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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:-
Records Officer 2 (PIDG/RIM 3) (Vacant)
Applications are invited from suitably qualified officers to fill the position of Records Officer 2 (PIDG/RIM 3) (Vacant) within the Overseas Employment Centre- East Street.

JOB PURPOSE

To assist in preparing and organizing workers travelling to Canada under the Seasonal Agricultural Workers Programme and the Low Skill programmes to submit their biometrics to the High Commission of Canada through the Visa Application Centre (VAC).

KEY OUTPUTS

· Biometric appointments are scheduled and workers called.

· Daily transportation of workers and documents to the Visa Application Centre (VAC) arranged.

· Passports submitted to the Visa Application Centre (VAC).

· Visa refusals are received, recorded returned to the Flight Department.

· Database updated

· Communication /liaison with programme stakeholders and clients.

•     Reports/ Updates on workers status.

KEY RESPONSIBILITY AREAS

· ﻿﻿Checks workers' documents received from medical department to ensure compliance with requirements

· ﻿﻿Receives and sorts workers documents submitted by the Flight Coordinating Unit

· ﻿﻿Performs data entry to record information on documents received in relevant data base.

· ﻿﻿Files documents as required

· ﻿﻿Updates relevant database with information on workers' visa pre-approval dates on database

· ﻿﻿Submits grell cards to the Flight Coordinating Unit

· ﻿﻿Retrieves documents listed on flight manifest

· ﻿﻿Collects and submits biometric payment receipts

· ﻿﻿Liaises with VAC representative to arrange appointment for workers to submit their biometrics

· ﻿﻿Contacts workers to arrange for them to be transported to the VAC to submit their biometrics

· ﻿﻿Assists in briefing workers to prepare them for the process of submitting their biometrics at the VAC

· ﻿﻿Accompanies workers to the VAC

· ﻿﻿Submits workers documents including passport to VAC

· ﻿﻿Conducts checks on line to determine when workers' biometrics will expire and advise them.

· ﻿﻿Responds to queries from clients

· ﻿﻿Assists in making contact with workers to advise of their medial and flight dates.

· ﻿﻿Liaises with staff in Parish offices regarding dates regarding biometric appointments for workers

· ﻿﻿Any other duty assigned

PERFORMANCE STANDARDS

· Arrangements for biometric appointments are completed in a timely manner

· ﻿﻿Relevant databases are updated accurate and in a timely manner

· ﻿﻿Workers are provided with accurate information concerning the process of submitting their biometrics

· ﻿﻿Document checks are completed in accordance with standard procedures and are timely.

· ﻿﻿Workers documents are submitted to the VAC in accordance with standard procedures and in a timely manner.

· ﻿﻿Communication with other Units is effective.

REQUIRED COMPETENCIES

· ﻿﻿Good oral and written communication skills

· ﻿﻿Able to work effectively with clients

· ﻿﻿Excellent customer service skills

· ﻿﻿Excellent interpersonal skills

· ﻿﻿Ability to work as part of a team

· ﻿﻿Proficiency in the use of Microsoft Office Suite

MINIMUM REQUIRED QUALIFICAT AND EXPERIENCE

· ﻿﻿4 CXCs including English Language and a numerical subject.

· ﻿﻿Two (2) years in customer service

SPECIAL CONDITIONS ASSOCIATED WITH THE JOB

• Overtime work necessary

Applications accompanied by resumes should be submitted no later than Friday, July 3, 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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