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FOREWORD

Itis with pleasnre that Lannounce the refease of the Dictionary of Occupations for Trinidad and Tobago.

The DOTT iz the product of several years of field research, verification, codification and
compilation, carried cut by the Occupational Research Unit of the Technical and Vocational Education
and Training Division of this Ministry,

The DOTT provides information on all occupations found to be existing in Trinidad and Tobago,
some 2,400 ocenpations, and inciudes data on job content, required qualifications, physical demands and
desirable personality traits.

The previously published handbooks of the DOTT have proved to be very useful to researchers,
personnel managers, students, vocational counsellors, trade unionists, educators, and many others
seeking information on the world of work, and I am sure that this comprehensive volume will prove to
be an indispenspble reference tool in the development of a national occupationat information system.




NOTICE

The occupational descriptions contained in this Dictionary kave been compiled on the basis of
analysis and study conducted by occupational analysts, in various establishments in different parts of the
country. Analysis was followed by consultation and discussion with the experts in respective fields.

These occupational descriptions represent the average picture of the various occupations at national
level There could, thus be variations in job titles, occupational descriptions, and other factors from
establishment to establishment. Consequently, workersengaged in these occupations may rot necessarily
perform  all the duties and task listed or may perform a combination of duties based on the work
organisation or personnel policies of employers. Similarly, occupational nomenclature and descriptions
of some occupations may eventuaily need revision or modification dug to technological changes or
recognised occupational stryctures,

In conformity with aims and objectives of occupational analysis all over the wotld, these occupational
definitions, descriptions and profiles have no applicability to industrial disputes in such matters as wages
or salary fixation, determination, settlement or revision, working conditions and recruitment practices,

For deceding information contained in Occupational Profiles at the end of occupational descriptions,
refer to the **Guide to Occupational Profile" at the rear of the book.
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UPDATING OF THE DOTT

Occupational changes take place quite frequently in response to technological developments, new
industrial agreements, etcetera.

The Occupational Research Unit in the Ministry of Education would welcome information on the
development of new occupations or changes in occupations to facilitate periodic updating ofthe DOTT.

Information may be forwarded to the following address:

Senior Occupational Analyst,

Occupational Research Unit,

Technical and Yocational Education and Training Division,
Ministry of Education,

18, Alexandra Street,

St. Clair,

Port-of-Spaiw,

TRINIDAD AND TOBAGO
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INTRODUCTION

THE DICTIONARY OF GCCUPATIONS FOR TRINIDAD AND TOBAGO (DOTT) is a publication containing an
occupational classification and coding system, as well as a listing of descriptions for all occupations in the country. It also
includessections explaining the salient features of the classification of the DOTT, an expanded alphabetical index, a sectoral
index and detailed notes on the Occupational Profile included at the end of every description. The DOTT is expected to
be accepted as the national classification of occupations, since the users of the occupational classification, including
representatives of employers’ associations and workers’ unions, were actively involved in the finalisation of the
Dictionary's classification and code structure. Categories in the code structure for occupations not found in Frinidad and
Tobago have not been eliminated, as they may be relevant to wsers of the Dictionary in other temmitories in the Caribbean
region. It is hoped that descriptions for existing occupations which are not found in this first edition will be included in
a future edition of the Dictionary.

APPROACH

The programme of occupational research used inthe preparation of the Dictionary was implemented with the assistance
and ¢co-operation of personnel from representative establishments in the publicand private sectors, employers’ associations,
trade unions and professional bodies across the country. It consisted of on-site job analysis through direct observation of
workers on the job, interviews with workers, their supervisors and senior managerial members of the establishments with
which they are employed, and by consultations with experts.

The ferm *‘occupation’” is applied to & group of jobs (a group of positions which are alike with regard to their major
duties) having common or closely related responsibilities and duties, and occurring in representative establishmentsall over
the country. As such, the descriptions of occupations in the DOTT present only average pictures. In a given establishment,
there may be identifiable variables (combinations or breakdowns of duties) in the performance of the constituent tasks of
anoccupation. This is because workers are often divided in employing establishments according to *‘positions™ for purposes
such as division of labour, fixing of rates of wages, grades, levels of responsibility, etcetera, within the hierarchy ofthe same
occupation.

Occupational descriptions in the Dictionary identify the type of work performed, notthe individual worker. A deliberate
attempt has been made to eliminate the vse of *‘sexually biased’” nomenclatures, although at times it was not possible fo
gliminate them altopether.

BASIS AND STRUCTURE OF THE CLASSIFICATION AND CODE STRUCTURE

The Classification of Occupations for Trinidad and Tobago is modelled on the 1988 International Standard
Classification of Occupations (1SCO}, which places occupations into groups basad on the criteria of work performed and
on the skill or ability necessary to carry out the relevantduties, ranging in a progression from the broadest to the most detailed
level of aggrepation. However, the ISCO has been adapted, where deemed necessary, to reflect the occupations existent
it this country, andthe system used in the Dictionary is the one recommended for use by all agenciesinvolved in categorising
occupational data for statistical purposes

Accordingly, there are 10 Major Groups (one-digit aumbers) which are sub-divided into 30 Sub-Major Groups {two-digit
numbers), 118 Minor Groups (three-digit numbers) and 440 Unit Groups (four-digit numbers}. The unit groups consist in
most cases of more than one occupation and detailed descriptions have also been developed at the occupational or six-digit
level. However, the latter do not form part of the classification system but are included in the descriptive component of
the DOTT.

