Opening Date: 14 November 2018 ]OB VACANCY NOTICE

Closing Date: 28 November 2018 . .
Location: Tortola Information and Education
Vacancy Notice No. 54/2018
Job Classification: Grade 11 M an ag er

Ministry/Department/Unit: Department of Disaster Management

Government of the Virgin Islands

Position Details: One year probationary period
Established position
Employment Type: Full-time
Remuneration/Benefits: Salary range $34,634 — $55,040. Salary is commensurate
with relevant qualifications and experience.

The successful applicant will responsible for developing Public Relations Campaigns, writing press releases,

ROLE SUMMARY conducting radio interviews, producing television programmes, developing and managing social media
presence and other related functions to increase public awareness of disaster threats and the measures that
should be adopted to cope with them.

MAIN RESPONSIBILITIES 1.

10.

12.

Develop, implement and maintain an outgoing Public Awareness and Education Programme designed to
keep government agencies, private and voluntary organisations and members of the public fully informed
on all aspects of disaster threats and the measures that should be taken to cope with them.

Maintain and update the Department’s website to ensure accurate information is available to the public.

Research, write, design, and edit communication materials for internal and external audiences, to ensure
adequate coverage of communications via multiple media outlets. Persuade media to publish / broadcast
information so that it reaches as wide an audience as possible.

Conduct periodic surveys and produce reports on activities and effectiveness of communications for the
Director, making recommendations for improvements where possible.

Provide assistance to the Chairperson of the Public Information and Education subcommittee of the National
Disaster Management Council as required.

Attend public participation consultation meetings and functions as necessary; coordinating all requests from
the public for presentation, fraining, information and assisting in making presentations to the public on various
hazards.

Collaborate with regional and internatfional disaster management agencies on specific projects.

Maintain knowledge and understanding of key issues in disaster management through attendance at
fraining courses so that the department is continually updated and expanded.

Licise with government and non-government agencies, Deputy Governor's Office’s Information Officer, and
Government Information System (GIS) to ensure internal and external coverage of programmes, activities
and press conferences.

Supervise the Assistant Information Officer to ensure all tasks are carried out as required.
Serve on the relevant National Disaster Management Council sub-committees.

Perform any other duties as required by the supervisor or senior officer in order to contribute to the
effectiveness and efficiency of the department.

EMERGENCY FUNCTIONS:

The Public Information Officer (PIO), a member of the Command Staff and assigned by the NEOC Director, is
responsible for the formulation and release of information about the incident to the news media. Upon
activation of the National Emergency Operations Centre (NEOC), the Information and Education Manager
becomes the Public Information Officer. Duties include:

General Responsibilities:

. Represent the NEOC Director as required
e Act aslicison between NEOC and the Media
. Coordinate Press Conference where necessary

Alert Phase:

Check in at designated Check-in location

Have Information Plan handy during the event

Receive briefing

Acquire work materials

Maintain accountability of assigned personnel as to exact location(s), personal safety, and welfare
at all times, especially when working in or around incident operations

Organize and brief subordinates and PIE Sub-committee chair

e Know assigned frequency(s) for your area of responsibility and ensure that communication
equipment is operating properly

It is the policy of the Government of the Virgin Islands that appointments to the Public Service, and promotions within the Service, be based on the merit principle — without discrimination
based on race, age (save as restricted by law), religion, political affiliation, sexual orientation, marital status, or family relationship.

CONTACT THE DEPARTMENT OF HUMAN FOR MORE INFORMATION ABOUT THE EMPLOYMENT PROCESS:
Department of Human Resources ¢ E-mail hrdbvi@gov.vg



Response Phase:

Operations Centre (NEOC) as the lead Public Information Officer

Ensure that the public receives complete, accurate, timely and officially sanctioned
information about safety precautions and the arrangements being made to respond to
the incident

Assume the leadership role in preparing news releases and ensuring their dispatch

Make administrative and logistical arrangements for the staging of news conferences and
media briefings

Implement the NEOC and National Disaster Management Plan procedures as they relate
to information management

Provide advice to the Director of the NEOC with regards to the management of public
information in general and media relations in particular

Develop and circulate a media briefing schedule on site if necessary

Assume lead responsibility for the management of a media center if one is actfivated on
site

Ensure that relevant logs and files are maintained and relevant situation reports (SITREPS)
are relayed to the NEOC

Take action to correct inaccurate reports which appear in the media

Recommend that urgent warnings are provided in Spanish as well as English

Conduct briefings at the end of each shift

Supervise “standing down" of media operations on site

Recovery Phase:

. Prepare reports for inclusion in After Action Report
. Monitor media to follow up with updated reports

Unless otherwise assigned by the NEOC Director, the Public Information Officer position will be assigned to the
DDM Information and Education Manager

BEHAVIOURAL
COMPETENCIES

aorON -

Develop the trust and support of colleagues and stakeholders
Provide leadership in your area of responsibility

Allocate work to teams and individuals

Minimize interpersonal conflict

Develop the team to improve performance

WORKING CONDITIONS/ *  Normal office environment

ENVIRONMENTAL FACTORs " Fieldwork

On call 24 hours a day, 7 days a week

L] During emergencies, potential exposure to a
number of unpredictable hazards in the field, such
as chemical exposure and injuries

Ll Bachelor’'s degree in Mass Communications, Public Relatfions or in related area

MINIMUM . . . .
Ll Five (5) years working experience in a related area
QUALIFICATIONS AND = Sound knowledge of the Government structure, policies and procedures
EXPERIENCE = Sound knowledge in the operation of computers, cameras, video cameras, recorders, the internet and other

sources of information
=  Sound knowledge of the use of standard office equipment and computer applications
. Sound supervisory and management skills
=  Good interpersonal and organisational skills
=  Sound oral and written communication skills
= Ability to work well under pressure

HOW TO APPLY
All applications for employment to the Public
Service, including applications for fransfer
under the Employee Mobility Programme
must be submitted to the address provided
below by the job closing date.
Agency:
Public Service Commission
c/o Department of Human Resources
Road Town, Tortola VG 1110
British Virgin Islands
Or by email: hrdemployment@gov.vg

Applicants should submit the Employment Application (available at: www.bvi.gov.vg); a
Résumé/Curriculum Vitae of their relevant experience and quadlifications; with two personal
reference lefters; certified copies of idenfification, citizenship, and academic
certifications/diplomas/licenses, along with a police certificate from your place of residency.

Applying through the Employee Mobility Programme: Applicants interested in transferring to the
Public Service through the Employee Mobility Programme must submit the standard Employment
Application (see above) along with the Employee Mobility Application (available at:
www.bvi.gov.vg/services/emp. All sections of both forms must be thoroughly completed in order to
prevent delays in processing applications. For more information about the Employee Mobility
Programme, click www.bvi.gov.vg/services/emp.

Important Notice: Qualified candidates who are considered for potential employment with the
Government of the Virgin Islands may be requested to provide further criminal history record
information. Evidence of a criminal conviction or other relevant information obtained shall not
automatically disqualify an individual from employment with the Government of the Virgin Islands.

It is the policy of the Government of the Virgin Islands that appointments to the Public Service, and promotions within the Service, be based on the merit principle — without discrimination
based on race, age (save as restricted by law), religion, political affiliation, sexual orientation, marital status, or family relationship.

CONTACT THE DEPARTMENT OF HUMAN FOR MORE INFORMATION ABOUT THE EMPLOYMENT PROCESS:

Department of Human Resources ¢ E-mail hrdbvi@gov.vg
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