MAURITIUS PORTS AUTHORITY

DUTIES FOR THE POST OF CHIEF OFFICER, ADMINISTRATIVE SERVICES
	1
	To provide secretarial & administrative support to the Authority in terms of organizing meetings, preparing agendas, taking minutes and ensuring follow-up actions

	2
	To provide secretarial services during opening of bids and bid evaluation

	3
	To prepare, process and review written documents (e.g., correspondence, requisitions, insurance claims, leases, contracts, bid specifications, etc.) to ensure compliance with policies and procedures

	4
	To carry out research, gather, summarise and analyse data to provide accurate information for briefs, reports, contracts, correspondence and presentations

	5
	To track time-sensitive events and assignments to ensure timely completion

	6
	To supervise clerical, administrative, messengerial staff 

	7
	To coordinate, direct and review the work of subordinate staff in order to ensure that assigned tasks are completed accurately and in a timely manner

	8
	To provide conservation of archival materials and to maintain various records in compliance with applicable retention schedules and develop automated archiving systems for keeping track of files, documents and publications. 

	9
	To contribute to preparation and monitoring of library materials and manage assigned section(s) of the library collection or professional library collection of the Authority

	10
	To report information to management regarding project status and administrative issues and present recommendations related to the work unit

	11
	To ensure the smooth running of housekeeping services across the Authority

	12
	To conduct needs assessments (e.g. equipment, supplies, etc.) to determine current and future needs, and to provide recommendations and to assist in the preparation of the budget for stationery materials and printing items. 

	13
	To participate in and conduct research projects, audits and/or inspections to provide information, make recommendations and procedural changes, and ensure compliance

	14
	To resolve procedural and administrative problems and/or contract discrepancies, and answers questions regarding programmes and projects pertaining to the Department

	15
	To assist in the implementation of Performance Management System

	16
	To conduct such other related duties as assigned

	17
	To play an active role in promoting safety and security at the MPA

	18
	To adhere to and promote MPA’s corporate values

	19
	To contribute to the enhancement of the port environment


