[image: image1.jpg]



[image: image2.png]“or. s
480 8N



Christian Leaders’ Training College of Papua New Guinea,Inc.
“Serving the Churches of the South Pacific Islands”
.National Principal

Rev Dr William K Longgar














JOB  DESCRIPTION
	Position: 

	Vice Principal Administration (VPA)
	Reporting to:
	Principal

	Location: 

	Banz campus
	Contract Duration:
	2 years renewable

	Hours: 


	Full-time (40 hours per week)
	Salary Level:
	To be negotiated depending on experience and qualifications

	Division:
Date Modified:

	Support & Services (S&S)
21 September 2016
	Responsible for:
	HR Officer
Chief Nurse

Receptionist

IT Manager

Guest House Manager




A. PURPOSE
To lead the administration and service departments of the College and to provide executive support to the Principal, so as to further the mission of the College, and enable maximum support for the educational and business arms of the College.   

B. MAIN COMPONENTS

1. Oversight of human resources
2. Manage the housing allocation across all three campus
3. Quality Management Systems (QMS) as it applies to the S&S Division
4. Oversight of the General Office, Clinic, Guest House and Security areas

5. Oversight of Information Technology (IT) Department

6. Liaison person with Mainland Holdings
7. Regular consultation with General Manager

8. Council meeting preparation

9. Community relations

10. Stakeholder and donor relations

C. DETAILED TASKS

1. OVERSIGHT OF THE HUMAN RESOURCES OFFICE.
1.1 Recruitment processes for appointing new staff 
1.2 Orientation of new staff
1.3 Job descriptions are current
1.4 Performance appraisal
1.5 Contract review
1.6 Staff travel bookings with airlines in PNG.
1.7 Visa processes for oversees volunteers.
2. MANAGE HOUSING ALLOCATION ACROSS ALL THREE CAMPUS

2.1 Monitor current and future housing requirements
2.2 Assess housing requests from employees and Department Managers

2.3 Liaise with General Manager, Finance Office and others regarding work required to match housing capacity with future needs

2.4 Organise system for monitoring condition of housing before new employees/students move in, during their stay and prior to departing.

3. QUALITY MANAGEMENT SYSTEMS (QMS)
3.1 Manage the Quality Management System as it applies to the S&S Division
3.2 Liaise with accreditation agencies, contractors, Vice Principal of Education and senior faculty to ensure the College adheres to necessary standards.
4. OVERSIGHT OF GENERAL OFFICE, CLINIC, GUEST HOUSE AND CAMPUS SECURITY 

4.1 Overview of the General Office at the Banz campus
4.2 Overview of the Clinic operations at the Banz campus, including meeting with Board and liaising with funding agencies

4.3 Overview of the Guest House operations at Banz campus, including monitoring of staffing levels, liaising with Finance Office regarding fees charged and ensuring timely reporting of Guest House activities

4.4 Overview of security arrangements, including meeting with security contractor or CLTC employees to review performance and security issues.  Ensure terms of the contract are adhered to.
5. OVERSIGHT OF IT DEPARTMENT
6.1 Work closely with the IT Manager and VPE to ensure coverage of all IT needs of the College.
6. LIAISON PERSON WITH MAINLAND HOLDINGS

6.1 Liaise with Management of Mainland Holdings to ensure a good relationship exists between MHL and CLTC.

7. REGULAR CONSULTATION WITH THE GENERAL MANAGER

1.1 Arrange with the General Manager, department heads and HR Manager the training of Staff and Workers
1.2 Coordinate S&S Staff and Managers meetings.
8. COUNCIL MEETINGS PREPARATION

1.1 Alongside the Principal and his PA ensure that all the details of notices, fares, accommodation, preparation of materials/reports and meeting place are cared for.
9. COMMUNITY RELATIONS
9.1 Meet regularly with community leaders to ensure harmonious relationships
9.2 Deal with any requests and issues that arise with local people.
10. STAKEHOLDER AND DONOR RELATIONS
10.1 Work with the Principal to maintain relationships with key stakeholders and donors
10.2 Deputise for the Principal as necessary
10.3 Work with the Registrar to ensure the promotion of College through the College News and other materials. 

D. KEY RELATIONSHIPS

1. Principal

2. Fellow Management Executive Team members

3. General Manager and Department managers

4. Vice Principal of Education

5. Employees in Property, HR, Clinic, Guest House and Administration departments

6. Lae and Port Moresby campus employees
E. QUALIFICATIONS, EXPERIENCE AND VALUES

1. Preferably a degree with a focus in business management

2. Ability to plan, implement, monitor and evaluate systems

3. Ability to inspire, develop and discipline employees as the need arises

4. Ability to switch between strategic and operational mindset

5. Commitment to ensuring processes for internal quality assurance and external accreditation are adhered to 

6. Ability and experience in dealing with the needs and issues of the local community

7. Proven experience in public relations and promotion
8. A passion for the mission of CLTC and a desire to serve God through the position.
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