Major Groups are the broadest grouping of occupations. Apart from Major Groups 1 and 0, the groups are based on the
skili levels of workers and on very generai areas of economic activity, and are a convenient means of grouping all
occupations falling within these wide fields of work. They are as follows:~
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Major Groupt  Legislators, Senior Officials and Managers
Major Group2  Professionals

Major Gronp3  Technicians and Associate Professionals
Major Group4  Clerks

Major Group5  Service Workers and Shop Sales Workers
Major Group6  Skilled Agriculturat and Fishery Workers
Major Group?  Craft and Related Workers

Major Group8  Plant and Machine Operators and Assemblers
Major Group9  Elementary Occupations

Major Group0  Defence Force.

Sub-Major Groups are divisioas of the respective Major Groups. These, and the sub-divisions which follow, are based
on skill specialisation refating to the field of knowledge required, the tools and machinery used, materials worked on or
with, and the kinds of poods and services produced.

Miner Groups are a breakdown of Sub-Major Groups and are also a collection of Unit Groups. The groupings at this level
are still fairly general.

Unit Groups are the most specific groupings of occupations. They are basic groups of occupations in which the main tasks
have many similar characteristics. Unit Groups thus have occopational homogeneity, and there is a closer relationship
between occupations in the same unit group in terms of work performed than between occupations from different unit
groups.

Residual Unit Groups are identified by the fourth digit **9*" in code numbers and by a unit group title beginning with the
word ‘“other’”. These groups generally do not exhibit the same homogeneity with regard to the other occupations inchuded
in the other Unit Groups.

The following outline of the Major Groups is givea to facilitate use of the classification system.

Major Group 1
Legislators, Senior Officials and Managers

This major group includes occupations whose main duties consist of determining and formulating government policies,
laws and public repulations and overseeing their implementation, representing governments and acting on their behalf, or
planuing, directing and coordinating the policies and activities of enterprises and erganisations or departments. Reference
to skill level has not been made in defining the scope of this major group which has been divided into 3 sub-major groups,
7minor groups and 29 unit groups, reflecting differences in duties associated with different areas of authority and different
types of enterprises and organisations.

Major Group 2
Professionals

This major group includes occupations whose main duties require 2 high level of professional knowledpe and
experience in the fields of physical and fife sciences, or social sciences and humanities. Most occupations in this major
group require skills obtained through pursuit of university or equivalent-level education. Thismajor group hasbeen divided
into 4 sub-major groups, 17 minor groups and 56 unit groups reflecting differences in tasks associated with dlfferent fields
of imowledge and specialisation.

Major Group 3
Technicians and Associate Professionals

This major group includes occupations whose main duties require technieal knowledge and experience in one or more

fields of physical and life sciences, or social sciences and humanities. Most accupations in this major group require skills
obtained through secondary and post-secondary education leading to awards not equivalent to a university degree. This
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major group has been divided into 4 sub-major groups, 22 minor groups and 71 unit groups reflecting differences in tasks
associated with different fields of knowledge and specialisation.

Major Group 4
Clerks

This major group includes eccupations whose main dutiesrequire the knowledpe and experience necessary to orpanise,
store, compute and retrieve information. The main tasks consist of parforming secretarial duties, operating word processors
and other office machines, recording and computing numerical data, and performing 2 number of customer-oriented clerical
duties. Most occupations in this major proup require skills obtained in the first and second stages of secondary education,
This majos group bas been divided into 3 sub-major groups, 8 minor groups and 26 unit groups reflecting differences in
tasks associated with different areas of specialisation.

Major Gronp 5
Service Workers and Shop Sales Workers

This major group includes occupations whose main duties require the knowledge and experience necessary to provide
personal and protective services and to sell goods in stores. The main tasks consist of providing services related to travel,
house-keeping, catering, personal care, protectioa of individuals and property, maintaining law and order, and to seiling
goods. Most occupations in this major group require skills obtained in the first or second stapes of secondary education.
This major group has been divided into 3 sub-major groups, 8 minor groups and 21 unit groups reflecting differences in
tasks associated with different areas of specialisation.

Major Group 6
Skilled Agriculfural and Fishery Workers

This major group includes occupations whose main duties require the knowledge and experience necessary to produce
farm, forestry and fishery products. The main tasks consist of growing crops, breeding or hunting animals, catching or
cultivating fish, conserving and exploiting forests and, especially ia the case of market-oriented agricultural and fishery
warkers, selling products to purchasers, marketing organisations are at markets. Most occupations in this major group
require skills oktained in the first or second stages of secondary education. This major group has been divided into 1 sub-

major group, 5 minor groups and 16 unit groups reflecting differences in tasks associated with different areas of
specialisation.

Major Group 7
Craft and Related Workers

This major group includes occupations whose main duties require the knowledge and experience of skilled trades or
handicrafts, of materials and tools to be used, as well as of all stages of the production process, including the characteristics
and the intended use of the final product. The main tasks consist of extracting raw materials, constructing buildings and
other structures and making various products. Most occupations in this major group require skills acquired in the first or
second stages of secondary education, in apprenticeship and/or through on-the-job training in craft areas. Fhis major group

has been divided into 4 sub-major groups, 7 minor groups and 85 unit groups reflecting differences in tasks associated
with different areas of specialisation.

Major Group 8
Plant and Machine Operators and Assemblers

This major group includes occupations whose main tasks require the knowledge and experience necessary to operate
and monitor large-scale, and often highly automated, industrial machinery and equipment. The main tasks consist of
operating and monitoring mining, processing and production machinery and equipmient, as well as driving vehicles and
opetating mobile plant, or assembling products from component parts. Most occupations in this major group require skills
acquired in the first or second stages of secondary education. This major group has been divided into 3 sub-major groups,
20 minor groups and 84 vnit groups reflecting differences in tasks associated with different areas of specialisation,
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Reiated Titles are variations of the Base Title, but are not sufficiently different from them to justify their classification
asseparate six-digitoccupations Thesetitles are printed in capital lettersat theend ofthe description, inaseparate paragraph
preceded by the phrase *“May be designated”’. The titles, arranged in alphabetical order, may be briefty described The list
of the Related Titles is illustrative and not exhaustive.

