for work done.
· Prepare and submit Monthly Absenteeism Summary Report for the Human Resources Departments.  
· Establishes, maintains and update departmental filing system in compliance with existing Records Management Program;
· Send and receive faxes as required;

· Maintain office supply inventory ordering supplies, by originating Stores requisitions and monitoring receipt of supplies.
· Carry out other duties and responsibilities, appropriate to this post as may be required by the JIS from time to time.
JOB DIMENSIONS (authority, scope and impact of job)

· Liaise with Government Ministries, Official and all JIS Customers who uses the products and services of the Photo Department
· No budgetary responsibility;
REQUIRED COMPETENCIES (knowledge, skill and experience)

· Bachelors Degree from a recognised tertiary institution. 
· Understanding and have a working knowledge of Microsoft Office including Word, Excel, PowerPoint, Microsoft Fax and Outlook Express. Ability to use Internet and send email. 
· At least two years of secretarial or clerical experience in a fast paced office environment.

· Good and pleasing telephone manner; 

· Excellent Customer Services Skills

VALIDATION

This job description was prepared by _________________________(name) on __________(date)

This job description is validated as an accurate and true description of the job when the CEO signs below.

I have validated this job description _____________________(signed, CEO) on _________(date)
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