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PERSOI\NEL DEPARTMENT CIRCTILAR NO. 1 OF 2015

ChiefPenomrel Officer

Permanent Secretaries, Heads of Deparfinent
Chief Administator, Tobago House of Assembly
and Heads of Statutory Authorities subject to the
Statutory Authorities Act, Chapter 24:Ol

/
october /6fr,zots

Changes in administrativearrangements in respect of contract employment in the
Public Seruice (Information and Communications Technologt)

You would recall that in Personnel Departnent Circular Memorandum dated January 18,

z}l3,on the subject "Changes in adurinistrative arrangements in respect of contract employment
in the Public Service", I had indicated at paragraph 17 thatthe standardisation ofjob descriptions

and job designations in respect of the more cornmon positions in the Clerical/Secretarial,
Ivlaqipulative, Human Resource, Communicptions and Legal steams represented the first phase .

of the exercise to implement new proceduros for the administration of contract emplo5ment. I .

had also indicated tlat stanaaraisedjob descriptions, job designations and applicable salaries and

other terms and conditions of service would be prepared, on a phased basis, in respect of other
job categories/contract positions.

2. In this regard, I now wish to inform you that following a review of the Information and

Communications Technology GCD category, the rurdermentioned twenty-two (22) positions
have been standardised and relevant salaries and other terms and conditions have been

established:-

o Information and Communications Technology (ICT) Director
o Information and Comnrunications Technology (ICT) Manager
o Manager, Solutions Development and Implementation
o Manager, Service Delivery and Support
o lvldnager, Networks and Infrastnrcture
o Senior Inforrration Technology (IQ Specialist
o Senior Inforrnation Technology (IQ Infrastructure Specialist
o SeniorNetwork Specialist
o Senior Infonnation Systems $upport Specialist
a Senior Database Specialist
o Senior Information Systems $pecialist
o Network Specialist
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considered to be continuous for the purposerof determining the quantum of vacation leave for
which an employee would be eligible.

5. You are also reminded that where a, contract is of less than one (1) yearts durationt
no provision fsr vacation leave or gratuify is to be included. Further, tbat where public

officers have been grantedNo Pay Leave on grounds of Public Policy to take up employtnent, on

contac! they are not eligible for a Gratuitf. 
I

6. The Persormel Departnent is aware hu, 'Arun' standardised Job Descriptions had been

provided previously by the Public ManagemSt Consulting Division (PMCD), Ministry of Public
Aaministration to some Ministies and Deparfments in determining the ICT positions required by

4"-. The approved standardised Job Descriptions s$ out at Appendix I contain certain

rivisions and are to be used in the emplolment of persons in the relevant ICT positions. The
approved Job Descriptions can be identi{ied by the reference numbers at the top left corner
of the documents which contain the letter (R)' for example, 8001/IT/SM1 (R).

7. With the establishment of salaries and other terms and conditions of employment

applicable to standardised ICT positions, as set out in Appendix II, terms and conditions of
employment of persons engaged on contract in such positions will not be subject to negotiation

with the Chief Personnel Officer (CPO). Consequently, in advertising any of the trmsitions
listed in Appendix I, no undertaking is to be given for tems and conditions of employment
to be negotiated.

8. With regard to persons who were employed, on contract, n 2014 and prior to
November 1, 2015 in any of the positiorts set out at paragraph 2 above, utilising 'draft'
standardised Job Descriptions provided by the PMCD, you axe kindly requested to submit to the

Personnel Departnent relevant details of the employnent of such perso$;, including copies of
the Cabinet Minute and Job Description under which they were employed, the period of their
engagement and any previous service on contract in a similar position. This will enable the

Personnel Departnent to confirm that the standardised terms and conditions of emplolment set

out in Appendix II will also be applicable to,the particular cases.

9. Additionally, provision has been made for tiered salaries for certain ICT positions based

on years of previous employment, on contract, in the same or similar position in a
MinistrylDepartnent (including the THA) or Stahrtory Authdrity and provided that the 'new'
period of employment immediately follows the period of previous emplolment. Wherg
however, individuals who had been eniployed, previously, on contact, for tbrce (3) or more

continuous years, but whose subsequent period of employrrent, on contact, does/did not
immediately follow the tennination date of the earlier term of engagement, the intervening
period shall not be regarded is a'break' in service if:

(a) the intervening period does no! for whatever reason, exceed one (1) year; or

(b) the individual rendered continuous servicg during the intervening period, in
ttre same or similar capacity, on a month to month short tem basis or as a

Service Provider. l

3



It is to be emphasized that the intervening periods referred to above shall not be regarded as
constituting a break in service for purposes only of determining the tier of salary at which
affected individuals should be paid. However, only the years actually served on contract are
to be taken into account as nyears of servicet for such purposes.

10. The approved salaries and other terms and conditions set out in Appendix II apply only
to persons employed on contract, on or after November 1, 2015, who satisff all the
requirements set out in the relevant Job Descriptions. That is, individuals must possess the
specified minimum experience and training as well as the stated knowledge, skills and abilities.
It will therefore be ttre responsibilrty of each organisation to ensure that only qualified persons
are selected forthe positions.

11. In the event that, immediately on completion of his/her current contract, an individual is
employed in the same or similar position in the ICT category and rmder his/her previous contract,
he/she was in receipt of a salary approved by the Chief Personnel Oflicer which is higher
than that payable under the terms of this Circular, that individual shall retain the higher salary as
personal to him/her forthe duration of his/lrer contract. Should the salary of the confractposition
overtake his/her personal salary at any time during ttre period of his/her employment on contract,
he/she shall be paid the salary applicable to the position.

12. You are reminded that Ministries/Departnrents (including the TIIA) and Stahrtory
Authorities are required to continue to seek the prior approval of Cabinet for the employmen! on
contract, of all categories ofpersonnel, in accordance with established procedures. 

.

13. The Personnel Departnent will monitor the application of the new procedures by
MinistrieslDepartnents and Statutory Authorities and in this regard, in order to ensure that the
procedures are adhered to, Permanent SecretarieVlleads of Departuient, the Chief Adminisfrator,
Tobago House of Assembly and Heads of Statutory Authorities are required to submit to the
Deparfinent, in PD['fomat, copies of all contracts of employment inthe ICT category executed
on or after November l, 2015. These files should be submitted elechonically to
cpocontracts@gov.tt within one (l) month of the date of execution ofthe relevant contract.

14. Permanent Secretaries/Ileads of Deparbnents, the Chief Administator, Tobago House
of Assembly and Heads of Statutory Authorities are requested to ensure compliance with the
terrrs of this Circular since failure to follow these arrangements could result in undue delays in
finalising the terms and conditions of employment of persons employed on contract and thus
render the new adminishative arrangements ineffective.

15. Kindly bring this Circular to the attention of all officers engaged in tlre administation of
contract emplolment.

4

Beresford Rfley
Chief Personnel Officer (Ag.)
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LIST OF APPRO\IED STAIIDARDTTED JOB DESCRIPTIONS FOR TI{E

INFORMATION TECIINOLOGY CATEGORY

REF. POSITION TITLE

BOOrnT/sMl (R) Information and Communications Technology (ICT) Director

8002/rT/sMl (R) Information and Cornmunications Technology (ICT) Manager

8003/rT/sMr (R) Manager, Solutions Development and Implementation

8004/rT/sMl (R) Manager, Service Delivery and Support

B00s/rT/sMl (R) Managero Networks and Infrashrcture

8006/rT/sMl (R) Senior Information Technology (IT) Specialist

8007/rT/sMl (R) Senior Information Technology (IT) Infrastructure Specialist

B008/rr/sM1 (R) Senior Network Specialist

BO0e/rT/sMl (R) Senior Information 
lVstems 

Support Specialist

Bor0trTtsMl (R) Senior Database Spepialist

B0rrtrflsMl (R) Senior Information Systems Specialist

B0rztrTtsMl (R) Network Specialist

B0r3trTtsMl (R) Information and Communications Technology (CT) Security Specialist

B0r{trTlsMl (R) Information Technology (IT) Infrastructure Specialist

B0rstrTtsMl (R) Web Content Specialist

B0r6trvsMl (R) Information Systems Support Specialist

B0rTtrTtsMl (R) Database Specialist

B0rslrTlsMl (R) Information Systems Specialist

BoretrflsMl (R) Information Technology (IT) AnalystlPro grammer

8020/rT/sMl (R) Web Technology Specialist

8021/rT/SM1 (R) Information and Communications Tecbnology (ICT) Support Officer

BOzztrT/SMt (R) Information and Communications Technology (ICT) Technical Officer



Ref il: BoaUJTlsMl (Rl

Government of Tri nidad and Tobago
JOq DESCRIPTION

CONTRACTUAL POSITION

JOB TITTE

ln

The lncumbent is required to plan, direct and lead the development, operations and maintenance of the ICT

resources and infrastructure of a large organisation and lead the delivery of its ICT programmes and projects. Duties

include developing and implementing the Ministry/Department's ICT policies and ICT strategic plan; leading and

directing the ICI Division; designing and ocecuting the change management and stakeholder engagement necessary

to support |Cl-driven organisational change; developing and executlng the portfolio of ICT projects; preparing and

managing budgets for the DMsion; and managing and developing managerial, professional, technical and support
staff.

Permanent Secretary or Deputy Permanent Secretary

Managers (Direct )

Senior Professlonal, Professionals, Technical and Support Staff (lndirect)

r Manages the development of the strategy of the Ministry/Department for the governance of information and

technology, and the development of its ICI vision, policies, strategic plan and standards in compllance with
relevant legislation, best practices, and misslon and business plan of the Ministry/Department.

. Coordinates the development of an overardhing ICT stntegy and pollcy wherever a common and coordinated
approach to ICT deployment is beneficialto the Ministry/Department, its agencies and its keystakeholder.

. Plans, directs and coordinates the ICT programmes of the Ministry/Department and ensures that ICT

programmes are managed to provide organisational benefits.
r Dlrects the development of the security policy, standards and procedures of the Minlstry/Department and

monitors application and compliance.
, Analyses the demand for ICT services of ttre Ministry/Department and ensures value for money in the delivery

of such services, and makes recommendations to key stakeholders to make the required investments to deliver
such services.

. Provides direction and guidance with respect to the information systems of the Ministry/Department on the
selection, lmplementation and operation of security and controls.

. Provides direction and guidance with respect to the ICT strategies to maintain the confidentiality, integrity and

avallability of the Ministry/Department's information systems and when necessary, ensures the restoration of
such information systems.

. Provides advlce, guidance and recommendations to address the ICT needs of the Ministry/Department.

. Develops budgets, facilitates progurement, negotiations and contracting monitors expenditure and ensures
that all targets are met for the ICI projects and ICT operations of the Minlstry/Department.