Associate Titles, appearing in the body of the Occupational Description, are printed in upper/lower case, in bold-face type
These titles refer to personnel with whom the Base Title worker has a working relationship. Information on the duties
performed by the associate worker(s) can be obtained, where necessary, by referring to the relevant occupational
description

Combination Titles, appearing at the beginning orend of the Occupational Description, are printed inall bold capital letters,
indicating that the Base Tifle worker performs some of the duties/tasks of the Combination Title warker as partof hisregular
duties. To avoid repetition, a full description of the Combination Title worker’s occupation is not given, since this can be
cross-referenced throuph the index.

Occupational Definition
‘The opening statement, following the Base Title and/or Alternate Title, is the defintion of an occupation, succinctly
describing the nature and purpose of the occupation and the worker’s principal duties.

Statement of Duties

‘The statement of duties is contained in a paragraph separated by a colon ;) from the occupational definition. The present
tense and a terse style have been adopted and the use of articles has been eliminated wherever possible. The statement of
duties also elaborates and clarifies the definition, asd provides information on the what, why and how aspects of the tasks
performed in a sequential order or according to the importance of the various functions performed.

“May"’ items, appearing in a separate paragraph, afier the statement of duties, indicate that the duties following the
word *‘May*’ are not necessarily considered as inherent in the occupation, but are performed by some workers in a few
establishments. *‘May’’ items do not indicate nor imply that every worker will sometimes perform these tasks.

Occupational Profile

Occupational Profiles are provided for all six-digit occupational categories.
Occupational Profiles are given in the form of ratmgs, symbolised by leiters and numbers, at the end of the Occupational
Descriptions, in the following order:

DPT Data, People, Things;
ETD Educational and Training Development;
SVYP  Specific Vocaticnal Preparation;

TEMP Temperaments;
APT  Aptitudes;
INT Interasts;

D Physical Demands;
EC  Environmental Conditions; and
PH  Physical Handicaps which will not impede the performance of duties.

Occupational information contained in these profiles provides information for use in educational and vocational guidance,
job development and placement, development of apprenticeship and training programmes, etcetera. Profile ratings do not
apply to the *‘May"’ items in descriptions.

For a detailed explanation of the Occupational Profile, piease refer to the Appendix.
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OTHER FEATURES OF THE DOTT

Industrial Affiliation

In the DOTT, industrizl affiliation has not usually been indicated since an occupational classification cts across an
industrial classification. For example, the occupations of clerk, joiner and driver may occur in a factory, government office,
or an export house. Nevertheless, in the DOTT, an inference can often be drawn about the industrial affiliation of an
occupation because of the information contzined in the job descriptions such as

(a) The location of an eccupation;

3] The line of the products manufactured;
{©) The raw materials used;

{d) Processes used; or

(e) The duties or services performed,

However, where an occupational title is common to a number of industries or processes (frequently in Major Groups 7 and
8), industrial affiliation has been indicated, after the Base or Alternate Title(s), where considered necegsary, to identify,
clarify or distinguish such occupationat titles from similar occupational nomenclature in otber industrial fields.

Supervisors and Forepersons:

Shop-floor supervisorsand forepersons, in charge of specified production units in workshops and manufacturing plants,
are responsible for all the supervisory functions leading to the production of an accessory or a finished product. They often
have organising, controlling and overseeing functions over a number of workers in various occupations, such as allotting
work to other workers, planning and coordinating their work programme and the sequence of operations, and procuring and
issning materials and machinery. They generally do not participate directly in the production work. Such shop-floor
supervisors and forepersons have been atfotted the first unit group in most minor groups in Major Groups 7 and 8. In other
groups the occupations involving supervisory tasks are usually signalled by the digits 05 or 07 afer the decimal point.

Glossary of texms
Technical terms ard words not ordinarily found in 2 standard English dictionary, or connoting meanings different from
those ordinarily understood, have been printed in italics and explained in the Glossary at the end of the DOTT.

Term Descriptions

These descriptions pertain to activities which are common to occupations sharing the same or similar characteristics,
but which cut across many unit groups, e.g. MANAGER. Term titles do nof refer {o single occupations, and as such are
not assigned code numbers or occupational profiles.

Occasional Workers

Same activities, by their very nature, are intermittent and, as such, the associated workers are not required continuously.
Among these are RETURNING OFFICER and POLL CLERK, who are employed at the time of government efections.
These occupations are marked with an asterisk in the text and in the indices.
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O D D o R

MAJOR GROUPS

LEGISLATORS, SENIOR OFFICIALS AND MANAGERS
PROFESSIONALS

TECHNICIANS AND ASSOCIATE PROFESSIONALS
CLERKS

SERVICE WORKERS AND SHOP SALES WORKERS
SKILLED AGRICULTURAL AND FISHERY WORKERS
CRAFT AND RELATED WORKERS

PLANT AND MACHINE OPERATORS AND ASSEMBLERS
ELEMENTARY OCCUPATIONS

DEFENCE FORCE
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CODE STRUCTURE



MAJOR'GROUP I - LEGISLATORS, SENIOR OFFICIALS AND MANAGERS "
11 Legistators and Senior Officials

m Legislaters
1110 Lepislators

112 Senior Government Officials
1120 Senior Government Qfficials

113 Senior Officials of Special-Interest Organisations
1131 Senior Officials of Political Partics/Organisations
1132 Senior Officials of Economic-Interest Organisations
1133 Senior Officials of Humanitarian and Other Special-Interest Organisations
1134 Senior Officials of Religious Organisations

