[image: logo stats]za    	 SAMOA BUREAU OF STATISTICSJOB DESCRIPTION



Position Title:		Senior Training & Publicity Officer 
Division: 		Census and Survey Division
Salary Grade: 		A13, $37,278.00
Position Code: 	BS001091
Supervisor Code:	BS001003
Location: 		Level 5, DBS Building 
Date approved: 	February 2024

Overview of Ministry 

The Samoa Bureau of Statistics is an efficient statistical system that provides trusted and valued statistics to inform policy and decision making for the benefit of Samoa. This will be achieved through its mission to create a comprehensive statistical system through an integrated statistical process and effective partnerships, that delivers quality, reliable and timely statistics that are fit for purpose.


Purpose of Position 

[bookmark: _GoBack]The Senior Training and Publicity Officer is responsible for the development of all survey training materials and publicity programs in the most efficient and effective manner as identified in Samoa’s Sustainable Development Goals 2030.

Key Relationships
Responsible to: ACEO Census & Survey Division  
Responsible for: Nil
Functional relationships: 
	Internal: 	Government Statistician 
			SBS Staff, ACEO,
	External: 	Government Ministries such as MNRE, MOF, PSC and etc…

Key Duties 
Design Training Materials
· Design the training manual of survey operations and training manuals for supervisors and enumerators in English and Samoan.
· Work in collaboration with Principal Officer of Survey Quality Management, Senior Questionnaire & Manual Designer and Principal for website – IT and Data Processing Unit 
· Provide monthly progress reports for each task completed to Principal noting contributions by other staffs involved and any issues involved in the performance of duties. 

Coordinate Public Awareness and Notices 
· Responsible for all survey public notices for newspapers, televisions, radios and preparing division’s articles for office newsletter, website and official facebook page.

· Develop and coordinate the dissemination of survey and census IEC materials such as pamphlets, brochures, fact sheets, posters, pull up banners etc. to serve users and the public.

· Coordinate the preparation of scripts for survey and census advertisement on social media such as radio, televisions, official face book page etc. and work together with selected media production companies in compilation, filming and editing of  advertisement before broadcasting on national television and radio

Facilitate Training / Workshops 
· Prepare training materials for division’s workshops. 
· Facilitate trainings and workshops conducted for any surveys and census implemented by the division with the assistance of other Principal and senior officers.

Census and survey fieldwork operation
· Contribute to supervision and monitoring of field surveys.
Assist in management of field survey operations including enumerators wages and welfare during the fieldwork. 
· Report field issues to Principal Officer and conduct recommendation for improvement. 


Job Competencies/ Selection Criteria
	Merit Factors
	Job Competency
	Descriptor

	Skills & Abilities
	1. Communication
	· Communicate clearly in written and verbal. 
· Correspond, convey and report in sequential order information and work related matters to minimize misinterpretation.
· Possess a strong understanding of key issues, use of effective delivery tacts for a convincing and balanced rationale. 

	
	2. Building Relationships
	· Client focused, understands, facilitates and commits to effective service delivery. 
· Builds and sustains relationships within the organization and across public service.
· Supports team work and building relationships through constant knowledge sharing, discussions and ideas with team members to maintain morale.

	
	3. Achieves and delivers results

	· Understands and appreciates the organization’s direction, through the implementation of set work tasks towards the achievement of corporate objectives. 
· Demonstrate enthusiasm and passion in work tasks to motivate others in the timely delivery of work results. 


	Personal Attributes
	1. Commitment and Personal Drive 







2. Creative and Imaginative 











3. Integrity 








4. SPS Values
	· Work effortlessly in any circumstances. 
· Committed to the work, team and organization by cooperating in team activities and valuing the input of staff at every level. 
· Work together to achieve a common purpose.
· Be creative and imaginative with designing statistical publicity especially on population issues. 
· Be able to adapt and pick up new techniques for ease if conducting trainings before any surveys.
· Be able to prepare any publicity in a clear and precise ways that suits the customer needs and easy to understand. 
· Acts with integrity at all times. 
· Demonstrates precision in work operations and being able to explain own actions. 
· Role models professionalism and objectivity in approach to sensitive matters. 
· Familiar with the Code of Conduct
· Role models the SPS Values of honesty impartiality, service, respect, transparency, accountability, efficiency and effectiveness. 


	Experience & Past work Performance
	1. At least 3 years relevant working experience.
	· Relevant experience at a senior level in census and survey activities as well as teaching, media and publicity preparation

	Qualification 
	1. Minimum qualification of a Bachelor Degree or Equivalent. 
	· A bachelor degree in population studies and demography OR specialized Certificate in Official Statistics from a recognised Tertiary Institution 
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