
Executive Manager Secretary  

SECTION: COMMITTEES 
 
PURPOSE: To provide administrative and 
secretarial services to committees.  
 
FUNCTIONS:  
1.  Organise committee meetings.  
2.  Ensure that committee meetings are in 

accordance with Standing Rules and 
acceptable statutory requirements.  

3.  Keep record of procedural issues.  
4.  Manage committees’ budget 
5.  Handle committees’ administrative work 

SECTION: PUBLIC AFFAIR S 
 
PURPOSE: To manage public affairs services.  
 
FUNCTIONS:  
1. Provide public relations.  
2.  Provide media relations.  
3.  Provide public education.  
4.  Manage public participation and petitions.  
 

SECTION: RESE ARCH, POLICY 
AND KNOWLEDGE 

MANAGEMENT 
 
PURPOSE: To manage a research,  
policy and knowledge management 
services.  
 
FUNCTIONS: 
1. Provide research support to the 

legislature.  
2.  Provide a policy analysis service to 

members and committees.  
3.  Manage library and information 

services.  
4.  Manage a learning and knowledge 

SECTION: LEGAL SERVI CES 
 
PURPOSE: To provide legal advice 
 
FUNCTIONS: 

1.  Provide legal advice 
2.  Screen bills, hybrid bills and 

petitions 
3.  Draft legislation and standing 

rules 
4.  Assist with the resolution of 

disputes 

SECTION: PROCEEDINGS 
 
PURPOSE: To provide procedural services and 
support to enable the effective functioning of the 
Legislature 
 
FUNCTIONS 
1. Provide a tabling and sitting service.  
2.  Provide sergeant at arms services.  
3.  Provide a Hansard and language service.  
4.  Provide procedural services to the House.  
5 Provide sound and vision services.  
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DIVISION: PARLIAMENTARY OPERATIONS 
 
PURPOSE: To manage the Legislature’s operational services. 
 
FUNCTIONS: 

1. Provide procedural services and support to enable the effective functioning of the legislature. 
2. Provide administrative and secretarial services to committees. 
3. Manage communication and outreach services. 
4. Provide legal advice. 
5. Manage a research, policy  and knowledge management services. 


