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The Southern Regional Health Authority (SRHA), a Statutory Body under the Ministry of Health & Wellness
responsible for the management and operation of Public Health Services within the Parishes of Clarendon,
Manchester and St. Elizabeth, invites applications from suitably qualified persons for the following position in the
REGIONAL OFFICE:

SENIOR DIRECTOR, CORPORATE SERVICES (6MG/SEG 5 - Band 11) - VACANT
(salary range $7,716 512 - $10,377,851 per annum and any applicable allowances)

Job Purpose

Reporting to the Regional Director, the Senior Director, Corporate Services will have primary responsibility for
building an efficient and effective service delivery organization, with well trained and customer - focused staff
to facilitate the optimal functioning of the SRHA in order to achieve its strategic objectives and goals in a timely
manner and within the allocated budgeft.

The incumbent will provide strategic leadership, policy direction and guidance for the following functions: Office
Services, Human Resource Management and Development, Information, Communication Technology, Public
Procurement, Strategic Planning, Performance Monitoring & Evaluation, Risk Management, Customer Service and
Data Protection.

Minimum Required Qualifications and Experience

The ideal candidate must possess:

Master's degree in Management/Business Administration/Public Administration/ Public Policy/Human
Resource Management and Development or equivalent qualification;

Eight (8) years related experience in the Public Sector, four (4) of which should be at the
managerial level and

A minimum of five (5) years related experience at a senior managerial level.

Required Knowledge, Skills and Competencies

Core:

Ability to communicate effectively in writing and orally;
Good human relations and interpersonal skills;
Strong decision-making and critical thinking skills;
Excellent leadership, networking and relationship-building skills;
Excellent skills in teamwork and cooperation;
Excellent analytical skills;
Excellent planning and time management skills;
Ability to negotiate and persuade;
Strong strategic visioning skills
Strong goal/result orientation
Keen listener;
Excellent integrity/ethics exercised in the performance of duties.
Technical:
Strong knowledge of the government's human resource policies and procedures;
Sound knowledge of government's procurement policy;
Sound knowledge of Government's regulations and procedures;
Knowledge of the operations of government;
Expertise in programme planning, implementation and evaluation;
Ability to analyse and interpret the labour market trends nationally and internationally.

Key Responsibilities

The duties and responsibilities include but are not limited to the following:

As Divisional Head:

e Plans, develops, organizes, implements, directs and evaluates the Division's fiscal function and
performance;
e Leads in the smooth and efficient operation of the Division through the management of daily operations;
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Establishes and implements systems for reporting of work done against stated and agreed Work Plans for
the Division;

Establishes internal control processes and standard operating procedures required to manage and grow
the Division;

Meets or exceeds divisional performance targets;

Oversees the provision of information requirements to all internal and external customers of the Division
in a timely, responsive and cost-effective manner;

Oversees the development, upgrade and implementation of Information Systems in accordance with the
needs of the Division;

Participates/initiates plans and implements strategies that will ensure the achievement of the Division's
Information Technology objectives and goals;

Ensures the optimum use of the Division's Information Technology resources;

Consults regularly with Heads of Department within the Division regarding the performance of operational
plans developed in their particular area;

Management/Administrative Responsibilities:

Plans, organizes and directs the work of the Division, by overseeing the creation of the Division's corporate
and operational plans and budgets, and monitoring the Division's achievement against them;

Leads the development of the strategic plans and budget for the Division; monitors implementation of the
plans in a way that optimizes the effectiveness and efficiency of the Division and makes recommendations
for adjustments as necessary to enable the achievement of the established objectives and/or changes in
direction during the planning period;

Leads in the development of annual Work Plans for the Units in the Division;

Reviews quarterly Performance Status Reports from Units and provides guidance, feedback and forward
recommendations to Unit Heads;

Prepares and submits performance management reports relating to corporate services to the Regional
Director;

Determines administrative gaps and develops, coordinates, implements and maintains policies and
procedures to guide the operations of the division;

Manages all administrative activities related to the Cuba/Jamaica Technical Corporation and any other
international corporations;

Ensures that corporate services are delivered efficiently across all divisions and that the highest level of
customer service is maintained;

Coordinates the preparation of responses to audit queries pertinent to the corporate services for the
attention of the Regional Director;

Examines and approves payments generated by the Division, to ensure that payments are within the limits
of the budgetary allocations and that value for money is received;

Maintains effective working relationships with external and internal stakeholders and clients, ensuring
that the Division provides a consistently high level of service to them;

Leads the periodic review of operational manuals to ensure they remain current; ensures appropriate tools
and resources are available (including an effective project management evaluation mechanism) to support
the work of the division;

Anticipates issues, challenges and outcomes, takes action considering the risks and using prudent
judgment, demonstrates adaptability and flexibility in getting a job done despite challenging
circumstances;

Prepares management report on activities undertaken at required intervals;

Represents the SRHA at local and international meetings, conferences and other fora as required;

Keeps abreast of legislative changes, Government policies and guidelines, international changes in health
care so that he/she can effectively contribute to the development of the strategic direction of the Region
in delivering on its mandate.

