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Permanent Secretaries, Heads of Department and Chief Executive Officers are asked to invite
applications from suitably qualified officers in their Ministries/Departments/Agencies to be
assigned toffill the following posts in the Houses of Parliament:

1. Industrial Relations Officer (GMG/SEG 1) — Temporary, salary: $3,501,526 per annum.

2. Transcriptionist (PIDG/RIM 3) — Five (5) posts — contractual, salary: $2,190,302
per annum.

3. Senior Secretary (OPS/SS 3) — Two (2) vacant posts, salary: $1,711,060 per annum.

1. Industrial Relations Officer (GMG/SEG 1)

Job Purpose

Under the direction of the Director, Human Resource Business Partnerships and Employee
Services, the Industrial Relations Officer (IRO) provides strategic leadership, guidance and
oversight in the development, implementation and management of Industrial Relations (IR)
policies, collective bargaining frameworks, dispute resolution systems and workplace reform
initiatives, within the Houses of Parliament.

Key Responsibilities

Technical/Professional:

e Conducts or oversees independent investigations into workplace misconduct, harassment,
discrimination, and performance-based disputes; designs remedial responses arising from
investigation findings;

o Develops negotiation strategies and leads bargaining discussions with unions, ensuring
settlements are fiscally and legally sustainable;

o Develops or revises frameworks, Standard Operating Procedures, a Disciplinary and
Grievance Policy and bargaining guidelines to support consistent IR practice across the
Parliamentary Service;

e Interprets Labour laws, IR regulations, Staff Orders, and collective agreements for
management, employees, and leadership stakeholders;

e Prepares briefs, reports, submissions, opinions, Cabinet-style background notes, and
position papers on IR development, negotiations and dispute risk;

o Represents the Parliament at conciliatory conferences, arbitration hearings, tribunal
proceedings, multi-stakeholder dispute forums and national IR committees;

e Designs and delivers training in IR administration, grievance handling, negotiation
management, policy interpretation and employee rights/obligations.

Management and Administration:
e Prepares IR Status Reports, case summaries, risk escalation reports and environmental
analyses, for Executive review;
e Represents the Human Resource Business Partnerships and Employee Services Branch
in key internal committees related to culture, workforce transformation, employee welfare
and organisational development.

Human Resource and Leadership:

e Supports recruitment, onboarding, performance management and professional
development initiatives for staff;

o Fosters a collaborative, respectful, high-integrity work environment with strong
communication flow and team engagement;

e Fosters a culture of professionalism, teamwork, continuous improvement and
accountability;

e Maintains constructive working relationships with internal colleagues, senior leadership,
staff associations and union representatives.
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Customer Service:
e Measures and reports on service quality indicators (response timeliness, dispute resolution
duration, Union feedback and employee satisfaction outcomes);
e Ensures recommendations and IR interventions are solution-driven, balanced and mindful
of stakeholder interests;
e Performs related duties as may be assigned.

Required Knowledge, Skills and Competencies

Technical:

e Strong knowledge of Public Service Regulations, Public Service Commission and its
processes, Staff Orders for the Public Service, Jamaica’s Labour Laws and Industrial
Disputes Tribunal processes

o Demonstrated competence administering collective agreements in a multi-union or
staff-association environment

o Ability to interpret and apply legislation, policy and IR regulatory guidelines.

Core:
e Excellent negotiation, mediation and dispute-resolution skills
Strong analytical reasoning, research capability and judgement
Exceptional communication, diplomacy and influence skills
Advanced report writing, briefing preparation and presentation delivery
High emotional intelligence, resilience and ability to navigate tense fora
Strong planning, prioritisation and organisational skills
Advanced proficiency in Microsoft Word, Excel, PowerPoint and case management
systems

Leadership and Behavioral:
e Strong people management and team leadership capability
¢ Sound integrity, confidentiality awareness and impartiality
¢ Ability to motivate, persuade and influence diverse stakeholder groups
o Working awareness of the machinery of Government and Parliamentary operations is an
asset

Minimum Required Qualification and Experience

e Bachelor's Degree in Human Resource Management, Human Resource Development,
Organisational Development, Industrial or Employee Relations, or a related discipline;

e Formal training in Industrial Relations;

e Six (6) years’ experience in IR or HRM, with supervisory exposure.