12 Corporate and Specialised Managers

121 Directors and Chief Executives
1216 Directors and Chief Executives

122 Specialised Managers (except Production and Operations)
122} Finance and Administration Managers
1222 Personnel and Industrial Relations Managers
1223 Sales and Marketing Managers
1224 Advertising and Public Relations Manapers
1225  Supply, Warehousing and Distibution Managers
1226  Computing Service Managers
1227  Research and Development Managers
1228 Education, Health and Other Social Services Managers
1229 Other Specialised Managers

123 Specialised Managers (Production and Operations)
1231 Production and Operations Managers in Manufacturing
1232 Production and Operations Managers in Physical and Engineering Science and
Related Fields
1233 Production and Operations Managers in Transport and Communications
1239 Other Production and Operations Managers

13 Small Business Managers and Managing Supervisors

i3 Small Business Managers and Managing Supervisors

1311 Small Business Managers and Managing Supervisors in Agriculture

1312 Small Business Managers and Manaping Supervisors in Manufacturing

1313 Small Business Managers and Managing Supervisors in Coastruction

1314 Small Buginess Managers and Manaping Supvisors in Retail and Wholesale Trade

1315  Small Business Managers and Managing Supervisors of Restaurants, Hotels and
Guest Houses

1316  Smali Business Managers and Managing Supervisors in Transportation, Storage
and Communications

1317 Smal} Business Managers and Managing Supervisors of Business Service Firms

1318 Small Business Managers and Managing Supervisors in Personal Care, Cleaning,
Repairs and Related Services

1319 Other Small Business Manapers and Managing Supervisors
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'MAJOR GROUP 2 - PROFESSIONALS
Physics, Mathematics, Building and Engineering Science Professionals

211 Physical Scientists and Related Professionals
2111 Physicists and Astrosomers
2112 Meteorclogists
2113 Chemists
2114 Geologists, Geophysicists and Related Professionals
2119 Other Physical Scientists and Related Professicnals

212 Mathematicians, Statisticians and Related Professienals
2121  Mathematicians and Related Profzssionals
2122 Statisticians and Pemographers

213 Computer Professionals
2131 System Designers and Analysts

214 Architects, Enpineers and Related Professionals
2141  Architects, Town and Traffic Pianners
2142 Civil Engineers
2143 Electrical Engineers
2144 Electronic and Telecommunications Engineers
2145 Mechanical Engincers
2146  Chemical Engineers
2147 Mining Engineers, Metallurgists and Related Professionals
2148 Surveyors
2149 Other Architects, Engineers and Retated Professionals

22 L.He Science and Health Professionals

P34 Life Science Professionals
2211 Biologists, Botanists, Zoologists and Related Professionals
22i2  Pharmacologists, Pathologists and Related Professionals
2213 Agronomists and Related Professionals

222 Health Professionals
2221 Medical Doctors
2222 Dentists
2223 Veterinarians
2224 Optometrists and Orthoptists
2225  Dietitians and Nutritionisis
2226 Physiotherapists and Related Workers
2229  Other Health Professionals

23 Graduate Teaching Professionals

2M Graduate Teaching Professionals

2310 College, University and Higher Education Lecturers and Related Workers

132 Secondary Education Graduate Teachers
2320  Secondary Education Graduate Teachers

xviii



24

233  Technical and Vocational Education Graduate Teachers

23

Other Professionals

241

242

243

244

245

246

247

2330

Technical and Vocational Graduate Teachers

Other Graduate Teaching Professionals and Related Workers

2391
2392
2399

Education Researchiers and Related Professionals

School Supervisors

Other Gradunate Teaching Professionals and Related Workers Not Elsewhere
Classified

Business and Geverninent Professionals

2411
2412
2413
2419

Accountants

Personnel and Occupational Specialists
Government Administrators and Other Professionals
Other Business and Government Professionats

Legat Professionals

2421
2422
2423
2429

Judges

Attomeys-at-Law
Magistrates

Other Legal Professionals

Archivists, Librarians and Other Information Prefessionals

2431
2432

Archivists and Curators
Librarians and Other Related Information Professionals

Social Science and Related Professionals

2441
2442
2443
2444
2445
2446

Economists

Sociclogists, Anthropolegists and Related Professionals
Historians and Potitical Scientists

Linguists, Translators and Interpreters

Psychologists and Counsellors

Social Work Professionals

Artistic Professionals

2451
2452
2453
2454
2455

Authors, Jounalists and Other Writers

Sculptors, Painters and Related Astists
Composers, Musicians and Singers
Choreographers and Dancers

Film, Stage and Related Performers and Directors

Retigious Professionals

2460

Religious Professionals

Ships’ Captains and Piots

2470

Ships’ Captains and Pilots
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MAJOR GROUP 3

3

32

3= TECHNICIANS AND ASSOCIATE PROFESSIONALS |
Physical Science and Engineering Associate Professionals

311 Physical Science and Engincering Techaicians
3111  Chemical and Physical Science Technicians
3112 Civil Engineering Technicians
3113 Electrical Engineering Technicians
3114  Electronics and Telecommunications Engineering Technicians
3115  Mechanical Engineering Technicians
3117  Mining and Metallurgical Technicians
3118 Technical Draughters
3119  Other Physical Science and Engineering Technicians

312 Computer Programmers and Equipment Controllers
3121 Computer Programmers
3122 Computing Equipment Controllers

313 QOptical and Electronic Equipment Controiters
3131 Photographers and Image and Sound Recording Equipment Controilers
3132 Broadcasting and Telecommunications Equipment Controllers
3§33 Medical Equipment Controtlers
3139 Other Optical and Electronic Equipment Controliers

