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MINISTRY OF LABOUR AND SOCIAL SECURITY
CAREER OPPORTUNITY
The Ministry of Labour and Social Security invites applications from suitably qualified professionals to fill the following position:-
Assistant Director, Industrial Disputes Tribunal (GMG/SEG 2) (Vacant)
Applications are invited from suitably qualified officers to fill the position of Assistant Director, Industrial Disputes Tribunal (GMG/SEG 2) (Vacant) within the Industrial Disputes Tribunal Secretariat.

Job Purpose  

Under the direct supervision of the Director, Industrial Disputes Tribunal, the Assistant Director will ensure that all disputes referred to the Tribunal are heard by the assigned division by planning and coordinating all meeting to be held.

Key Outputs

· Monthly reports

· Hearings and Deliberations held

· Verbatim notes provided 

· Back to Work Orders and Restraining Orders issued

· Draft framework of award prepared

· Ensure that Award is in accordance with the law

· Awards dispatched

· Summonses prepared and served

· Meetings and seminars attended

Key Responsibility Areas

· Briefs exchanged so that the parties are aware of each other’s contention

· Set dates for hearings in order to resolve the dispute

· Attends hearing to provide administrative support

· Advises parties of procedures to ensure the smooth flow of the hearing

· Introduces the parties in order that they can be properly addressed for the records

· Reads Terms of Reference to obtain the agreement of both parties

· Swear in witnesses to give evidence and lead them through the oath taking process

· Keeps a record of Exhibits for future reference

· Provides general information to the public, including students to educate on the role and function of the Tribunal, in keeping with the access to Information Act.
· Attends deliberations to provide clarification where necessary on points of law.

· Exhibits tendered and on the written and oral submissions made by the parties.

· Properly mark and collate Exhibits tendered

· Prepares for publishing and delivery of Back to Work and Restraining Order, in keeping with the provision of the Labour Relations and Industrial Disputes Act.

· Prepare framework of draft Award which are typed, proof read to identify errors of law, errors of fact, typographical and grammatical errors

· Ensure that Awards are collated, signed, witnessed, dated, sealed and dispatched

· Ensure Awards are done in accordance with the law 

· Provide clients with accurate information regarding the operations of the IDT

· Inform parties to the dispute of the Panel selected to hear and adjudicate on the dispute

· Provide procedural guidance to any party to a dispute who maybe appearing before the Tribunal for the first time

· Refer Terms of Reference back to the Ministry of Labour if a party or parties disagree with it. 

· Prepare summons for signature by the Deputy Chairman and serve it on the party

· Take and maintain notes of all proceedings

· Request verbatim notes from steno writers for submission to Chairman, Deputy Chairman, Members and for court proposes

· Update Panel on the status of disputes that are before it

· Visit Locus in quo with the panel

· Provides the Chairman or Deputy Chairman, on request, the list of items, cases and legislation that the division shall take into account at the deliberation before a decision is reached

· Corresponds with Legal Officer on points of law in relation to a dispute being heard 

· Research on legal issues or points of law, court decisions or previous Awards which maybe helpful to the division when deliberating  

· Assist in the deliberation process by keeping records and notes of issues considered and matters that were raised

· Prepare Corrigendum, Addendum to Award when necessary

· Provide advice to Members when required on labour laws and amendments which require thorough knowledge of the LRIDA, Labour Relations Code, ETRPA, Holiday with Pay Act, Maternity Leave, Minimum Wage Act etc.

· Facilitate the process of judicial review when an Award is to be taken to the Supreme Court

· Ensure that the interpretation of an Award is provided to the parties/Minister of Labour and Social Security upon request.

· Manages the administrative operations of the office

Performance Standards
· Monthly Reports produced and submitted as required.

· Hearings are held on the dates and specified times, with the conference room prepared and the Steno-type Writer in place.

· Deliberations are held on the dates and specified times 

· Verbatim notes provided on time. 

· Back to Work Orders and Restraining Orders issued and published/aired in the following day’s newspaper/electronic media.

· Award proof read, stamp, signed and dispatched within the specified time.

· Summonses prepared and served in keeping with the Labour Relations and Industrial Disputes Act.

· Administrative operations are executed in timely and professional manner

Required Competencies 

· Good oral and written communication skills 

· Excellent interpersonal skills

· Customer oriented

· Teamwork and co-operation

· Planning and organizing

· Integrity and confidentiality

· Adaptability
Technical

· Proficiency in the relevant software applications

· Knowledge of the operations of the Tribunal

· Knowledge of the Ministry’s policies and procedures

· Excellent understanding and knowledge of labour laws

Minimum Required Qualification and Experience
· First Degree in Public Sector Management/Management Studies or related discipline

· Three (3) years’ experience in Industrial Relations

· Excellent working knowledge of Labour Laws

Special Conditions Associated with the Job

· Extended hours of work

· Emergency meeting on weekends 

· Serves summons when required

Applications accompanied by resumes should be submitted no later than Tuesday, June 30, 2026 to:

Senior Director HRM&D

Ministry of Labour & Social Security

14 National Heroes Circle

Kingston 4

Email: resume@mlss.gov.jm
Please note that only shortlisted persons will be contacted.
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