	JOB DESCRIPTION - Head of Sector for Document Management

	1. Name of the Institution:
	Ministry of Agriculture, Forestry

and Rural Development-ADA

	2. Position:
	Head of Sector for Document Management

	3. Functional Category:
	Professional level

	4. Grade: 
	8

	5.  Department - Directorate:
	Directorate of General Administration - ADA

	6. Division / Unit:
	/

	7. Reports to: title and rank of direct supervisor)
	Director of the Directorate of General Administration

	8. Location:
(the place where the tasks are performed)
	Prishtine

	9. Scope of work: (brief description of the purpose of the position and what this position should achieve) 

Head of Sector for Document management is responsible for management of  Main Office and Archive of ADA

	10. Main tasks: (short description of the main tasks listed by importance and description)
1. Overall coordination of daily work of the Sector                          

2. Implementation duties in accordance to manuals of procedures of Sector 

3. Implementation of controls and preparation of report from the field of work 

4. Taking care of records in the sector 

5. Reviewing and co-signing legal acts and opinions concerning the work of ADA 

6. Preparation of manuals of procedures of the Sector 

7. Performs other jobs according to the instructions of Superior 

	11. Requirements (qualifications, experiences and other skills and abilities required for this job)

Mandatory requirements
· University Degree: Public Administration, Philological, Philosophy,;
· Work Experience: Minimum 4 years of relevant professional experience;

General requirements

· Deep knowledge in the field of public administration, communication, archive;

· Deep Knowledge of applicable laws and regulations;

· Research, analytical, evaluation skills and formulation of recommendations and professional advice;

· Computer literate and the ability to effectively use: Windows, Word, Excel Access, and Microsoft Office;

· Flexibility and ability to handle new situations;

· Good Knowledge of English.