34 Ship and Aircraft Controllers and Technicians
3141  Ship’s Captains, Deck Officers and Related Wokers
3142  Ship's Engineers
3143  Airceaft Pilots and Related Workers
3144 Air Traffic Controllers

315 Building, Safety, Heakth and Quality Inspectors
3151 Building and Fire Inspectors
3152 Safety, Health and Quality Inspactors (Vehicles, Processes and Producis)

Assaciate Life Science and Health Professionals

321 Life Science Technicians and Related Workers
3211  Life Science Technicians
3212 Agronomy and Forestry Technicians
3213 Agricultural and Forestry Advisers

322  Asseciate Modern Health Professionals
3221 Pharmacists
3222  Dispensing Opticians
3223 Masseurs and Related Workers
3224 Veterinary Assistants
3225  Dental Nurses
3226 Nurses
3227 Midwives
3229 Other Associate Modern Health Protfessionals

323 Traditional Healers
3230  Herbalists
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34

Non-Graduate Teachers

LAY |

332

333

334

335

39

Nan-Graduate Secondary Education Teachers

3310

Non-Graduate Secondary Education Teachers

Non-Graduate Technical and Vacational Educational Teachers

3320

Noa-Graduate Technical and Vocational Edacation Teachers

Primary Education Teachers

3330

Primary Education Teachers

Pre-Primary Education Teachers

3340

Pre-Primary Education Teachers

Special Education Teachers

3350

Special Education Teachers

Other Non-Graduate Teachers and Refated Workers

3390

Other Non-Graduate Teachers and Related Waorkers

Other Associate Professionals

N

342

343

344

Finance and Sales Associate Professionals

3411
3412
3413
3414
3413
3416
3417
3418
3419

Securities and Finance Dealers and Brokers
Insurance Representatives

Estate Agents

Travel Consultants and Orpanisers

Technical and Commercial Sales Representatives
Buyers

Appraisers and Valuers

Auctioneers

Other Finance and Sales Associate Professionals

Trade Brokers and Business Services Agents

3421
3422
3423
3429

Trade Brokers

Clearing and Forwarding Agents

Employment Agents

Gther Trade Brokers and Business Service Agents

Administrative Associate Professionals

3431
3432
3433
3434
3438

Administrative and Related Associate Professionals
Lepal and Business Associate Professionals
Accounting Associate Professionals

Statistical and Mathematical Associate Professionals
Other Administrative Associate Professionals

Government Regulatory Officers

3441
3442
3443
3444
3445
3449

Customs and Excise Officers
Immigration Onficets

Tax, Treasury and Revenue Officers
Licensing Officers

Weifare and Pension Officers

Other Government Regulatory Officers

xxk
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346

a7

349

Soecial Woerk Associate Professionsls
3450  Social Work Associate Professionals

Creative, Entertainment and Sporis Associate Professionsls
3461  Decorators and Commercial Designers
3462  Radio and Television Associate Professionals
3463  Street, Nightclub and Related Musicians, Singers and Dancers
3464  Clowns, Magicians, Acrobats and Related Workers
3465  Athletes and Related Worlkers
3469  Other Creative, Eatertainment and Sports Associate Professionals

Religious Associaie Professionals
3410 Religious Associate Professionals

Other Associate Professionals
3490  Other Associate Professionals

xxii



HA]OR_ GROUP 4. CLERKS 7o e
4 Office Clerks

411 Secretaries and Keyboard Operators
4111 Secretaries
4112  Stenographers and Typisls
4313 Word-Processing and Related Operators
4114  Data-Entry Operators
4115 Calculating-Machine Operators
4119 Other Secretaries and Keyboard Operators

412 Numerical Clerks
4121 Accounting and Book Keeping Clerks
4122  Statisticat and Finance Clerks

413 Material-Recording and Transport Clerks
4131  Stock Clerks
4132 Produetion Clerks
4133  Transport Clerks

414 Library, Mail and Related Clerks
4141  Library and Record-Keeping Clerks
4842  Mail Camiers and Sorting Clerks
4143  Coding, Proof-reading and Related Clerks

415 Other Office Clerks
4157 Legal Clerks
4152  Business Service Clerks
4159  Other Office Clerks Not Eisewhere classified

42 Customer Service Clerks

421 Cashiers, Tellers and Related Clerks
4211 Cashiers and Ticket Issuers
4212 Tellers and Other Counter Clerks
4713  Bet Bookmakers and Related Workers
4214  Pawnbrokers and Money-Lenders
4215  Bili, Pebt and Related Cash Colleclors

422 Client Information Clerks and Telephone Operators
4221  Travel Clerks
4222  Receplionists and Information Clerks
4223  Telephone Switchboard Operators
43 Other Clerks and Related Workers

4 M QOther Clerks and Related Workers
4300  Other Clerks and Related Workers
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MAJOR GROUP 5.’ SERVICE WORKERS AND SHOP SALES WORKERS
51 Personal Service Workers

511 Travel Attendants and Guides
5111 Vlight Artendants and Travel Stewards
5112 Transport Conductors
5113 Tour Guides

312 Housckeeping and Restaurant Service Warkers
5121 House Stewards and Housekeepers
5122 Cooks
5123 Waiters and Bartenders

513 Personal Care Werkers
5131 Child-care Workers
5132 Institution-Based Personal Care Workers
5133 Home-Based Personal Care Workers

514  Other Personal Service Workers
5141  Hairdressers, Barbers, Aestheticians and Related Workers
5143 Embalmers and Related Workers
5149  Other Personal Service Workers Not Elsewhere Classified