Technical/Professional Responsibilities:

Provides policy interpretation and technical advice to the Regional Director, divisional/ section/ Unit
Heads to ensure effective coordination of the Region's functions, and compliance with government rules
and regulations;




Provides advice to the Regional Director and other Directors on matters relating to the implications of
the acquisition, allocation and utilization of human, physical or material resources;

Initiates innovation or changes in internal management practices, systems and policies with a view to
improving efficiency and reducing costs;

Forges strategic alliances with the senior managers that foster collaboration and partnerships with a
view to improving the efficiency and effectiveness of services provided;

Liaises with the Ministry of Health & Wellness and other RHAs regarding matters relating to corporate
management and other functional areas of the Region;

Facilitates the delivery of efficient, effective and satisfactory corporate services to internal and
external customers.

Office Services Management

Gives focus and direction to the preparation of the Division's administrative budget in keeping with the
prescribed guidelines;

Facilitates the analysis of overall performance of the Division through the provision of timely
information and ensures the provision of adequate administrative support services for all sections of the
Region and the provision of comfortable and environmentally friendly working environment that
contributes to employees’ productivity and morale;

Monitors and guides the adherence of the Government of Jamaica's (60J) protocol for the maintenance
of office and plant equipment, which will facilitate a harmonious and productive environment;

Ensures that safety and health standards are documented, circulated and maintained:;

Oversees the maintenance of the physical environment of the Regional Office in a cost effective and
satisfactory manner;

Conducts reviews of the inventory system to ensure effective usage, control and monitoring of inventory
items, which include office supplies, furniture and equipment and

Ensures that adequate facilities/amenities such as light, power, air conditioning, plumbing, telephones
and ancillary services are available, and that office equipment is maintained in good working condition at
the Regional Office.

Resource Management & Development

Plans, organizes and directs the work of the Division by overseeing the development of performance
targets for the Division and staff based on the Corporate Services Strategic Plan. This includes
transferring skills, motivating staff through coaching and mentoring, arranging for training, setting
performance targets, monitoring performance, providing feedback to staff and initiating corrective
action where necessary to improve performance;

Ensures that the Division's staff have sufficient and appropriate physical resources to enable them to
undertake their duties efficiently and effectively:

Provides leadership and guidance through effective planning, delegation, communication, training,
mentoring, coaching and disciplinary action;

Participates in the recruitment of staff for the Division;

Recommends transfer, promotion, fermination and leave within the Division in accordance with
established Human Resource Policies and Procedures;

Identifies competency gaps and collaborates with the Director HRM & D to develop and implement
Staff Development and Succession Plans for the Division to ensure adequate staff capacity;

Monitors job specific and environmental factors, implements and promotes health and safety policies;
and mitigates and minimizes workplace hazards;

Monitors the performance of staff and ensures effective and objective staff performance management,
through timely and accurate completion of the staff appraisal process including periodic reviews;
Ensures the welfare Divisional staff are clearly identified and addressed:;

Establishes and maintains systems/programmes fo foster a culture of teamwork within the division and

provides leadership to staff through effective objective setting, delegation and communication;

Participates as required in disciplinary proceedings involving staff;
Conducts monthly and other ad hoc staff meetings.
Performs any other related duties that may be assigned by the Regional Director from time to time.

Information, Communication & Technology

Gives focus and direction for the development, implementation and evaluation of the Management
Information Systems (MIS) strategic plan within the context of the overall strategic plan for the
Regional Health Authority;




Provides advice and guidance on the development of Management Information Systems policies and
procedures, based on research, for the efficient and effective functioning of the SRHA in keeping with
the GOJ MIS policies;

Ensures that the SRHA's ICT policies and procedures are current;

Ensures the provision of an integrated information system that facilitates effective delivery of service
to all levels of the organization;

Ensures the continuous review and evaluation of business processes and ensures the provision of cost
effective and realistic information technology solutions where necessary to maximize efficiencies
throughout the Ministry of Health;

Collaborates with the Director, Information, Communication and Technology in coordinating the purchase
of new equipment and

Collaborates with the Director, Information, Communication and Technology in ensuring the development
and implementation of a comprehensive maintenance programme for all Information Technology
equipment.