Special Conditions Associated with the Job

e High-pressure environment, especially during negotiations or dispute escalation;
e Sensitive and sometimes emotionally charged interactions with Unions and employees;
o Extended hours may be required from time to time, based on the exigencies of the job.

2. Transcriptionist (PIDG/RIM 3)

Job Purpose
Under the general supervision of the Chief Hansard Reporter, the Transcriptionists record and

produce typewritten verbatim notes of the meetings of the Houses of Parliament and its
Committees.

Key Responsibilities

Technical/Professional:
¢ Provide transcription services for special Committee Meetings, retreats and conferences;
e Listen to recordings and produce accurate verbatim notes of meetings of the Houses of
Parliament, the Senate and its Parliamentary Committees;
e Ensure accuracy of transcribed text by reviewing spelling, grammar and punctuation, prior
to submission for checking and vetting by the Hansard Editing Section.



uired Knowledge, Skills and Competencies

E

Excellent oral and written communication skills

Keen attention to detail

Strong listening and typing skills

Excellent interpersonal and team building skills

Proficiency in Microsoft Office Suite

Experience in the use of recording devices and equipment

Well-developed emotional intelligence

Ability to work independently and meet deadlines

Ability to perform under stress when confronted with emergency, critical and unusual
situations in which speed, accuracy and sustained attention are essential

Minimum Required Qualification and Experience

Diploma/Associate Degree in Public Administration, Communication or other related field;
Training in the use of ICT applications;

Typing speed at a minimum of 45-50 words per minute;

Three (3) years’ working experience.

3. Senior Secretary (OPS/SS 3)

Job Purpose

The incumbents will be responsible for providing secretarial and administrative support to the
Director, Corporate Services.

Key Responsibilities

Type correspondence, reports and other documents, as required;

Compose letters and memoranda, as required, and submit for review;

Establish, update, maintain and control computerized and manual confidential files;
Take Minutes at meetings;

Organize and maintain proper filing system;

Maintain appointment diary and remind the Director of appointments, in advance;
Prepare Agendas for meetings and recognize relevant information and documents;
Interact with clients and answer general enquiries regarding the Branches;

Perform other related functions, assigned from time to time.

Required Knowledge, Skills and Competencies

Good time management and organizational skills
Excellent oral and written communication skills
Must be able to work under pressure

Excellent planning and organizing skills
Excellent interpersonal and team building skills
Ability to work on own initiative

Proficient in the use of computer applications

Minimum Required Qualification and Experience

e CXC or GCE O’ Level English Language; successful completion of the prescribed course of
study at the Management Institute for National Development (MIND), proficiency in
typewriting at speed of 50-55 words per minute, plus four to five (4-5) years’ general office
experience.

OR

e Graduated from an accredited school of Secretarial Studies with proficiency in typewriting
at a speed of 50-55 words per minute; training in the use of a variety of software applications
e.g. word processing, database and spreadsheets; English Language at CXC or GCE O’
Level; completion of appropriate Office Professional Training Course at the Management
Institute for National Development (MIND), plus four to five (4-5) years’ general office
experience.



OR
Successful completion of Certified Professional Secretary course; proficiency in typewriting
at a speed of 50-55 words per minute; English Language at CXC or GCE O’ Level; training
in the use of a variety of computer software applications and four to five (4-5) years general

office experience, plus appropriate Office Professional Training Course at the Management
Institute for National Development (MIND).

Applications, accompanied by Résumés, should be submitted no later than
Wednesday, 2" September, 2026, to:

Clerk to the Houses
Houses of Parliament
Gordon House

81 Duke Street
Kingston

Email: hrrecruitment@japarliament.gov.jm

Please note that only shortlisted applicants will be contacted.

Please ensure that a copy of this circular is placed at a strateqgic position on the Notice

Board of the Ministry/Department/Agency and brought to the attention of all eligible
officers.

M. Greene (Mrs.)
for Chief Personnel Officer (acting)
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