515 Astrologers, Fortune Tellers and Related Workers
5151  Astrologers and Related Workers
5152 Fortune-Tellers, Palmists and Related Workers

52 Protective Scrvice Workers

521 Protective Service Workers
521 Fire-Fighters
5212 Palice Officers
5213 Prison Officers
5214  Estate Constables
5219  Qther Protective Service Workers

33 Sales Persons, Demonstrators and Models

531 Shop Salespersons and Demonstrators
531¢  Shop Salespersons and Demonstrators

532 Fashion and Other Models
5320 Fashion and Other Models
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MAJOR GROUP 6 - SIGLLED AGRICULTURAL AND FISHERY WORKERS "~

61 Farmers

611 Field Crop and Vegetable Growers Skilled Agricultural and Fishery Workers
6111 Field Crop and Vegetable Growers
6112  Tree and Shrub Crop Growers
6113  Gardensrs, Horticultural and Nursery Growers
6114  Mixed Crop Growers

612 General and Specialised Farmers and Animal Producers
6121 Dairy and Livestock Producers
6122  Poultry Producers
6123 Apiarisis
6124  Mixed Animal Producers
6129  Other Animal Producers and Related Workers

613 Crop and Animal Producers
6130  Crop and Animal Producers

614 Forcstry and Related Workers

6141  Forestry Workers and Loggers
6i42  Charcoal Burners

6135 Fishery Workers
6151 Aguatic Life Cultivation Workers
6152  Inland and Coastal Waters Fishery Workers

6133  Deep-Sea Fishery Workers
6i54  Hunters
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MAJOR GROUP 7 - CRAFT AND RELATED WORKERS = . .~ @
| Extraction and Building Trades Workers

711 Miners and Blasters, Stone Cutters and Carvers

7110
Hi
12
113

Supervisors, Miners, Blasters, Stone Cutters and Carvers
Quarry Workers

Shot Firers and Blasters

Stone Splitters, Cutters and Carvers

712 Building Frame and Related Trades Workers

7120
2
732
7123
7129

Supervisors, Building Frame and Related Trades Workers
Bricklayers and Masons

Reinforced Concrete Workers and Finishers

Carpenters and Joiners

Other Building Frame and Related Trades Workers

713 Building Finishers and Related Trades Workers

7130
7131
7132
133
7134
7135
7136
7139

Sapervisors, Building Finishers and Related Trades Workers
Roofers

Insulators and Waterproofers

Glaziers

Plumbers and Pipe Fitters

Building and Related Flectricians

Floor Layers and Tile Satters

Other Buildisg Finishers and Related Trades Workers

714 Painters, Structurai Cleaners and Related Werkers

7140
7141
7142
7143

Supervisors in Painting, Structural Cleaning and Related Areas
Painters and Related Workers

Laequerers and Spray Painters

Structural Cleaners

72 Metal and Machinery Trades Workers

721 Metal Cutters, Welders, Sheet-Metal Workers, Struetural Metal Preparers and Related

Workers
7210

1211
7212
7213
7214
7215
7216

Supervisors, Metal Trades Workers {except Blacksmiths, Toolmakers and Related
Workers)

Matal Moulders and Core-Makers

Welders and Flame-Cutters

Sheet-Metal Workers

Structural Metal Preparers and Erectors

Riggers and Cable Splicers

Underwater Workers

2 Blacksmiths, Toolmakers and Related Workers

7220
7221
7222
7223
7224

Supervisors and Biacksmiths, Toolmakers and Refated Wortkers
Biacksmiths, Hammersmiths and Forging-Press Workers
Toolmakers, Metal Pattern Makers and Metal Markers
Machine-Tool Setter-Operators

Metal Grinders, Polishers and Tool Sharpeners
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73

74

713 Machinery Mechanies and Fitters
7230 Supervisors in Machinery Repair and Fitting
723t Motor Vehicle Mechanics and Fitters
7232 Aircraft Mechanies and Fitters
7233 Heavy Machinery Mechanics and Fitters

T4 Electrical and Electronics Mechanics, Fitters, Installers and Repairers
1240 Supervisors, Electrical and Electronics Mechanics, Fitters, Installers, and Repairers
724 Electrical Fitters, Installers and Repairers
7242  Electronics Fitters and Instatlers
7243 Electronics Mechanics and Repairers
7244 Telephone and Telegraph Iustallers and Repairers
7245  Electrical Line Installers, Repairers and Cable Jointers

Precision, Handicrafi, Printing and Related Trades Workers

7™ Precision Workers in Metal and Other Related Materials
7310 Supervisors, Precision Workers and Metal and Related Material Workers
7311 Precision Instrument Makers and Repairers
7312 Acoustical, Musical Instrument Makers and Tuners
7313 Jewellery and Precious-Metal Workers

732 Petters, Glass Formers and Related Workers
7320  Supervisors, Potters, Glass Formers and Related Workers
7321  Potters and Related Clay and Abrasives Formers
7322 Glass Formers, Cutters, Grinders and Finishers
7323 (Glass Engravers and Etchers
7324  Glass, Ceramics and Related Decorative Printers

733  Handicrak Workers in Wood, Textile, Leather and Related Materials
7330 Supervisors, Handicraft Workers
7331 Handicraft Workers in Wood and Related Materials
7332  Handicraft Workers in Textile, Leather and Related Materials
7333 Handicraft Workers in Straw, Terite and Related Materials
7330 Other Handicraft Workers

734 Printing and Reiated Trades Workers
7340  Bupervisors, Printing and Related Trades Workers
7341 Compositors and Typesetters
7342 Stereotypers and Electrotypers
7343 Printing Engravers and Etchers
7344 Bockbinders and Related Workers
7345  Silk Screen, Block and Textile Printers
7346 Photographic and Related Workers

