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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:-
Secretary 1 (OPS/SS 1) (Vacant)
Applications are invited from suitably qualified officers to fill the position of Secretary 1 (OPS/SS 1) (Vacant) within the Overseas Employment Centre- East Street.

Job Purpose:      

Under the direction of the Head of Section the incumbent supports the department’s operations through the preparation and dispatch of documents to internal and external stakeholders.

Key Outputs:

· Accurate letters and memoranda typed and submitted

· Letters memoranda, circulars and other documents copied and submitted

· Letters and relevant documents dispatched

· Telephone answered and messages relayed

· Files requested and returned

· Media listing and internal directory prepared

· Archive developed and maintained

· Articles are tracked and filed 

Key Responsibility Areas:

· Types and submits letters, memoranda, circulars to the appropriate officers/departments as required

· Photo copy and scan documents as required 

· Dispatches letters and relevant documents to staff members and public entities as required

· Answers the telephone appropriately and relays information to the relevant officers

Performance Standards:

· Accurate letters and memoranda typed in the required format and submitted to the relevant officers within the agreed time frame

· Letters, memoranda and circulars and document copied/scan within the agreed timeframe

· Letters and relevant documents dispatched to the appropriate staff members and public entities within the agreed timeframe

· Telephone answered in accordance with establish guidelines and messages relayed within the agreed timeframe

· Accurate information provided to internal and external stakeholders in accordance with the established guidelines as required

· Archive developed and updated within established guidelines

Special conditions associated with the job:

Required to work outside of working hours 
Required Competencies 

· Good oral and written communication skills
· Good typing skills
· Good interpersonal skills
· Proficient in the use of the relevant computer application
· Good knowledge of the Government Policies and the Ministry’s function
Minimum Required Education and Experience

· Four (4) CXC or GCE ‘O’ Level subjects including English Language, Mathematics ( or a numeric subject) and Type Writing

· Certificate in Administrative Management Level 1

· Shorthand  60-80 wpm

· Typing Speed 40-50 wpm
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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