' Manages the arnilable worKorce and ICT rcsources to ensure that the planning development and delivery of
specffied ICT services achieve agreed levels of seMce and data integrity.

r Keeps abreast of new methods and trends in ICT and products in order to advance and improve the ICT

capability of the Ministry/Department
r Makes recommendations for the staffing of the Division to ensure that there are adequate skilled people to

meet the planned and defined ICT service delivery.

December 2AL4



I Performs other related duties as assigned.

r Extensive knowledge of the principles, tools and techniques required for the
management and control of ICT wlthin a large government based or business
organisation.

' C;onslderable knowledge of project management tools and techniques.
. Knowledge of business process reenglneerlng.
. Knowledge of relevant financial and procurement processes, rules and regulations.

' Ability to lead multi-disciplinary teams and large groups of technical and
professional staff.

. lbilltyto manage ICT projects.

. Ability to think creatively and to implement leading-edge technology solutions.

. Abilityto negotiate and manage complextechnical lCTcontracts.

' Abilityto communicate effectively both orally and in writing.

' Abilityto promote teamwork and to manage conflict.
. Abilityto manage change in the public sector.
. Abilityto establlsh and maintain effective working relationships with colleagues.
. Abilityto interact positfuely with members of the public and external stakeholders.

' Minimum of eight (8) years'experience at a management larel in the area of lCf,, Including at least three (3)
years' at the corporate or senior management level involving the development, implementation and
operation of major ICT systems and in the management of a large ICT department.

. Training as evidenced by the possession of a recognised Bachelor's degree in Computer Science, Computer
Information Systems, Information Systems Management, Computer Engineering, or a related area.
OR

. Minimum of ten (10) years' experience at a management level in the area of lCf,, including at least three (3)
years at the corporate or senior management level involving the development, implementation and
operation of major ICT systems and in the management of a large ICT department.

. Training as evidenced bythe possession ofa recognised Bachelor's Degree.
r Certification in the area of lCTfrom a recognised institution.

OR
. Minimum of ten (10) years' experience at a management level in the area of lCI, Including at least three (3)

years at the corporate or senior management level involving the development, implementation and
operation of maior lCTsystems and in the management of a large ICT department.

' Minimum of five (5) years'technical experience in the area of lCT.
. Tralning as evidenced by the possession of a two-year Diploma/Certificate in the area of ICT from a

recognlsed Institutlon.

December 2OL4
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Ref f:Boo3ltTlMz (Rl

Government of, Trinidad and Tobago
I

rcsiorscrupilonl
CONTRACTUAL POSITION

r

The Incumbent is required to manage the identificatlon, specificatlon, programming; development, testing,
documentation, and implementation of the application and business software solutions required by a large

Ministry/Department, under the direction of the ICI Director. Duties include: managing the needs identification
and requirements development processes; managing the software development and implementation processes

for application and business software; deslgning and implementing change management processes; developing
programmes to encourage the optimal utilisation of all software solutions; maintaining stakeholder engagemenq
commissioning of maintainable, secure and efficient software solutions; and supervision of professional, technical
and support employees.

ICT Director or designated officer

Senior Professionals (Directl
Professional, Technical and Support Staff (lndirect)

Manages the application software development and lmplementation prolects of the
Ministry/Department, identifies and mftigates project risk and takes action to ensure quality ln delivery
and effective utilisation of resources.
Manages the analysis, planning and implementation stages of buslness and operational software releases,

including rlsk assessment and stakeholder consultation and coordlnation in accordance with established
processes and procedures.

Manages business readiness planning Inclusive of !T deployment, data migration and transition support,
necessary for facilitating the change arlslng from the deployment and Integration of new Information
system capabilities Into the operations of the Ministry/Department.
Develops and maintains the policies, standards and procedures for information management in the
Minlstry/Department.
Analyses and interprets the business goels, objectives and strategies of the Ministry/Department and

develops appropriate buslness models, plans, and requirements; and speclfles business processes which
drive improvements in the information syFtems and data management withln the Ministry/Department.
ldentifies new and ahernative approaches to performing the business activities of the
Ministry/Department, including the automation of processes, and implementation of the changes in the
business processes.

Develops speclfications for information systems to meet the business and operational needs of the
Minlstry/Department, consistent with colporate standards and within the constraints of cost, security and
efficiency.
Provides close technkal overs'lght for all stages of the application software development and

enhancement processes with a view to ensuring compliance with agreed standards, specificatlons and
best practices.

Coordinates and manages the planning,and execution ofthe system and acceptance testing of new,
enhanced or amended information systems.

Conducts security risk assessments and business impact analyses for all business applications within the
Ministry/Department, and implements approprlate security strategies and controls.
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. Provides inputs in the service continuity planning process and implements the resulting plans for all
application software.

r Manages the installation or decommissioning of application software in accordance with established
quality standards.

' Plans the information storage, sharing and publishing within the Minlstry/Department and implements
document and record management systems.

. Reviews software development and implementation processes in accordance with established quality
assurance standards.

. Keeps abreast of the ICT market to understand new and emerging software technologies and products,
and assesses their relevance and potential value to the Ministry/Department.

r Keeps abreast of specific technical specialisation in the areas of software development and
implementation processes and application software and provides advice regarding their application

I Performs other related duties as assigned.
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. Considerable knowledge of the principles, tools and techniques required for the
management and control of ICI withln an organisation.

r Considerable knowledge of project management tools and techniques.
r Some knowledge of relevant financlal and procurement processes, rules and

regulations.

, Abilityto manage multFdisciplinaryteams and technical and professionalstaff.
r Ability to think creatively and to implement leading-edge technology solutions.
r Ability to negotiate and manage complex technical contracts.
. Ability to communicate effectively both orally and in writing.
. Abllityto manage change in the public sector.
. Ability to promote teamwork and to manage conflict.
r Abilityto establish and maintain effective working relationships with colleagues.
r Ability to interact positively with members of the public and external stakeholders.

' Minimum of five years' experience at a management level in the area of lCf, including at least two (2)
years in the development, implementation and operation of business and application software systems.. Tralning as evidenced by the possession of a recognised Bachelor/s degree in Cornputer Science,
Computer Information Slrstems, lnformation Systems Management, Computer Engineering or related
area.
OR

r Minimum of seven (7) years' experience at a management level in the area of lCT, including at least four
(4) years in the development, implementation and operation of business and application software
systems.

. Training as evidenced by the possession of a recognised Bachelo/s degree.

' Certification in the area of lCTfrom a recognlsed institution.
OR

r Minimum of ten (10) years' experience at a management level in the area of lCT, in additlon to at least
five (5) years' experience in the dwelopment, implementation and operation of business and application
softrrrrare systems.

' Training as evidenced by the possession of a two-year Diploma/Certificate in ICT from a recognised
institution.

December 2AL4



Ref fl: Bo0$lJTlM3 (RI

Government of rTrinidad and Tobago
JOB_pESCRIPTION

CONTRACTUAL POSITION

,ryil,i,l.qgrnii$rnvicrdzuy AN6tsp_it-pdRf

The incumbent ls requlred to manage the delivery and support of information systern services to a large
Ministry/Department and to deliver high quality cu$omer seMce to its internal and external stakeholders, under
the direction ofthe ICT Director. Duties include: nlanaglng the operations and maintenance ofthe business and
operational informatlon systems; pro-actively managing systems availabillty and s,ystems capacity; developing of
and complying wfth service level agreements and ta€ets; managing the service desk functlon; resoMng ICT

security breaches, problems, and incidents; and supervising professional, technical and support employees.

t
ICT Director or designated officer

Senior Professiona,ls (Direct)

Professional, Technical and Support Staff (lndirect)

r Manages the derrelopment of policy, standards and procedures for ICT capacity management, and

ensures that the capability, functionality and sustainability of the hardware and software of the
Ministry/Department meet the current and forecast needs of the business.

' Leads the management and delivery of defined ICT profects such as application software enhancements,
including mitigating project risk and ensuring quality management.

I Manages the provision of application software maintenance and support services to ensure that all
requests forsupport are resolved in accordance with established standards and procedures.

' Plans and improves all aspects of the avdlability of lT user services, including the management of the
development and testing of disaster recovery plans.

r Manages the tCT storage and backup systems to provide agreed service levels, and to satisfy the data
protection and disaster recovery requirements of the Ministry/Department.

' Assesses the risks to the availabllity, integriV and confidentiality of the critical information systems of the
Ministry/Departmenq designs and tests lmaintenance procedures and contingency plans to address

exposure to such risk; and ensures that agreed levels of continuity are maintained.
. Develops and maintains policies, standards and procedures for the operations of the lT service desk and

for managing incidents
. Obtains and acts on information pertainlng to the vulnerability of information systems, investigates

breaches of security for business and operational sofhrare applications and computer installations and

implements appropriate control solutions and improvements.
r Assesses the risks to the integrlty of the Mlnistry/Department arlslng from the use of ICT and initiates and

manages the development ofcountermeasures and contingency plans.
. Provides technical management for the lil operations, and takes action to ensure that agreed service

levels are met, operational problems are resolved and deflned maintenance and support processes are
adhered to.

' Llaises with and implements lT seryice level agreements with the business units of the
Ministry/Department and monitors to ensure that seMce delivery meets the agreed seMce levels; and
proactively seek methods to improve the levels of service.

' Oversees the investigation and resolution of problems relating to ICT systems and services and
coordinates the establishment of remedies and preventative measures.
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r Monitors opportunities provided by new and emerging technologies and products, including application
software products, to address current challenges or to enable new ways of working in the
Ministry/Department.

r Maintains in-depth knowledge of specific technical specialisations including operational and business
application software and service quality and provides expert advice regarding their application.

! Keeps abreast of new methods and trends in ICI capabllities and products to advance the organisation.
I Performs other related duties as assigned.
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' Considerable knowledge of the principles, tools and techniques required for the
management and control of lCTwithin a large organisation.

. Considerable knowledge of project management tools and techniques.

. Some knowledge of relevant financial and procurement processes, rules and
regulations.

. Abilityto manage multi-disciplinaryteams and technical and professionalstaff.

. Ability to think creatively and to implement leading-edge technology solutions.

' Abilityto negotiate and manage complextechnical contracts.
, Abilityto communhate effectively both orally and in writing.
. Abilityto manage change in the public sector.
. Ability to promote teamwork and to manage conflict.
. Ability to establish and maintain effective working relationships with colleagues.
. Ability to interact positively with members of the public and external stakeholdeB.

. Minirnum of five (5) years'experience at a management level in the area of lCT, including at least two (2)
years' experience in the development, lmplementation and operation of enterprise-wide ICT systems.

' Training as evidenced by the possession of a recognised Bachelo/s Degree in Computer Science,
Computer Information Systems, Information Systems Management, Computer Engineering or a related
area.
OR

r Minimum of seven (7) years' o<perience at a management level in the area of lCI, including at least four
(4) years in the development, implementation and operation of enterprise-wide lCTsystems.