Public Procurement

Oversees the administration of the procurement function ensuring compliance with Government
guidelines; benefits, in keeping with the established human resource policies;

Ensures that submissions to the Procurement Committee conform to the approved policies and
procedures, and that client Divisions are promptly informed of the decisions of the Committee

Directs the preparation of contracts Awards Reports for submission to the Regional Director and
Periodically coordinates reviews of the procurement process along with the Director, Public Procurement
to ensure that appropriate systems are in place to minimize waste and provide value for money.

Enterprise Risk Management

e Oversees the identification, with the respective managers legal, regulatory and contractual requirements
and organizational policies and standards related to the SRHA's operations to determine their potential
impact on the business objectives;

Oversees the identification, with senior leadership, potential threats and vulnerabilities for business
processes, associated data and supporting capabilities to assist in the evaluation of enterprise risk;
Monitors the implementation of the ERM framework and ongoing ERM practices suitable for the
requirements of the SRHA;

Ensures that the Strategic and Operational Risk Register are updated and maintained to ensure that all
identified risk factors are accounted for;

Ensures the assembling and analyses of risk scenarios to determine the likelihood and impact of significant
events to the SRHA's business objectives;

Correlates identified risk scenarios to relevant business processes to assist in identifying risk ownership;
Facilitates the establishment of risk tolerance with senior leadership and key stakeholders to ensure
alignment;

Ensures that there is the development of a risk awareness programme and conduct training to ensure that
stakeholders understand risk and contribute to the risk management process and to promote a risk-aware
culture;

Identifies and evaluates risk response options and providing Senior Management with information to
enable risk response decisions;

Participates in the review of risk responses with the relevant stakeholders for validation of efficiency,
effectiveness and economy:;

Applies risk criteria to assist in the development of the risk profile for Senior Management approval;
Assists in the development of risk response action plans to address risk factors identified in the
organizational risk profile;

Monitors and communicates Key Risk Indicators (KRIs) and management activities to assist relevant
stakeholders in their decision-making process;

Facilitates independent risk assessments and risk management process reviews to ensure they are
performed efficiently and effectively;

Identifies and reports on risk, including compliance, fo initiate corrective action and meet business and
regulatory requirements and

Building awareness of business continuity and disaster recovery risks, including encouraging the
preparation of business continuity and disaster recovery management plans.

Strategic Planning, Performance Monitoring & Evaluation

e Oversees the development and implementation of systems and procedures to guide the Strategic planning and
evaluation process. Ensuring that sufficient information and communication systems are in place in the RHA
to guide the planning process;

Proactively supports the management control process through the implementation of a Performance
Monitoring and Evaluation Framework;
Presents to the Regional Director for approval a tfimetable for the planning and reporting process;




Advises Heads of Departments within the Division when there is significant divergence from targets and the
need for alternate strategies;

Identifies problems and potential barriers to effective implementation of planned programmes/projects and
providing solutions;

Finalizes reports, briefings, presentations and other responses to strategic planning issues on behalf of the
Regional Director;

Reviews and analyzes research on Strategic planning and other technical activities and making
recommendations on policy and programme issues o support work of the RHA;

Represents the RHA at meetings with external partners where necessary to provide information on strategic
planning and performance in the organization, and also gathers critical information on external factors which
may impact the RHA;

Ensures the production of quarterly, semi-annual and annual performance monitoring reports to the Ministry
of Health and Wellness;

Ensures that policies, technical and other inputs into the development and review of Strategic and operational
plans are obtained as required;

Monitors the implementation of projects and programmes to ensure that targets and planned outcomes are in
direct relation to the needs of the organization;

Ensures that Strategic and Operational Plans are based on key outputs and objectives, that performance
targets are set and that plans are linked to budget forecasts:

Reviews the level of compliance with RHA's approved policies and procedures and evaluate the policies and
procedures for adequacy to achieve its objectives;

Evaluates the systems established to ensure compliance with those policies, plans, procedures, laws, and
regulations which could have significant impact on the RHA and

Follows-up on recommendations made, where corrective action has not been taken or is considered inadequate,
until matters are satisfactorily resolved.