Other Craft and Related Trades Workers

M1 Feod and Related Products Pracessing Trades Weorkers
7410 Supervisors, Food and Related Products Processing Trades Wkrs
741t Meat and Fish Bulchers and Preparers
7412  Bakers, Pastrycooks, and Confectionery Makers
7415 Dairy Products Makers
7416 Fruit, Vegetable and Related Preservers
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742 Cabinet Makers, Wood Treaters and Related Trade Workers
7420  Supervisors, Cabinet Makers, Wood Treaters and Related Trades Workers
7421  Wood Treaters
7422 Cabinet-Makers and Related Workers
7423 Woodwotking Machine Setter-Operators
7424  Brush Makers and Related Workers

743 Textile and Garment and Relatced Frades Weorkers
7430 Supervisors, Textile and Garment Trade Workers
7431  Hand Weavers, Knitters and Otber Hand Textile Products Makers
7432  Tailors, Dressmakers and Hafters
7433 Textile Patternmakers and Cutters
7434 Sewers, Embroiderers and Related Workers
7435  Upholsterers and Refated Workers

744 Leather Gaods Worers
7440  Supervisors, Leather and Shoemaking Trades Workers
7441 Tanners
7442  Shoemakers and Related Workers

749 Other Craft and Related Trades Workers (Not elsewhere ciassified}

7490  Supervisors, Other Craft and Related Trades Workers (Not elsewhere classified)
7499  Other Craft and Related Trades Workers {Not Elsewhere Classified}
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MAJOR GROUP 8 - PLANT AND MACHINE OPERATORS AND ASSEMBLERS "
81 Industrial Plant Operators

811 Mining and Mineral-Pracessing Plant Operators
8110  Supervisors, Mining and Mineral-Processing Plant Operators
8111  Quarry Plant Operators
8112  Mineral Ore and Stone Treating Plant Operators
8113  Well Drillers and Borers and Related Workers

812 Metal-Processing Plant Operators
8120  Supervisors, Metal-Processing Plant Operators
8121  Ore Smelting, Metai Converting and Refining Fumnace Operators
8122  Metal Meliers and Casters and Roiling Mill Operators
8123 Metal Heat-Treating Machine Operators
8124  Metal Drawers and Extruders

213 Glass and Ceramics Kiln and Retated Plant Operators
8130  Supervisors, Glass and Ceramics Kiln and Refated Plant Operators
8131  Glass and Ceramics Kiln and Related Plant Operators
8132  Other Kiln and Related Plant Operators

814 Wooed-Processing Plant Operators
8140  Supervisors, Wood-Processing Piant Operators
8141  Sawmill, Wood Panel and Related Wood-Processing Plant Ops

815 Chemical Processing Plant Operators
8150  Supervisors, Chemical Processing Plant Operators
8151  Crushing, Grinding and Mixing Equipment Operators
8152  Cooking, Roasting and Related Heat-Treating Plant Operators
8153  Fillering and Separating Equipment Operators
g154  Still and Reactor Operators
8155  Petroleum and Natural-Gas Refining Plant Operators
8159  Other Chemical Processing Plant Operators

816 Power-Generating and Related Plant Operators
$160  Supervisors, Power Generating and Related Piant Operators
8161  Power Generating Plant Operators
8162  Steam Turbine, Boiter and Engine Operators
£169  Other Power Generating and Related Plant Operators

1 ¥ Automated Assembly-Line Operators
8170  Supervisors, Automated Assembly-Line Operators
8171  Automated Assembiy-Line Operators

82 Stationary Machine Operators and Assemblers

821 Metal and Mireral Products Processing Machine Operators
8210  Supervisors, Metal and Mineral Products Proc. Mach. Operators
8211  Machine-Tool Operators
8212  Cement and Other Mineral Processing Machine Operators

822 Chemical Products Machine Operators
8220  Supervisors, Chemical Products Processing Machine Operators

AXixX



823

824

825

826

827

828

8221  Pharmaceutical and Totletry-Products Machking Operators
8222  Metat Finishers, Plate1s and Coaters

8223  Photographic Products Machine Operators

8229  Other Chemical Products Machine Qperators

Rubber, Plastic and Leather Products Machine Operators
8230  Supervisors, Rubber Plastic and Leather Products Machine Operators
8231  Rubber-Products Machine Cperators
8212 Plastic Products Machine Operators

Wood Producés Machine Operators
8241  Wood Products Machine Operators

Printing, Binding and Paper Products Machine Operators
8250  Supervisors, Printing, Binding and Paper Products Machine Operators
8251  Printing Machine Operators
8252  Book Biading Machine Operators
8253 Paper and Paperboard Products Machine Operators

Textile Products Machine Operators
8260  Supervisors, Textile and Leather Products Machine Operators
8261  Spinning and Winding Machine Operators
8262  Weaving and Knitting Machine Operators
8263  Sewing and Embroidering Machine QOperators
8264  Textile Bleaching, Dyeing and Cleaning Machine Operators
8265  Shoe Manufacturing Machine Operators
8269  Other Textile Products Machine Operators

Food and Related Products Processing Machine Operators
8270  Supervisors, Food and Related Products Processing Machine Operators
8211  Meat and Fish Processing Machine Operators
8272  Dairy Products Machine Operators
8273 Grain and Spice Milling Operators
8274  Baked-Goods, Cereals and Confectionery Products and Processing Machine Qpertors
8275  Fruit-Vegetable-and Nut-Processing Machine Operators
8276  Sugar-Processing and-Refining Machine Operators
8277  Coffee, Cocoa and Chocolate Preparing and Production Machine Operators
8278  Tobacco Products Processing Machine Opzrators
8279  Brewers and Wine and Other Beverage-Making-Machine Operators