. -. Training as evidenced bythe possession ofa recognised Bachelo/s degree.
r Certification in the area of ICT from a recognised institution.

OR
r Minimum of ten (10) yeart' experience at a management level in the area of lCI, in addition to at least

five (5) years' o<perience in the development, implementation and operation of enterprise-wide ICT

slrstems.
I Tralning as evidenced by the possession of a two-year Diploma/Certificate in ICT from a recognised

institution.

December 2OI4



Ref #: B005/T/M4 (R!

Government of Tri nidad and Tobago
JOB DESCRIPTION

CONTRACTUAL POSITION

The Incumbent ls required to manage the operations, maintenance and development of the technology
infrastructure and communications network of ,a large Ministry/Department, under the direction of the ICT

Director. Duties include: delivering secure lT operations; developing hlgh availability technology infrastructure;
providing network operations and network management; managing messaging services; managing and
maintaining the data centre infrastructure; delivering ICT infrastructure proJects; meeting and exceeding targeted
servlce and avaitability levels; and supervising professional, technical and support employees.

ICT Director or designated officer

Senior Professionals (Dire*)

Professional, Techinical and Support Staff (lndirect)

. Produces network and system designs, policies, strategies, architecture and specifications for the
neturork and technologies requlred to support the business requirements and ICT strategy of the
Minlstry/Department.

r Creates the network and communications plans for the Ministry/Departmen! establishes related service
level agreements, and plans the lT infrastructure to deliver network and communications services to meet
these agreements.

r Manages the provlsion of network malntenance and support seMces, including the resolution of network
problems and requests for support

r Manages the networking and infrastructure projects of the Minlstry/Department, including the
ldentification and mitlgation of profect risk; ensuring quality and timeliness in project delivery and
facilitating effectfue utilisation of resources.

' Manages the installation, testin& commissionlng/decommlssioning of system software, hardware,
communications and nehrvorking infrastructure in accordance with agreed quallty and safety plans.

r Manages the operations, control usage and maintenance of the ICT infrastructure of the
Ministry/Department in accordance with agreed standards and procedures; and ensures that agreed
service levels are met.

' Negotiates service level agreements for netvuork and Infrastructure components, diagnoses seMce
delivery problems, and initiates action to rnaintain and continuously lmprove the levels of service delivery.

' Coordinates the planning designing and testing of maintenance procedures and contingency plans to
address the avallability, integrity and confidentiallty of the ICT which supports critlcal business processes

of the Minlstry/Department, and ensures that agreed levels of continuity are maintained

' Conducts security risk assessments and buslness impact analyses for all information systems and
cornputer installations within the Ministry/Department, and implements appropriate security strategies
and controls. .

r Monltors information technology service,component capacity and initiates action to resolve any shortfall
in accordance with agreed policies and procedures.

' lmplements disaster recovery plans for tdsting of recovery procedures and ensures that the network and

December 2OL4



infrastructure meet all agreed performance targets and service levels.
. Monitors the application of, and compliance with, security operations procedures; and reviews

information systems for breaches in security and takes appropriate action.
r Monitors the ICT marketplace to understand new and emerging hardware and software technologies and

products such cloud computing, SaaS and data analytics; and assesses their relevance and potential value
to the Ministry/Department.

. Oversees the administration of the acquisition, storage, distribution and movement of lT assets

throughout the Ministry/Department.
r Keeps abreast of developments in lT network infrastructure, computer networks, messaging and

communications Infrastructure in order to provide advice regarding their application.
. Performs other related duties as assigned.

. Considerable knowledge of the principles, tools and techniques required for the
management and control of ICT withln an organisation.

. Considerable knowledge of project management tools and techniques.
r Some knowledge of relevant financial and procurement processes, rules and

regulations.

. Abilityto manage multi-disciplinaryteams and technical staff.

. Ability to think creatively and to implement leading-edge technology solutions.

. Abilityto negotiate and manage complextechnical contracts.

. Ability to communicate effectively both orally and in writing.

. Abilityto manage change in the public sector.
, Ability to promote teamwork and to manage conflict.
. Abilityto establish and maintain effective working relationships with colleagues.

' Abilityto interact positivelywith members of the public and external stakeholders.

r Minimum of frve (5) years'experience at a management level in the area of lCI, including at least two (2)

years in the development implementation, management and operation of network/communications
infrastructure and data centre technologyfnfrastructure.

r Training as evidenced bythe possession of a recognised Bachelo/s degree in Computer Science, Computer
Information Systems, Information Systems Management, Computer Engineering or a related area.

OR
. Minimum of seven (7) years' experience at a rnanagement level in the area of lCT, including at least four

(4) years in the development, implementation, management and operation of network/communications
infrastructure and data centre technology/infrastructure.

. Training as evidenced bythe possession of a recognised Bachelo/s degree.

. Certification ln the area of lCTfrom a recognised institution.
OR

. Minimum of ten (10) years' o<perience at a management level in the area of lCI, in addition to at least five
(5) years' experience in the development, implementation, management and operation of
networks/communications infrastructure and data centre technology/infrastructure.

. Training as evidenced by the possession of a two-year Diploma/Certificate in the area of ICT from a
recognised institution.

December 2OL4



Reff:B0a6lnlsP1 (Rl

Government of rTrinidad and Tobago
JOB pESCRTPTTON

CONTRA TUAL POSITION

The incumbent is requlred to perform a broad range of technical duties in the administration, operations,
maintenance and support of the information technology and connectivity infrastructure of the Ministry/Department.
Duties Include: operations, support and maintenance of the computer room hardware, operating sofhrnare and
related infrastructure; operating monitoring and malntaining the computer networ(, communications and related
infrastructure of the Minlstry/Departmeng and supervision of other ICT professionals, technical and administrative
staff.
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r Manages and operates the lT infrastructure of the Mlnlstry/Department, in accordance with agreed
standards and procedures, and contributes to the resolution of operational problems.

. Manages the storage and backup systems to provide agreed levels of service, security, storage optimisation,
and recovery and growth capacity, in compliance with data retention and data protection requirements In
the Public Service.

r Supports the ICT Manager in the production of network and connectivity designs, policies, strategies,
architecture and specifrcations for the networks required to support the business requirements and strategy
of the Ministry/Department.

r Documents and lmplernents the arrangements for disaster recovery and conducts regular testing of the
recovery procedures.

. Operates, maintains and monitors the performance of the Ministry/Department's ICT Infrastructure of the
Ministry/Department In accordance with agreed standards and procedures and service level agreements.

. Guides the installation, testing commissioning/decommissioning of ICT infrastructure including hardware,
software and connectivity in accordance with agreed quality, safety and security plans.

' Provides expertlse in the review, evaluation, installation, testing; upgrade and maintenance of system
software such as operating systems, and data management and utility software, and In resolution of any
associated service delivery problems.

. Facilitates the management and completion of medium-scale ICT projects of the Ministry/Department,
includlng the identification and mitigation of project risk and ensuring quality in delivery.

r Monitors service delivery of the tCT infrastructure components agalnst seMce level agreements, diagnoses
service delivery problems, and initiates action to malntain and improve the levels of service.

r Monitors the application of, and compllance with, security operations procedures, reviews the ICI
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Ref fl: Booil|TlsPz (Rl

Government of Trinidad and
I

rceiorscnlpflotf
CoNTRACTUAL POSTTTON

Tobago
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The incumbent is required to perform specialized telchnical duties in the administration, operations, maintenance and
support of the computer centre's hardware, I software, systems and related infrastructure of a large
Ministry/Department. Duties include: operations and support of servers, SANs, printers and associated lT
perlpherals; support for email, domain managerirent and related systems; administration and management of
operating systems and other system software; admlnistration of support and maintenance of PCs, laptops, PC

software and related equipmeng and supervision of professionaf technical and support staff.

Manager, Netrnprks and lnfrastructure or designated officer

Professional, Technicaf and Support Staff

I Operates and maintains the lT infrastructure of the Minlstry/Department, monitors lts performance, adheres
to defined maintenance and support procedlres, and ensures that established service levels of [T operations
are achleved.

r Contributes to the management of the Ministry/Departmenfs ff infrastructure of the Ministry /Department in
accordance with agreed standards and procedures.

. Initiates and monltors actions to Investigate and resolve problems wlth the lT infrastructure and implements
agreed solutions and measures.

' Conducts security risk and vulnerability a$essments for the lT systems of the Ministry/Departmen! and
develops and applies appropriate technical security controls.

. Monitors the application of and compliance with, security operations procedures for areas of responsibility,
revievrrs the lT infrastructure for breaches in security, and takes appropriate remedial actions.

. Conducts research into and explores ways to use emerging technologies and products to further the ICT goals
of the Ministry/Department.

r Provides inputs to the service continuity planning process, and implements approved plans in order to ensure
that deflned levels of continuity for the lT infrastructure are achieved.

' Provides specialist expertise in the review, evaluation, installation, testing, upgrade and maintenance of
system software such as operating systems and related utility software, and in the resolution of any associated
service delivery problems.

, Monitors the lT infrastructure of the Minlstry/Department for achlevement of agreed performance targets and
service levels and contributes to the availabillty management process;

r Documents and implements the arangements for disaster recovery; and conducts regular testing of the
recovery procedures.

. Monltors service delivery of the lT Infrastructure components against established service level agreements,
diagnoses seMce dellvery problems, and initlates action to maintain and continuously improve the levels of
service.

. Monitors lT component capacity, and folldws agreed policies and procedures to proactively resolve any
projected shortfalls.

' Provides project management services for the ICT infrastructure projects of the Ministry/Department,
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including identiffng and mitigating project rislg ensuring quality in project delivery and managing resources.

Manages the storage and backup systems of the Ministry/Department to provide agreed levels of service,

security, storage optimisation, and recovery and growth capacity, in compliance with data retention and data
protection requirements of the Public service.

Manages the installation, testing commissioning/decommissioning of computer hardware

software in accordance with agreed standards, quality and safety plans.

Prepares and delivers leaming activities, such as training; to a variety of audiences In areas

and system

of technical

specialisation and responsibility.
Keeps abreast of technical developments in respect of lT networla and infrastructure including computer
hardware, operating systems and related products provides advice regarding their application, and utilises this
knowledge in performing job duties.
Perforns other related duties as assigned

. Considerable knowledge of the defined components of lT infrastructure.

. Knowledge of the principles, tools and techniques required forthe management
and control of ICT within an organisation.

' Knowledge of project management tools and techniques.
. Some knowledge of Public Service processes and procedures.

. Abilityto supervise professional, technical and support staff.

. Ability to think creatively and to implement technology solutions.
, Abilltyto manage ICT projects.