Data Protection

Ensures that the Division's approach to Data protection and Data security complies with good practice and
that policies and procedures are effectively implemented:;

Oversees the implementation of a comprehensive Data Privacy Governance Framework and strategies to
effectively manage the use of personal data in accordance with the provisions of the Data Protection Act;
Monitors the systems and internal control mechanisms that align with the prescribed standards of the
Data Protection Act;

Ensures that the SRHA and its operational processes pertaining fo data processing adhere to the
established data protection standards and regulations;

Oversees the implementation of strategies to enhance operational processes and ensures processes are
compliant with regulatory requirements and good practice;

Ensures that Data Protection policies and procedures are designed and implemented:;

Ensures that breaches of the Data Protection standards or violations of the provisions outlined in the
Data Protection Act are addressed promptly;

Ensures that any contravention of the data protection standards or any provisions of the Data Protection
Act by the SRHA is dealt with in accordance with the provisions of the Data Protection Act;

Notifies the Regional Director of any contravention of the data protection standards or any provisions of
the Data Protection Act;

Assists data subjects in the exercise of their rights under the Data Protection Act, in relation to the
SRHA;

Assists SRHA with the development of internal policies and procedures related to the processing of
personal data.

Makes recommendations for the appropriate organizational and technical measures to ensure the security
of personal data.

Reviews the Data Protection Plan regularly to ensure it aligns with any changes in laws, regulations and
policies;

Ensures the timely collection of data, analysis and reporting of data on key performance measures;
Ensures that there is a robust system in place to address and respond to queries and complaints;

Ensures proper management and maintenance of personal data records, in compliance with data protection
standards;

Provides legislative advice and guidance to the Regional Director regarding any gaps identified from the
outcome of the Data Protection and Privacy Impact Assessment;

Collaborates with the Enterprise Risk Management Analyst, Internal Audit Unit, Legal Officer and other
key stakeholders to monitor, implement and analyze compliance programmes;

Customer Service

e Improves customer service quality results by reviewing, evaluating, and re-designing business processes;
establishing and communicating service metrics; implementing changes;




Oversees the development and implementation of the customer service policies, procedures, and guidelines
for the Region;

Monitors the implementation of service level standards focused on response times and issue resolution;
Reviews and approves the business processes aligned to the key services of the Authority and its portfolio
agencies and departments;

Oversees the Customer Service Improvement Plan and the Customer Service Balanced Scorecard;
Supports the Stakeholder Analysis through periodic analysis of the interests and expectations of the
customers;

Collaborates with the Corporate Communications & Public Relations Officer, conduct relevant campaigns,
expositions to increase awareness and promotion of the goods and services of the SRHA;

Develops and implements quality standards that are geared toward service excellence;

Supports the certification of ENTITY in ISO 9001:2015;

Accomplishes quality assurance objectives by monitoring, reviewing, and enforcing policies and procedures;
Reviews quality assurance plans by conducting quality analyses, monitoring procedures and deliverables;
Facilitates the management of the provision of quality services, reflecting the Regional Authority's core
values;

In consultation with the Regional Director and Heads of Departments identifies and sets appropriate
quality standards and parameters for service delivery for the Authority;

Analyzes issues that affect quality standards and developing solutions to the issues;

Ensures compliance with the government's and the organization's policies, procedures, guidelines;
regulations and acts;

Reviews processes and operations fo ensure that they are in keeping with established quality standard
requirements;

Submits monthly, quarterly and annual reports to Regional Director relating to performance indicators set
out in the Complaint Management System;

Ensures that all complaints received are managed in accordance with the complaints handling guidelines;
Coordinates the formation and training of the Regional Complaints Review Panel to manage complaints
escalated to the Region;

Leads the development of a standard process for the assessment of patients and collection of user fees
from both local and international clients;

Keeps abreast of changes in the health system that may impact the collection of fees;

Ensures that controls systems are developed and implemented for the collection of user fees and
Ensures that the SRHA is in keeping with the MOHW Compassionate Care protocols and guidelines; in
collaboration with the respective senior managers within all facilities.

Applications accompanied by resumes should be submitted no later than Friday, May 09, 2025
to:

Regional Director
Southern Regional Health Authority
3 Brumalia Road
Mandeville

E-Mail: jobs@srha.gov.jm

**IMPORTANT NOTE: WE WILL ONLY ACCEPT APPLICATIONS BY EMAIL**

PLEASE INDICATE IN THE 'SUBJECT LINE' OF YOUR EMAIL THE NAME OF THE
POSITION FOR WHICH YOU ARE APPLYING**

ONLY SHORTLISTED APPLICANTS WILL BE ACKNOWLEDGED



mailto:jobs@srha.gov.jm

