	Job Title
	OFFICE KEEPER/ASSISTANT


	Division
	Land Administration



	Section
	Regional Office



	LOCATION
	Region 1 – Sub Office - Port Kaituma


	BAND
	One (1)



	Objective
	To dispatch correspondences and ensure that the office environment is maintained in a clean and orderly fashion.



	Main Responsibilities
	1. Opens and closes the office.

2. Dispatches correspondences to other agencies.

3. Posts mails

4. Dusts and wipes furniture, windows, windowsills, walls, chairs, and desks.

5. Clears files and correspondence from desks.

6. Performs other related duties that may be assigned from time to time by the Senior Land Administration Officer.

 

	Working and reporting relationships 
	Reports to:

Senior Land Administration Officer

External working relationships:

· Clients, government and private agencies.



	Job specifications
	Qualifications:

 A sound secondary education.

Experience and Knowledge:

 Must be familiar with various government and private agencies.

Analytical and Logical Skills:

Ability to communicate orally and in writing

Personal characteristics:

He/she must respect confidentiality and must be a person of the utmost integrity. 

A pleasant personality