' Abillty to communicate effectively both orally and in writing.
. Abilityto promote teamwork and manage conflict.
. Abitityto establish and maintain effective working relationships with colleagues.
. Ability to interact positively with members of the public and enernal stakeholders.

Lr

EXPERI ENCE AND TRAI NING:.::MINIMUM

. Minimum of five (5) years' experience at a supervisory level in the area of lCT, including at least two (2) years'

experience in the operations and maintenance of lCTsystems
. Training as evidenced by the possession of a recognised Bachelo/s Degree in Computer Science, Computer

Information Systems, Information Systems Management, Computer Engineering or a related area.

OR
. Minimum of seven (7) years' operience at a supervisory level in the area of lCI, including at least four (4)

years in the operations and maintenance of ICT systems.

' Training as evidenced by the possession of a recognised Bachelo/s degree.

' Certification in the area of ICT from a recognised institution.
OR

. Minimum of ten (10) years' experience at a supervisory level in the area of lCT, in additlon to at least five (5)

years' experience in the operations and maintenance of ICT systems.
. Training as evidenced by the possession of a two-year Diploma/Certificate in the area of ICT from a

recognised institution.

December 2OI4



Ref il: 8008/lVsP3 (Rl

and Tobago

CONTRACTUAL POSITION

The incumbent ls requlred to perform specialized technical duties In the adminlstration, operations, maintenance and

support of the computer network hardware, softraaare, intranet, internet, portal, communications, LANs, WANs and

related infrastructure of a large Ministry/Departmqnt. Duties include: ensuring secure network and communications

operations, including the intranet, portal and interriet-related services; providing netvtork management and nehrvork

maintenance; delivering successful network, messating and communications projects; achieving targeted service and

availability levels; and supervising other netrrvork professionals, technical and support staff.

Manager, Networks and Infrastructure or designated officer

Professional, Technical and Support Staff

Manages the operations and maintenance of the networking and connectivity infrastructure of the
Ministry/Department in accordance wfth agreed standards and procedures, and ensures that agreed service

levels are met.
Supports the Manager In the production of nehrork and connectivity designs, policies, strategles,

architectures and specificatlons for the network required to support the buslness requirements and

strategy of the Ministry/Department.
Negotiates service level agreements for network and Infrastructure components, diagnoses service delivery
problems, and Initiates action to maintain and improve the levels of seMce delivery.

Delivers network management and support, and provides network maintenance seruices, including network

support, the resolution of network problems and the implementation of preventative measures.

Conducts security risk and vutnerability assessments for computer network (intranet and internetl,
communications and related infrastructure, and develops and applies appropriate technical security
controls.
Investigates security breaches with networla and connectivity infrastructure in accordance with established
procedures, and takes the necessary corrective action.

Revievus and maintains the networking plans for the Ministry/Department, and assists with planning of the
technolory infrastructure to deliver connectivity and network services to meet service level agreements.

Monitors network and connectlvity service component capacity and initiates actions to resolve any shortfall
in accordance with agreed policles and procedures.

Contributes to ensuring that the netwo* and connectivity infrastructure meets all agreed performance

targets and service levels, and assists with disaster recovery arrangements and testing of the recovery
procedures.
Provides inpu6 to the service continuity planning process, and implements the approved plans in order to
achieve defined levels of continuity of the network and related infrastructure of the Ministry/Department.

Coordinates the installation, testing, commissioning/decommissioning of networking and connectivity

infrastructure in accordance with agreed quatity and safety plans.

Conducts research into and explores ways to use emerging technologies and

networking and connectivity goals of the Ministry/Department.
products to further the
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r Participates as a member of the project management team for defined networking and connectivity projects

of the Ministry/Department by undertaking activr'ties such as the identlftcation and mitlgation of project risk

and ensuring quality in project delivery.
r Prepares and delivers learning activities, such as training, to a variety of audiences in areas of technical

specialisation and responsibility.
. Assists with facilitating the administration of the acquisition, storage, distribution and movement of network

and connectMty assets across the Ministry/Department.
r Keeps abreast of developments in computer networking and communications infrastructure, and provides

advice regarding their application, and utilises this knowledge in performing job duties.
r Performs other related duties as assigned.

KNOTfTILEDGE:
'-i :t" rri'I':'1,.:... i',:r 
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. Considerable knowledge of the defined components of networking and connectivity

infrastructure.
. Knowledge of the principles, tools and techniques required for the management and

control of lCTwithin an organisation.
r Knowledge of proiect management tools and techniques.
r Some knowledge of Public Service processes and procedures.

. Abilityto supeMse professional, technical and support staff.

' Ability to think creatively and to implement technology solutions.

' Abilityto manage ICI projects.
. Abilityto communicate effectively both orally and in writing.

' Ability to promote teamwork and manage conflict.

' Abilityto establish and maintain effective working relationships with colleagues.

' Ability to interact positively with members of the public and external stakeholders.

. Minimum five (51 years' o<perience at a supervisory level in the area of lCI, including at least two (2) years'

experience in"the development, implementation, management and operatlon of network, messaging and

communications infrastructure.

' Training as evidenced by the possession of a recognised Bachelo/s Degree in Computer Science, Camputer

Information Systems, lnformation Systems Management, Computer Engineering or a related area.

OR
. Minimum of seven (7) years' experience at a supervisory level in the area of lCI, including at least four (4)

years in the development, lmplementation, management and operation of networks, messaging and

communications infrastructure
. Training as evidenced bythe possession of a recognised Bachelo/s degree.
. Certification in the area of lCTfrom a recognised institution.

OR
. Minimum of ten (10) years' experience at a supervisory level in the area of lCI, in addition to at least five (5)

years' experlence in the development, implementation, management and operation of networks, messaging

and communications infrastructure

' Training as evidenced by the possession of a two.year Diploma/Certificate in the area of ICT from a

recognised Institution.
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Ref fl: 8010/ lT/sPs (Rl

Government of Trinidad
JOB DESCRIPTION

and Tobago

CONTRACTUAL POSITION

.,t:

The incumbent is required to perform speclallzed database design, development, lmplementation, maintenance and
support duties for the information systems of a large Ministry/Department. Duties include: ensuring the security,

confidentiality, Integrity and availability of the databases of the Ministry/Departmenq providing advice on database
technology and products; managing database design and development activities; developlng, administering,
maintaining and supporting database solutions; and supervision of professional technical and support staff.

Manager, Solutions Development and lmplementation, Manager, Service
Delivery and Support or designated officer

:.. ;,-,, i:-,,.-.: -,':.:.-...,-,,;..i 1,,i.: ..1 ,.1 -..:,:.:.., , :;-

SUPERVISION GIVENTO:
.'r:':,:",':"'t:': ''"'.:l-r!i":''" 1 ^i" i

Professional (Direct)

Technical and Support Staff as required (lndirect)

KEY RESPONSIBIL]TIES:
..t.,..

Designs, develops, tests, corrects and documents database management systems as part of the overall
application development and maintenance process in accordance with agreed standards and specifications.
Designs and applies physical, procedural and technical controls to the databases of the Mlnlstry/Department
to ensure confidentiality, integrity and availability; and investigates and remedies related security Incidents.
Trains relevant staff to ensure their comprehension of and compliance with government's policies and
procedures and established best practices around the use of informatlon; and identifies the risks involved in
the use of lnformation.
Manages the accessibility, retrievability and security of defined databases.

Contributes to the design of Information systems to meet the business needs of the Ministry/Department,
consistent with database standads and best practlces, and within the constraints of cost, security and
efficlency.
Manages the on-going installation, configuntion, upgrade, admlnistration, monitoring and maintenance of
the databases of the Ministry/Department, including developing and maintaining related procedures and

documentation, and optlmlsing database performance and availability.
Facilitates the management of the database development and implementation projects, of the
Ministry/Department including the identlfication and mitigation of project risk, ensuring quality in project
delivery and managing resources.
Prepares and delivers learning activities, such as training, to a varlety of audiences in areas of technical
speclalisation and responsibility.
Contributes to the plannlng and executiott of system and acceptance testing of new or modified Information
systems, particularly in areas of technical specialisation.
Contrlbutes to the planning for and implementation of software releases, particularly In areas of technical
specialisation by undertaking activities such as risk assessment and stakeholder coordination.
RMews database development and lmplementation processes in accordance with agreed quality standards.
Provides inputs to the seMce continuity planning process and implements the resulting plans.

Apptles speciallst knowledge of database brchitectures, design, techniques and software to the specification,
design and maintenance of databases ,and reposltories which support the information needs of the
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Ministry/Department.
. Keeps abreast of developments in database technology, tools and techniques and advises on their relernnce

and potential value to the Ministry/Department and their application.
. Performs other related duties as assigned

. Considerable knowledge of database technology, and database development,
administration and maintenance.

. Knowledge of the principles, tools and techniques required for the management
and control of ICI within an organisation.

. Knowledge of project management tools and techniques.
r Some knowledge of Public Service processes and procedures.

SKILLS AND
:,: :i::r,,;i ;i'i,; 1,.,.,-,r'.11;.'i,1,." .

ABlLlTlESl ",
'.r ,...,t,.l.:"': .:

. Ability to supervise professional, technical and support staff.
r Ability to think creatively and to implement database solutions.
. Abilityto manage lCf projects.
. Abilityto communicate effectively both orally and in writing.
. Ability to promote teamwork and manage conflict.

' Ability to establish and maintain effective working retationships with colleagues.
. Abilityto interact positively with members of the public and external stakeholders.':.'t--.ii

't'1,;,u;iiit,t;,,',; ..1,:j j; .,':{ "i1.'- "1;:,-i::'' ;..ri lii;,;?,i

EXPERIENCE.AND TRAIN
!.!-i; ;rl ir ::.t t. i . . r.'.-),' . .:".- t,. : -i . : . . - t \';'.{ 

" 
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. Minlmum five (5) years' erperience at a supervisory level in the area of lCT, including at least two (2) years'

experience in the design, development operation and maintenance of large database management systems.
. Training as evidenced bythe possession of a recognised Bachelo/s Degree in Computer Science, Computer

Informatlon Systems, Information Systems Management, Computer Engineering or a related area.

' Relevant certification in database management such as the Certified Data Management Professional, Oracle

Database 12c Administrator Certified Professional etc
OR

' Minimum of seven (7) years' experience at a supervisory level in the area of ICT including at least four (4)

years in the design, development, operation and maintenance of large database management systems.
. Training as evidenced bythe possession of a recognised Bachelo/s degree from a recognised Instltution
. Certification in the area of lCTfrom a recognised institution

OR
. Minimum of ten (10) years' experience at a supervisory level in the area of lCI, in addition to at least five (5)

years' experience in the design, development operation and maintenance of large database management
systems.

