OFFICE OF THE SPEAKER

PURPOSE: To provide strategt support tothe Speaker and Depuly Speaker
FUNCTIONS:

1. Mamge the Office of the peaker andthe Deputy Speaker.

Provide procedual advice pertaining  the sessions of the House.
Provide intermational reltions support

Perform the Treasury function.
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Office Manager Secretay Scretary PA to the Speaker

Protocol Officer PAto the Deputy Speaker

Executive Secretary - Speaker Executive Secretary - Deputy Speaker

2Driver Messnger

%

Receptionis




SECTION: HUMAN CAPITAL MANAG EMENT

PURPOSE: To provide human capital managment servces.

FUNCTIONS:
1 Provide humanresource adm nistration.
2 Provide training and dewelopment
3 Provide labour rektions
4. Provideemployee assistance rvices.
|
Senior Manager: Human Capital Secretay
|

UNIT: TRAINING AND DEVELOPMENT UNIT: EMPLOYEE ASSISTANCE

PURPOSE: Toprovide trainingand cevelopment PURPOSE: Tomana@ employee asistance services

FUNCTIONS FUNCTIONS
1  Developahumancapitaldevelopmert pdicy and work 1. Developand implement EAP andrelated policiesand
place skills plan progammes

2. Developand implement a policy anthe management
of HV/Aids inthe workplace.
3. Co-adinate the implementation ofthe policy on

2 Facilitate skills dewvelopnent inaccordince with the
needs of the Department
3 Manage financial support forhuman capital

developnent promoting occupatioral healthand safety in the work
lace.

4. 'I)Devdopand implement a strategy for the
manragement of injuries on duty and occupational
diseases.

[ [
Manager: Human Resource Admin Manager: Training and Development Manrager: Labour Rektions Marager: EAP
Proposed Vacant Proposed Vacant
Skills requirement determination & Legislative requirement pertaining to
to develop skills where shortflls Health, wellness & work place safety
exig
2 Assistant Managers HR Admin Senior Labour Relations Officer
Proposed Vacant
Growing workload from regulatory EAP Officer
Assistant Manager: Trainingand framework & demands of collective Proposed Vacant
Development bargaining To attend to Health, Wellness &
Workplace Sakty matters
2 Senior HR Officers
Proposed Vacant
Proposed Vacant
Growing additional work —
evaluation matters & efficient Trainingand Development Officer
processing remuneration & benefits Proposed Vacant
Funded Vacant
To co ordinate skillsdevelopment in
areas where shortfalls exig
AssistantHR Officer




SECTION: OFFICE SUPPORT SERVICES

PURPOSE: Toprovide office support services.

FUNCTIONS:
1. Provide auwxiliary services.

2. Provide prokction services.
3. Provide d@umentation management services.

Senior Manager: Office Support Secretay
Proposed Vacant Proposed Vacant

UNIT: PROTECTION SERMCES

PURPOSE: To provide protection services

FUNCTIONS

1. Provide access and key control.

2. Oversee security services

3. Manage contingency plan.

4 Administer vetting information £curity auditing,
invedigations, IT and communication security.

Senior Facilities Officer Manager: Protection Services Manager Records Management
Proposed Vacant
To address workload due to
prescripts
|
Senior Records Maragement Cfficer
5 General Assstants Senior MISS Officer

Proposed Vacant
To cater for increased workload due
toprescripts

/ Records Maragement Clerk
Proposed Vacant
To attend to increased workload

Machine Operata

pd
2 Messengers 2 Drivers/Messengers