' Training as evidenced by the possession of a two-year Diploma/Certificate in the area of ICT from a

recognised institution.
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Ref s: B01UlT/sP6 lRl

Government of Trinidad and Tobago
JOB DESCRIPTION

CONTRACTUAL POSITION

The incumbent is required to perform specialized technical design, development, testing and implementation duties for
the information systems software of the Minlstry/Department. Duties include: identification of the information needs of
the Ministry/Departmeng facllitatlon of the requirements development proces$ selection and configuration or design
and development of software and related solutions to meet these needs; testing and commissioning of the software
solutions; and supervising ICT professionaf technical and support staff. Depending on work assignment, the incumbent
will be required to perform these duties in a specified category of software application solutions, such as: a) the business
information systems of the Ministry/Department such as finance, payroll and human resource managemenq bl the
Ministry/Department-speciflc Information s,ystems; c) any defined combination of business and Ministry/Department-
specifi c information systems.

ICT Manager, Manager, Solutions Development and lmplementation or designated
officer

Professional, Technical and Support Staff

outtrs,AND REsPoNsrsr LtTrEs:

r Manages projects forthe development and implementation orthe selection and configuration of the information
systems of the Ministry/Departmen$ also manages the identification and mitigation of project risk and takes action
to ensure quallty In dellvery.

r Guides the scoping analysls and prioritisation of change initiatives and the definition of the related business
requirements to enable the devetopment or selection of the required software solutions of the Ministry/Department.

. Develops business models, plans, and requirements to meet the needs of the Ministry/Departmeng and specifies
buslness processes which drlve improvements in the information systems and related data management within the
Ministry/Department.

' Designs,.develops, tests, corects and documents information systems as part of the overall application development,
configuration and maintenance process in accordance with agreed standards and specifications.

r Contributes to the deslgn of Information systemg of the Minlstry/Department, in accordance wlth defined standards
and best practices, and within the constraints of Sost, security and efficiency.

, Analyses business processes and identifies alternatfue approaches to performing business actlvities, such as
automatlon; assesses feasibility ofthese approaches, and identifies the required changes to the business processes of
the Mlnistry/Department.

r Assesses, analyses, develops, documents arfd implements changes to the information qFtems of the
Ministry/Department based on requestsfor change from users and other intemal or external stakeholders.

r Investigates, analyses and specifies the requirdments for improving the business processes and s,ystems of the
Ministry/Depaltment, including the preparation of feasibility studies and business cases.

r Validates and analyses data and information fronh internal and external sources, to meetthe reporting needs ofthe
Ministry/Department and its information users.

r Conducts security risk and vulnerabilfi assessments forthe Ministry/Department's application software; applies the
requlred physical, procedural and technical controls to ensure confidentiality, integrity and availability; and
Investigates and remedies related security incidents.

. Investigates and reports on hazards and potential risk events arising from the use of the information ry$ems of the
Ministry/Department.
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. Provides inputs to the service continuity planning process for the Ministry/Department's information systems and
implements the resulting plans.

r Contrlbutes to the planning and execution of system and acceptance testing of new or modified informatlon systems,
particutarly in areas of technical specialisation.

r Contributes to the planning and implementation of software, particularly in areas of technical specialisation, by
undertaking activities such as risk assessment and stakeholder coordination.

. Takes steps to enable and promote compliance with Government's policies and procedures, and established best
practices around the use of information; and identifies the risk involved In the use of such information

r Prepares, customises and delivers learning activities including trainlng and sensitisation, on the information systems
of the tvtinistry/Department to a variety of users and stakeholders.

r Keeps abreast of the opportunities provided by new information systems technology, tools and techniques and
advises on their relevance, applicability and potential value to the Ministry/Department.

r Utilises agreed qualitystandards to review information slrtems development and lmplementation processes.
r Keeps abreast of the design, development operations and management of information systems and products and

provides advice regarding their selection and application.
. Performs other related duties as assigned.

.KNb fi:$rtiti"sjdiij_6fie iri"
. Considerable knowledge in the specification, selection, development, testing and

commissioning of information systems.
. Knowledge of the principles, tools and techniques required for the management and

contro! of lCTwithin an organisation.

' Knowledge of project management tools and techniques.
. Some knowledge of Public Service processes and procedures.

SKILLS AND
ABILITIES:

r Abil
r Abil
r Abil
r Abil
T AbiI
r Abil

inte
r Abil

lity to supervise professional, technical and support staff.
lity to think creatively and to implernent inforrnation system solutions.
Iity to manage inforrnation systems development projects.
lity to communicate effectively both orally and in writing.
lity to prornote tearnwork and manage conflict.
lity to establish and maintain effective working relationships with colleagues and
lrnal stakeholders.
lity to interact positively with members of the public and external stakeholders.

. Minimum of five (5) years' experience at a supervisory levef including at least two (z) years' experience in the design

and development of information slrstems.
. Training as evidenced by the possession of a recognised Bachelo/s Degree in Computer Science, Computer

Information Systems, Information Systems Management, Computer Engineering or a related area.

OR

. Minimum of seven (7) years' o<perience at a supervisory level including at least four (4) years in the design and
development of information systems

' Training as evidenced bythe possession of a recognised Bachelo/s degree.
r Certification in the area of lCTfrom a recognised institution.

OR
. Minimum of ten (101 years' experience at a supervisory level including at least five (5) years' in the design and

development of information systems.
. Training as evidenced by the possession of a two-year Diploma/Certificate in the area of ICT from a recognised

Institution.
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Ref fl: BotzfiTlPl (Rl

Government of Trinidad and Tobago
JOB; DESCRIPTION

CONTRACTUAL POSITION

The incumbent is requlred to provide technical services in the management, operations and maintenance of the

computer network hardware and software, intranet, internet, portal, communications, [ANs, WANs and related

connectivity infrastructure of the Ministry/Department. Duties include: operatlng and maintaining network and

connectivity components; monitoring network security; resolving network problems and service incldents; and

supervision oftechnical and support staff as required.

Senior Network Specialist, Senior lT Specialist or designated officer

SUPERVISION GIVENTO Technical and Support Staff

. ldentifies and resolves network problems In accordance with agreed procedures and asslsts with monitoring

and reporting on performance, using network management software and tools.
. Installs, tests, corrects, commissions/decommissions networking and connectivity infrastructure in

accordance with defined procedures and instructions, and malntalns accurate service and support records.
r Inr/estigates minor security breaches with network and connectivity Infrastructure in accordance with

established procedures, takes necessary corrective action, updates and maintains relevant securlty records

and documentation.

' Applies and maintains speciflc security controls to the network and connectivity infrastructure, as deflned by

the pollcy and standards of the Ministry/DEpartment to enhance resilience to unauthorised access.

' Monitors service level delivery metrics to ensure that service level agreements for the networks and related

lnfrastructure are not breached.
r Carries out agreed opentional procedures and maintenance and installation work on the network and

connectivity infrastructure of the Ministry/Department.
. Participates in the investigation and resolution of problems with networking infrastructure and services, and

assists wfth the implementation of preventative measures to address future issues.

' Receives and responds to service desk and incldent management requests for network and connectivity

Infrastructure support in accordance with agreed procedures, and maintains relevant records.
r Delivers learning activities, such as training, to a variety of audiences In areas of technlcal speclalisation and

for assigned projects.
r Participates as a member of a project team in the management of defined networking and connectivity

projects of the Ministry/Department by undertaking activities such as identifuing and mitigating project rlsk,

ensuring quality in project delivery and managing assigned resources.
, Keeps abreast of developments In cotnputer networking and communicatlons infrastructure, provides

advice regarding their application, and utilises this knowledge in performing job dutles.

' Performs other related duties as assigned.

. Knowledge of defined components of networking and connectivity infrastructure.

' Knowledge of project management tools and techniques.
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Some knowledge of the principles, tools and techniques required for the
management and control of ICT within an organisation.

I

.l. . - 
r.

SKILTS AND
"".-'

ABILITIES:
.. l

I

. Ability to supervise technical and support staff.

. Ability to think creatively and to implement lT connectivity solutions.

. Abilityto communicate effectively both orally and in writing.

' ebil'rty to promote teamwork and manage conflict.
. Ability to establish and maintain effective working relationships with colleagues.
. Ability to interact positively with members of the public and external stakeholders.

]|,|,i

MINIMUM

. Minimum of three (3) years' experience in the area of lCT, including at least eighteen (18) months' experience in
the operation and maintenance of network, messaging and communications infrastructure.

. Training as evidenced by the possession of a recognised Bachelor's Degree in Computer Science, Computer
Information Systems, Information Systems Management, Computer Engineering or a related area.
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Ref f: Bot3fiTlPz (RI

Government of Trinidad and Tobago
JOB DESCRIPTION

CONTRACTUAL POSITION

The incumbent is required to provide specialized technical services in the administration and maintenance of the
security of all ICT infrastructure of the Ministry/Department. Duties include: providing specialist ICT security advice to
the Ministry/Departmenq developing ICT policy and procedures; monltoring and enabling secure operatlons for all

technology Infrastructure of the Minlstry/Departmenq assisting with security implementations; performing ICI

security audits and reviews; and supervising other ICT technical and support staff.

REPORTS TO: Director, Information and Communications Technology or Manager, Networks and

Infrastructure or Manager, Information and Communications Technology or Senior
lT Infrastructure Specialist or Senior lT Specialist or designated officer

SUPERVISION GIVEN TO: Technical and Support Staff

.tt

DUTIES AND RESPONSIBITITIES:

. Conducts security risk and vulnerability assessments for all business and operational software applications,
and all ICT installations within the Ministry/Department and recommends appropriate securl$strategies and

controls; and investigates suspected attack and manages security incidents.
. Plans and secutes programmes to review lT security activities, processes and services within the ICT

function to ensure compliance with established security policy and procedures, reports on conformance and

makes recommendations for fixes and improvements.

' Investigates security breaches in accordance with established procedures and recommends the required

corrective actions; and assists users with the management of their security access and controls, implements
agreed user security and maintains security records and documentation.

' Provides Inputs to the seMce continuity planning process of the Ministry/Department and asslsts with the
implementation of the resulting plan.

r Keeps abreast of technical developments in lT networks and infrastructure, Including intrusion detection and
protection, security management, vulnerability assessment and ldentity management to provide advice to
improve security.

. Performs other related duties as assigned.

KNOWLEDGEi SKlLLS AND ABILITIES

r Considerable knowledge of security for software applications, computer network
and ff infrastructure.

. Knowledge of relevant lT security solutions such as CheckPolnt.

. Knowledge of projpct management tools and techniques.

. Some knowledge rif the tools and techniques required forthe management and
control of tCT witHin an organlsation.

December 20L4



. Ability to supervise technical and support staff

' Ability to think creatively and to analyse lT security problems and incidents.
. Abilityto communicate effectively both orally and in writing.
. Ability to promote teamwork and management conflict.

' Abilityto establish and maintain effective working relationships with colleagues.
r Ability to interact positively with members of the public and external stakeholden.

. Minimum of three (3) years'experience in the area of lCI, Including at least two (2) years'experience in securing
lCTsystems.

r Training as evidenced bythe possession of a recognised Bachelo/s Degree in Computer Science, Computer
Information Systems, lnformation Systems Management, Computer Engineering or a related area.

. Certification in information technologysecurity management, such as the CCNA Security or Certlfied Information
Systems Security Professional (CISSP).
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Ref f: Bot4ltTlP3 IRI

Government of Trinidad and Tobago
JOq DESCRIPTION.

CONTRACTUAL POSITION

ffiru;trt-g,tuli,ffi
The incumbent is required to provide technical services in the management, operations and maintenance of the
computer centre hardware, software, systems and related infrastructure of a I Ministry/Department. Duties include:

provision of assistance with the operations and support of computer hardwarg operating system software and

related support applications; support for email, domain management, and related systems; provision of support and

maintenance for PCs, laptops and related equipmeng and supervision of other ICT technical and support staff.

REPORfS TO: Senior lT Specialist/Senior lT Infrastructure Specialist or designated officer

supERvlsloN GIVEN To: I 
rechnicat and support staff

DUTIES AND RESPONSIBILITIES:

. Installs, lests, corrects, commissions/decoimmissions lT infrastructure in accordance with defined procedures

and instructions, and maintains accurate service and support records.
. Applies and maintains specffic security controls to the lT infrastructure, as defined by the policy and

standards of the Mlnistry/Department, to enhance resilience to unauthorised access.
r lnvestigates minor securlty breaches withln the lT infrastructure in accordance with established procedures,

takes necessary corrective action, and maintains relevant security records and documentation.

' Utillses systems management software and tools to collect performance statistics and to carry out agreed

system software maintenance tasks.

' Reviews and monitors service level delivery metrics and llaises with supervisors to ensure that service level

agreemenB forthe lT infrastructure are adhered to.
. Carries out agreed operational procedures, and maintenance and installation work, on the lT infrastructure

of the Ministry/Department.
, Receives and handles service desk and Incident management requests for lT infrastructure support following

agreed procedures, and maintains relevant records.
. Contributes to the project management of defined lT infrastructure projects by undertaking actMties such as

the identification and mitigation of project rislg ensuring quallty in project delivery and managing assigned

resources.
r Assists wlth the performance of regular backups and restores and track offsite storage, in accordance with

agreed operational procedures.
r Assists with the investigation and resolutlon of problems with lT infrastructure and services and assists with

the implementation of preventative measures to address future issues.
. Delivers learning actMties, such as tnining, to a variety of audiences in areas of technical specialisation and

for assigned projects.

' Keeps abreast of developments in the area of lT infrastructure and utilises thls knowledge in performing job

duties.
. Performs other related duties as assigned,

1NOWI6DAE:,'' I . Knowledgeof.definedcomponentsoflTinfrastlrcture-
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I Knowledge of project management tools and techniques.
t Some knowledge of the tools and techniques required for the management and

control of ICT within an organisation.

r Abil
r Abil
r Abil
r Abil
r Abil
r Abil
r Abil

ity to supervise technical and support staff.
ity to think creatively and to implement technology solutions.
ity to manage lT infrastructure projects.
ity to communicate effectively both orally and in writing.
ity to promote teamwork and manage conflict.
ity to establish and maintain effective working relationships with colleagues.
ity to interact positively with members of the public and external stakeholders.

' Minimum of three (3) years' experience in the area of lCT, including at least eighteen (18) months' o<perience in
the operation and maintenance of ICT systems.

. Training as evidenced by the possesslon of a recognlsed Bachelo/s Degree in Computer Science, Computer
Information Systems, Information Systems ManagemenL Computer Engineering or a related area.
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Ref s: B0ls/lTlP4 lRl

GovernrTrent of Trinidad and Tobago
JOS pESCRTPTTON

CONTRACTUAL POSITION

The incumbent ls required to enable, manag6 and support the on-line communtcatlons processes of the
Ministry/Department through the content on itsr website and intnnet. Duties include: identifylng and obtaining
appropriate content through effective stakeholdFr engagemenq standardtsing and organising the content using
appropriate multlmedia tools and techniques; lpresenting the content on the website and intranet of the
Ministry/Department using content management $yatems; securing, managing supporting and updating the content
and providing training to key stakeholders on content presentation and management.

Senior Information Systems Support Specialist or designated officer

SUP-ERVISION GIVEN TO: Technical and Support staff

' Defines, manages and updates the content management processes and interfaces ofthe website and intranet of
the Ministry/Department to meet the informatlon needs of the public, employees and other stakeholders.r ldentlfies the informatlon content required by,the Ministry/Department and its stakeholders; and ptans, designs,
authors and produces the required content, in form and appearancg to satisfy these needs.

' Develops and implements appropriate data structuring and handling procedures to ensure the accessibillty,
retrievability and security of data on the website and intranet of the Ministry/Department, in order to meet the
specific needs of internal and e$ernal stakeholders.

r Advises, guldes and provides support to the content providers of webslte and Intranet of the
Ministry/Department.

I Acts as the point of contact for all website and Intranet content related issues with all stakeholders and assists
with the resolution of problems or lssues identlfied.

I Supports the project management activities lnvolved in the development, malntenance and growth of the website
and intranet of the Ministry/Departmen$ and utilises agreed project controts in relation to content preparation
and presentation.

r Monitors the service delivery metrics of the content of the website and intranet of the Ministry/Department and
liaises with users to resolve content-related per,formance issues.

' Assists wlth the development and maintenance of appropriate quality standards and leading practices in the
preparation and presentation of the information content of the Ministry/Department.r Keeps abreast of developments in specific technical specialisations in the preparation and presentatlon of internet
content including content management systems; multimedia (lncluding text, graphics, pictures and video) deslgn
and organisation tools; applicable web and content standards; and utilises this knowledge in performing job duties
as required.

r Performs other related duties as required.

Considerable knowledge of web content identification, collection, standardisation,
organisatlon, presentation, security and managenrent using content management
systems and associated tools.

I
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' Knowledge of the management of the content on websites and intranets within an
organisation.

r Knowledge of project management tools and techniques.
l:_

SKILLS AND
ABII.ITIES: '

. Ability to think creatively and to organise web content creatively and effectively.

' Ability to communicate effectively orally, via visual content, and in writing.
. Ability to supervise technical and support staff.
. Ability to promote teamwork and manage conflict.
. Abilityto establish and maintain effective working relationships with colleagues.. Ability to interact positively with members of the public and external stakeholders.

'-

MINIMUM EXPERIENCE AND TRA]NING
...',J'..'.'.'.:.:'.':.--.:..'.,].'.....;.",.','

r Minlmum of three (3) years' experience in an area of lCT, including at least two (2) years' experience In the
creation, management and support ofwebsite and intranet content.

' Training as evidenced by the possession of a recognised Bachelor's Degree in Computer lnformation Systems,

lnformation Systems Management, Marketing, Communications, lnformation Management or a related area.
I Certification in web content administration, such as the CIW Web Foundations Associate, CIW Web Design,

Microsoft Certified Technology Specialist (MCIS) etc.
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Ref f,: Bot6ltTlP5 (Rl

Government of iTrinidad and Tobago
JOB pESCRIPTION

CONTRACTUAL POSITION

JOB SUMMARY

The incumbent is required to provide malntenance and support servlces for information systems softtrare of the
Ministry/Department Duties include: ensuring the security of the application data; supporting and maintaining the
software applications; assisting with the enhancement of these software applicatlons; prwiding training to key

stakeholders on these systems; and supervising Technical and Support Staff as required. Depending on work
assignment, the irrcumbent will be required to perform these duties in a specifted category of software application

sotutlons, such as: a) the business information sysbms of the Ministry/Department; bl the Ministry/Department-

specific information systems; cl any defined comblnation of business and Ministry/Department-speclfic
information systems.

REPORTS TO: Senior lnformation Systems Support Specialist or designated officer

supERvlsloN GIVEN To: I Technicat and support staff
.:'

DUTIES AND RESPONSIBILITIES:

. Assists wfth the development of software tests, and with the execution of the system and acceptance testing
of modified or enhanced Information systems, particularly for those areas of technical specialisation.

r Determines the information systems reqnrirements from management and stakeholders of the
Minlstry/Department and confirms thelr alignrnent with defined business objectives; and specifies, documents

and prioritises these requirements in accordance with defined standards and practices
. Assesses, analyses, danelops, documents and lmplements changes to the Ministry/Department-specific

applications in accordance with defined change control procedures.
. Investigates and resolves related security incidents according to defined procedures and malntalns the

specified security controls required to maintain confidentiality, integr'rty and availability of the information

systems of the Ministry/Department.
r lnrrestigates operational support requirement$ and problems, and ldentifies opportunities for improvements

in the Ministry/Department-specific business functions and processes; and assists users in defining acceptance

tests.
r Assists with the support and maintenance of information systems, including the identification and mitigation

of prdect rlsk, and the monitoring of prdects.
. Investigates problems with the application softrrvare; and assists with the implementation of agreed solutlons

and preventative measures.
, Maintains software application support processes, and oversees support requests to ensure that all support

requests are addressed in accordance with agreed procedures.
r Delivers learning activities, such as training, on the information sllstems of the Ministry/Department to a

variety of audiences.
r Keeps abreast of specific technical specialisations in the software operations, maintenance and support area;

and utilises this knowledge In performing job duties.
. Performs other related duties as assigned.
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. Knowledgeofsoftware maintenanceand enhancement processesand procedures.

. Knowledge of proiect management tools and techniques.
r Some knowledge of the principles, tools and techniques required for the

management and control of ICI within an organisation.

r Ability to supervise technical and support staff.
r Ability to think creatively and to enhance and maintain application software

solutions.
. Abilityto communicate effectively both orally and in writing.
. Ability to promote teamwork and manage conflict.

' Abilityto establish and maintain effective working relationships with colleagues.

' Ability to interact posittuely with members of the public and external stakeholders.
:,.'-i " ,

:j..::.-.:l..i.l"::;-.,.'':,,.'']'..i

'MINIMUM EXPERIENCE AND TRAINING

. Minimum of three (3) years'experience in an area of lCT, including at least eighteen (18) months'experience
in the maintenance, support and enhancement of software applications.

r Training as evidenced bythe possession of a recognised Bachelo/s Degree in Computer Science, Computer
Information Systems, Information Systems Management, Computer Engineering or a related area.
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Ref il: BotUtTlP6 (Rl

Government of Trinidad and Tobago
JOB pESCRIPTION

CONTRACTUAL POSITION

The incumbent ls required to provide general database management, malntenance and support services for the
database systems of the Minlstry/Department. Duties include: assisting with the monitoring and management of
the securlty, integrlty and availability of the databases of the Ministry/Departmen$ supporting the design and

development of databases; and maintaining and enhancing the database solutions of the Ministry/Departmeng
and supervisingTechnical and Support Staff as required.

Senior Database Specialist or Senior lnformation Systems Specialist or designated
officer.:

SUPERVISION GIVEN TO: Technical and Support Staff

DUTIES AND RESPONSIBIIITIES:

. Designs, develops, tests, corrects, documents and maintains database management systems

using agreed standards, methods and tools.
. Applies and maintains specified security controls as required to maintain confidentiality, integrity and

avallability of the database management systems of the Ministry/Department and Investigates and
remedies related security Incidents accordlng to defined procedures.

' Applles appropriate analytica! techniques to the databases of the Ministry/Department to support the
reporting and operational informatlon needs of all users.

. Keeps abreast of database concepts, object and data modelling techniques and design principles, and
database archltectures.

. Installs and commissions selected database products.

' Assists wlth the development and implementation of database management systems, including the
ldentification and mltigation of project risk, and the monitoring proiects.

. Asslsts with the development of software tests and with the execution of the system and acceptance
testing of new or modified database management systems, particularly for those areas of technical

speclalisation.

' Carries out routine configuratioo installation and reconfiguration of database management systems and
products, and agreed database malntenance and administration task.

. Undertakes specific areas of database release and deployment actMties and documents technical

activities.
. Keeps abreast of developments in technical specialisations in the database operations and management

areas; and utilises this knowledge In performingiob duties.
. Performs other related duties as assigned.

r.
I

I

Knowledge of database development and maintenance methodologies.
Knowledge of project management tools and techniques.
Some knowledge of the principles, tools and techniques required for the
management and control of ICI within an organisation.
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SKIIIS AND
ABTUTIES

' Ability to supervise technical and support staff.
r Ability to think creatively and to implement database solutions.
. Abilityto communicate effectively both orally and in writing.
r Abllityto operate as part of a team.
, Abilityto estabtish and maintain effective worklng relationships with colleagues.
. Abllity to interact positively with members of the public and external stakeholders.

. Minimum of three (3! years' experience in the area of lCT, including at least eighteen (18) months'
experience in the design, operatlon and maintenance of database management systems.

' Trainlng as evidenced by the possession of a reognised Bachelor's Degree in Computer Science, Computer
Information Systems, Information Systems Management, Computer Engineering or a related area.

. Relevant certification in data ase management such as the IBM Certified Database Associate, Oracle Database

12c Adminlstrator Certified Associate etc.
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Ref s: Bo'slfilP7 (Rl

Government of Trinidad and Tobago
JOB DESCRIPTION

CONTRACTUAL POSITION

The incumbent is required to provide technical seruices for software application systems of the Minlstry/Department.

Duties include: anatysis of operational data to meet the information needs of stakeholders; assisting with the selection,

design, programming and testing of software applications; supporting the enhancement of software applications;

providing training to key stakeholders on specified information systems; and supervision of Technical and Support Staff as

required. Depending on work assignmen! the incumbent will be required to perform these duties in a specified category

of software application solutions, such as: a) the business information systems of the Mlnistry/Department such as

finance, payroll and human resource management; b) the Ministry/Department-specific information systems; c) any

deflned combinatlon of business and Ministry/Department-specific information systems.

Senior Information Systems Specialist or designated officer

.

SUPERVISION GIVEN TO: Technical and Support Staff

Develops, documents and imptements changes to the operational systems based on requests for change, in 
l

accordance with change control procedures. I

Investlgates operational requirements and problems and identifies opportunities for improvements in the business 
I

functions and processes of the Ministry/Department. I

Assists with the design of the lnformatlon systems of the Ministry/Department, and documents the required outputs 
I

ofthe software using defined standards, methods and tools. 
I

Determines information systems requirements from users, management and stakeholders of the 
I

Ministry/Department and confirms their alignnrrent with defined business objectives; and specifies, documents and 
I

priorltlses these requirements In accordance with deflned standards and practices. 
I

Investigates and resolves related security incidents according to defined procedures and applies and maintains 
I

specified security controls as required to rnaintain confidentiality, integrity and availability of the software 
I

applications of the Min'stry/Department
Analyses application data to support the reporting and operatlonal information needs of users and other 

I

stakeholders in the Ministry/Department. 
I

Assists with project managing the selection, development and implementation of information systems, by 
I

undertaking activities such as the identification and mitigation of project risk, and the monitoring of costs, timescale,

and resources utilised.
Assists with the development of software tests, and with the execution of the system and acceptance testing of new

or modified information systems, particularly for those areas of technical specialisation.

Contrlbutes to the implementation of application software releases, particularly for areas of technical speclalisation,

by undertaking activities such as stakeholder coordination and activity documentation.

ldentifies and resotves issues wlth software applications using agreed processes and procedures; supports scheduled

sofhrvare maintenance task and assists with the implementation of accepted solutions and preventative measures.

Delivers learning activities, such as tnining, on the software applications of the Ministry/Department to a variety of
users and audiences.

Keeps abreast of technical specialisations in software application selection and developrnent and relevant
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operatlonal software products; and utilises this knowledge in performing job duties.r Performs other related duties as assigned.

. Knowledge of software development tools, processes and techniques.

' Knowledge of project management tools and techniques.I Some knowledge of the principles, toots and techniques required for the management
and contro! of lCTwithin an organisation.

-rr, : I'

. Abilityto supervisetechnica! and support staff.

' Abilityto think creatively and to implement software application solutions.. Abiliry to communicate effectively both orally and in writing.. Ability to operate as part of a team.
. Abilityto establish and maintain effective working relationships with colleagues and

internal stakeholders.
r Ability to interact posftively with members of the public and external stakeholders.

, Minimum of three (3) years experience in an area of lCf,, including at least eighteen (18) months'o<perience in the
design and development of application software.

I Training as evidenced by the possession of a recognised Bachelor's Degree In Computer Science, Computer
Information 5!6tems, lnformation Systems Management, Computer Engineering or a related area.
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Ref f: BotgltTlP8 (Rl

Government of rTrinidad and Tobago
JOB pESCRIPTION

CONTRACTUAL POSITION

:;....'..:.,.:.-.'.'...l...-...........'.'1j,.i].,::f:i.

l o e rJrre;. f ry 
F,g.RMAr! oN ;tecg l o lo., 9I, ( lTl S A

The incumbent is required to provide general business analysis and programming support services to the
Minlstry/Department. Duties include: analysis of the required data to meet the Information needs of stakeholders;

assisting with the analysis and design of all so{trrare applications; providing programming support for the
development of software applications; and supporting the maintenance of all software applications; and

supervision of Technicaf and Support Staff as required.

Senior lnformation Systems Specialist or designated officer

Technicaf and Support Staff

DUTIES AND RESPONSIBILITIES:

r Supports the development and lmplementation of software applications of the Ministry/Department, in

particular the analysis and development process and the monitoring of proFcts.
r Investigates operational requirements and problems, and identifies opportunities for improvements in

the functions and processes of the Ministry/Department and assists users in defining acceptance tests.
. Obtains requirements from key stakeholders of the Ministry/Department, and confirms alignment with

defined business objectives; and documents and prioritises these requirements in accordance with
defined standards and practices.

' Reviews requlrements and specification; develops software tests, including test cases and test scripts; and

assists with the execution of the complete testing of new or modified Information systems, for all areas of
the Mlnistry/Department.

r Assists with the design of information systems of the Ministry/Department, and documents al! outputs
using defined standards, methods and tools.

' Assists with the development, programmin& testing, and correction of the sofhrare applications of the

Ministry/Department using agreed standards and tools.

' Assists with the implementatlon of software releases, including stakeholder coordination and activfty

documentation, for all application software.
r ldentifies and resolves issues with software applications, in accordance with agreed procedures and

carries out agreed applications maintenance tasks.

' Analyses electronic data to support the reporting and operational information needs of the users in the
Ministry/Department.

. Performs other related duties as assigned.

Knowledge of software development and maintenance processes.

Knowledge of project rnanagement tools and techniques.

Some knowledge of the principles, tools and techniques required for the
managernent and control of ICI within an organisation.

I

t

I
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r Ability to think creatively and to develop and maintain software applications.
. Abilityto communicate effectively both orally and in writing.

' Abllityto operate as part of a team.
. Abilityto establish and maintain effective worklng relationships with colleagues.
. Abilityto interact positively with members of the publlc and externalstakeholders.

. Mlnimum of three (3) years experience in an area of lCf,, including at least'eighteen (18) months' experience
in the analysis, programming dwelopment and maintenance of software applications.

. Training as evidenced bythe possession of a recognised Bachelo/s Degree In Computer Science, Computer
Information Systems, Information Systems Management, Computer Engineering or a related area.
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Ref fl: Bo2ol.TlPg (Rl

Government of Trinidad and Tobago
JOB DESCRIPTION

CONTRACTUAL POSITION

The Incumbent is required to design, develop, implement, manage, maintain and provide support services under
appropriate direction and guidance for the internet technology based applications of the Minirstry/Department
Duties include providing key services related to the website and Intranet solutlons of the Ministry/Department
such as - assisting with the devetopment of enabling policy and standards; assisting with needs assessment, and
the design and development of the solutions; providlng technicalservices in the coding and testing of these

applications; monitoring and providing asslstance wlth the management of, tbe security, integrity and availability
of the applications; promoting maintaining and enhancing the solutions; assisting with related training and
documentation; and supervising support staff as requlred.

Senior Information Systems Specialist or designated officer

Technical and Support staff

Assists with the design of web-based applicatiOns of the Ministry/Department, by, for example, configuring
packaged applications, and documents such designs in accordance with defined standards, methods and tools.
Develops, interfaces, tests, conects, and documents web-based applications including the website as part of
the Ministn/s overall appllcation developmen!, configuratlon and maintenance process In accordance with
agreed standards and specifications.
Assists with the development and o<ecution of software tests, including user acceptance testing, for all new or
updated web applications.
Commiss'rons and decommissions internet-based applications in accordance with the defined procedures and
instructions of the Ministry/Department or acepted leading practice, and maintains the related service and
support records.
Monitors the performance of the website and intranet applications of the Ministry/Department, and resolves

any technical and performance issues identifled using standard processes and procedures, and performs

asslgned software maintenance and performance improvement tasks.

Monitors the levels of service delivered by thE website and intranet solutions of the Ministry/Department
against documented service level agreements or other approved standards of the Ministry/Department,
diagnoses identified service delivery problems, and initiates action to maintain and improve the current levels
of service.
Assists with the project management of assigned internet technology projects, by identifying and mltlgating
project risk, ensurlng quality in project ddivery and managlng any assigned resources.

Delivers learnlng activities, including end-user training to a variety of audiences in areas of technical
speclalisation and for any assigned projects.

Keeps abreast of developments in specific technical specialisations in Internet technology based applications

including website and intranet technologies; pfogramming procedure and languages; web design, authoring
development, administration and securlty tools; and utilises this knowledge in performing job duties as

required.
Keeps abreast of opportunities provided by new and emerging internet technology-based, tools and
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techniques and advises on their relevance and potential value to the Ministry/Department.
r Performs other related duties as required.

. Considerable knowledge of web technology including websites and intranets, web
authoring languages and tools, web design and architecture, and web
development and implementation.

' Knowledge of the management and operation of websites and intranets within an
organisation.

' Knowledge of project management toots and techniques
r Some knowledge of relevant web technology solutions e.g. SharePoint,

WebSphere.

. Ability to think creatively and to implement website and intranet solutions.

. Ability to supervise technical and support staff.
r Ability to communicate effectively both orally and in writing.
r AbilitV to operate as part of a team.
. Abilityto establish and maintain effective working relationshlps with colleagues..
. Ability to interact positively with members of the public and externalstakeholders.

. Minimum of three (3) years experience in an area of ICT including at least two (2) years' experience in the
development, operations and maintenance of web-based systems.

. Training as evidenced by the possession of a recognised Bachelo/s Degree In Computer Science, Gomputer
Information Systems, Information Systems Management, Computer Engineering or a related area.

' Certification in web technology management, such as Microsoft Certified Technology Specialist (MCTS) or CIW

Web Design Professional.
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Ref f: BozUtTlTl (Rl

Government of Trinidad and Tobago
JOB jDESCRIPTION

CONTRACTUAL POSITION
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The incumbent ls required to provide operational support functions for the ICT infnstructure of a

Mlnistry/Departmen{Division under the guidance and direction of supervisors. Duties include: assisting with
software development and testlng under supeMsion; performing defined operational procedures including
documentation on the ICT systems; resolving defined requests for support and routine incidents; and monitoring
levels of service provlded.

Information Systems Support Specialist or designated officer

' : ' '.

DUTIES AND RESPONSIBILITIES:

' Designs, codes, tests, corrects and documents simple programs and assists with the implementation and

testing of software under the supervision md guldance of professional staff.
r Supports the information content and publication development process, including creating draft

documentation and illustrations, printing and publishing and creating sections of technlcal and

opentional documentatlon.
r lnterprets, executes and records test cases In accordance with project test plans and under the

supervision of professiona! staff.
r Monitors and logs the actual service provided to users against that required by service level agreements.
. Carries out agreed operational procedures of a routine nature; and contributes to maintenance,

installation and problem resolution.

' Receives and handles requests for support followlng agreed procedures; and responds to requests for
support by providlng information to enable incident resolution and allocates unresolved calls as

appropriate; and matntains relevant records.
. Performs other related duties as assigned.

. Knowledge of computer operations functions.

. Some knowledge of the tools and techniques required forthe management and
control of lClwithin an organisation.

r Some knowledge of project management tools and techniques.

. Abilityto communlcate effectively both orally and in writing.

. Ability to operate as part of a team.

' Abilityto establish,and maintaln effective working relationships with colleagues.
r Abilityto interact ririth members of the public and externalstakeholders.

Minimum of three (3) years of relevant technical experience.

Training as evidenced by the possession of a recognised Associate Degree or Diploma in Computer Science,

Computer Information Systems, Information Systems Management, Computer Engineering or a related area.

r
I
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Ref f: Bo2zltTl T2 (RI

Government of Trinidad and Tobago
JOq DESCRIPTION

CONTRACTUAL POSITION
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The incumbent ls required to provide technical support in the operations and maintenance of the ICI infrastructure of
the Ministry/Department under the guidance and direction of a supervisor. Duties include: installation and support of
personal computers and related software; monitoring the operations of the Minlstry/Departmenfs ff and networking
infrastructure; assisting with the installation of computer and networking infrastructure; and responding to and
addressing tT Incident reports and requests for help.

Designated Specialist

N/A

. fnstalls or removes hardware andlor software, using defined installation Instructlons and tools; tests and
corrects malfunctions, and documents results in accordance with procedure; provides assistance to users in
accordance with agreed procedures; and updates related maintenance and configuration records.

r Treats with security breaches of or security attacl<s on lT system/neturork/personal computer to limit
damage In accordance with the Min'r.stry/Department's security policy; and applies defined security controls
to.personat computers and related components

' Monitors and logs the actual tCT seMces provided to users, against that required by servlce level
agreements, and liaises wlth supervisors In the resolution of any breaches.

. Assists professlonal staff with the release and deployment of changes and updates to the live lT
environment, records activities and results; and assists with early support activities such as providing support
advice to users.

. Investigates and acts on minor security breaches with the lT infrastructure, takes defined corrective action,
and updates relevant security records and documentation in accordance with established procedures.

r Receives and handles service desk and Incldent management requests for lT and networking infrastructure
support following agreed procedures, and malntains relevant records.

' Carries out agreed operational procedures of a routine nature; and contributes to maintenance, installation
and problem resolution for the lT and networking infrastructure of the organisation.

r Assists with the performance of regular backups and restores, and track offsite storage, according to agreed
operatlonal procedures.

r Performs other related duties as assigned.

KNOWLEDGE- SKlltS AN D ABI tlrlEs
. Knowledge of defined components of lT and networking infrastructure.

' Some knowledge of the principles, tools and techniques required for the
management and control of ICI within a gorrernment based or business organisation.

r Some knowledge of project management tools and techniques.
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ABILITIES:

' Abilityto instalflremove hardware and software.
. Abilityto recognise and correct lTsecurity breaches.
r Ability to communicate effectively both orally and in writing.
. Abilityto operate as part of a team.
r Abilityto establish and maintain effective working relationshlps with colleagues.
. Ability to interact posit'rvely with members of the public and external stakeholders.

MINIMUM EXPERIENCE AND TRAINING:

I

I

Minimum of three (3) years' relevant technical experience.

Training as evidenced bythe possession of a recognised Associate Degree or Diploma in Computer Science,
Computer Information Systems, lnformation Slatems Management, Computer Engineering or a related area.
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APPEI{DD(II

SALARIES AIID OTTTnR TERMS AND COI{DITIONS, WIIERE APPLICABLE, FOR

APPROVED POSITIONS IN TTTN INFOR]T{ATION AI{D COMMTIMCATTON

TECUNOLOGY GCD CATEGORY



REVISED SAIARIES AND OTHER TERMS AND CONDITIONS FOR APPROVED POSITIONS IN THE

TNFORMATTON AND COMMUNICATTON TECHNOTOGY (lqrl CATEGORY

Name of Position

Salary Allowances

November 1, 2015 to
December 3L,20L6

January I,20L7 to
December 3L,20L7

Transport Allowance (per

month)

*lnformation and Communications Technology (fCTl

Director
$zz,soo $ze,goo $z,zoo

lnformation and Communications Technology (lCTl

Manager
$zo,eoo $zt,ooo $z,zoo

Manager, Solutions Development and Implementation $zo,eoo $zt,eoo $z,zoo

Manager, Service Delivery and Support $zo,eoo $zt,eoo $z,zoo

Manager, Network and Infrastructure $zo,soo $21,600 $z,zoo

Senior fnformation Technology (lTl Specialist $te,zoo $tz,soo $t,goo

Senior f nformation Technology (fT) Infrastructure
Specialist

$re,zoo $tz,soo $t,goo

* Motor Vehlcle Loan of $140,000 ls appllcable to the posltlon of

I nformatlon Co m m unf catlons Tech nology(l CI) Dlrector Page L of 4



REVISED SAIARIES AND OTHER TERMS AND CONDITIONS FOR APPROVED POSITIONS IN THE

TNFORMATTON AND COMMUNTCATTON TECHNOTOGY (lCT) CATEGORY

I Motorv.Id. rE of 9L0,@ b rnfcc.u. !o $. !0.!m of

Name of Position

Salary Allowances

November 1, 2015 to
December 31, 20LG

January t,2AL7 to
December 3L,2017

Transport Allowance (per

month)

Senior Network Specialist $ro,zoo $1z,5oo $t,goo

Senior Information Systems Support Specialist $te,zoo $tz,soo S1,8oo

Senior Database Specialist $16,700 $17,500 $t,goo

Senior lnformation Systems Specialist $te,zoo $1z,5oo $r,goo

*lnformation and Communications Technology (lCTl

Security Specialist
$ts,goo $ts,zoo $t,goo

Web Content Specialist $tg,soo $rqzoo N/A

Web Technology Specialist $tg,soo S14,20o N/A



REVISED SAIARTES AND OTHER TERMS AND CONDITIONS FOR APPROVED POSITIONS IN THE

TNFORMATTON AND COMMUNTCATTON TECHNOLOCY (lgr) CATEGORY

Name of Position

Salary Allowances

November t, 2015 to
December 3L,2AL6

January L,20L7 to
December 3L,20L7

Transport Allowance (per

month)

Network Specialist $12,900 $tg,+oo $1,zoo

Information Technology (lT) Infrastructure Specialist S1z,8oo s13,400 $t,zoo

lnformation Systems Support Specialist $1a80o $13,400 $t,zoo

Database Specialist $tz,goo $13,400 $t,zoo

Information Systems Specialist $12,800 $tg,+oo $t,zoo

Information Technolgy (lTl Analystl Programmer $tz,goo $tg,coo $1,200

* Motor Vehicle Loan of 5140,000 is applicable to the positlon of

I nfo rmatio n Com m unications Tech nol ogy(lC[) Directo I Page 3 of 4
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REVISED SALARIES AND OTHER TERMS AND CONDITIONS FOR APPROVED POSTTIONS IN THE

TNFORMATION AND COMMUNTCATTON TECHNOLOGY (tcrl CATEGORY

Name of Position

Salary Allowances

November t, 2015 to
December 31, 2016

January t,20t7 to
December 31, 20L7

Transport Allowance (per

month)

Information and Communications Technology (lCfl
Support Officer

with /ess than 3 years service
58,1oo $g,soo $t,zoo

fnformation and Communications Technology (fCTl

Support Officer
with 3 years and more but /ess than

6 years service

$8,900 $g,goo $t,zoo

lnformation and Communications Technology (lCTl

Support Officer
with 6 years and more service

$g,goo $to,goo $t,zoo

Information and Communications Technology (lCT)

Technical Officer
with /ess than 3 years service

$g,too $g,soo $t,zoo

Information and Communications Technology (lCTl

Technical Officer
with 3 years and more but less than 6 years service

$8,900 $g,goo $t,zoo

lnformation and Communications Technology (lgfl
Technical Officer

with 6 years and more service
$g,goo $to,goo $t,zoo

* Motor Vehlcle toan of 5140,000 ls appllcable to the posltlon of
lnformatlon communlcatlonsTechnolorvllcfl Dlrector Pagg 4 Of 4