Assemblers
8280  Supervisors, Assembilers
8281  Mechanical Machinery Assemblers
8282  Electrical Machinery and Equipment Assemblers
8283  Electronic Equipment Assemblers
8284  Metal-Rubber-and Plastic-Products Assemblers
8285  Wood and Related Materials Products Assembiers
8286  Paperboard, Leather, Textile and Related Products Assemblers
828¢  Qther Assemblers

829 Other Stationary Machine Onerators and Assembler

8290  Supervisors, Other Stationary Machine Qperators and Assemblers
8299 Qther Stationary Machine Operators and Assemblers (Not elsewhere classified)
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83

Drivers and Mobile-Machinery Operators

831 Railway Engine Drivers and Related Workers
8310  Supervisors, Railway Engine Drivers and Related Woskers
8311  Railway Engine Drivers
g312  Railway Brakers, Signaliers and Shuniers

832 Motor Vehicle Drivers and Riders
8320  Supervisors, Motor Vehicle Drivers and Riders
8321 Motorcycle Riders
8322  Car, Taxi and Light Van Drivers
8323  Bus Drivers
8324  Heavy Vehicle Drivers

833 Agricultural-Earthmeving-Lifting-and Other Mebile-Machinery Operators
8330  Supervisors, Mebile-Machinery Operators
8331  Motorised Farm and Forestry Machinery Operators
8332  Earth-Moving and Related Machinery Operators
8333  Crane, Hoist and Related Machinery Operators
3334  Lifting-Truck Operators
8339  Qiher Mobile-Machinery Operators

834 Ships’ Peck Crews and Related Workers
$340  Ships' Deck Crews and Related Workers
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MAJOR GROUP 9 - ELEMENTARY OCCUPATIONS 07 .77

91

92

93

Sales and Services Elementary Occupations

211 Strect and Stall Vendors and Related Workers
91il  Street Food Vendors
9112  Street Vendors, Miscellaneous Products
9113 Doer-To-Door And Telephone Salespersons
9114  Stall and Market Vendors

9i2 Shoe Cleaning and Other Street Service Elementary Occupations
8120  Shoe Cleaning and Other Street Service Elementary Occupations

913 Demestic Helpers and Cleaners and Related Workers
2131 Domestic Helpers and Cleaners
2132 Helpers and Cleasers in Offices, Hotels and Other Business Ests
5133 Hand Launderers and Pressers

914 Building Caretakers and Windew Cleaners
2141 Buiding and Other Caretakers
3142 Window Cleaners

915 Messengers, Watchers, and Related Workers
9151  Messengers, Package and Lugpage Porters and Deliverers
9152 Watchers and Dootkeepers
9153 Vending Machine Money Collectors and Meter Readers

9216 Garbage Collectors and Related Labourers
9161  Garbage Collectors
9162  Sweepers and Related Labourers

919 Other Sales and Services Elementary Occupations
9190  Other Sales and Services Elementary Qccupations

Agricultural, Animal Husbandry, Fishery and Related Weorkers and Labourers

921 Agricultural, Animal Husbandry, Fishery and Relaied Labourers
9211 Farmhands and Labourers
9212 Forestry Labourers
9213 Fishery and Hunting Labourers

Labourers in Mining, Construction, Manufacturing and Transport

934 Mining and Censtruction Labourers
9311 Mining and Related Labourers
9312 Construction and Maintenance Labourers
0313 Building Construction Labourers

912 Manufacturing Labourers
9322  Hand Packers
9323 Printing and Relaled Trade Labourers
9329  Other Manufacturing Labourers
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933 Transport Labourers
9331  Freight Handlers and Related Workers
9332  Drivers and Operators of Animal-Drawn Vehicles and Machinery
9339  Other Transport Labourers

94 Other Labourers

046 Other Labourers (Not elsewhere classified)
9400  Other Labourers
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MAJOR GROUP 0 - DEFENCE FORCE .\ . o i

i} | Defence Force

011 Defence Force
(0110 Defence Force QOfficers
0111 Defence Foree Ratinps/Other Ranks

Xxxiv






CROP FARMER/Crep Grower
Operates farm or estate to produce cash crops for market-
ing:

Directs activities relating to farm operations; determines
acreage and type of crop for cultivation, based on market
demands and previous crop yield,; inspects crops during
growth and institutes appropriate measures to obtain best
results; visits work sheds, fermentary, drying houses and
storage areas to observe general conditions and identify
maintenance, replanting or disease-control needs; lisises
with subordinate supervisory personnel to asceriain crop
yields, schedule activities, discuss budget, work tech-
nigues and personnel matters and determine supply needs;
selects and arranpes for purchase of supplies such as
young plants, chemicals end agricultural equipment;
determines acreage, planting sequence, irrigation method
and required chemical applications for crop; directs,
supervises and trains Farm Workers to prepare lands
and cultivate, harvest and prepare crop for market; per-
forme duties of FARM WORKERS if necessary; liaises
with Apricultural Extension Officers and personnel in
other agencies to obtain information on new techniques
for cultivation, weed and pest confrol measures and other
advigory services; recruits and discharges workers; ar-
ranpes with marketing company for sale and transport of
produce or sells produce directly; compiles and anal yses
financial and production records to determine produc-
tion and profitability of establishment and plan future
activities

MAMAGER
Plans, supervises and manages operations of assigned
division of industrial, commercial or other establishment;

Coordinates activities of subordinate workers in division
through supervisory personnel; develops plans and for-
mulates poiicies to ensure optimum productivity, evalu-
ates unit performance and takes appropriate action; en-
sures availability of staff to meet departmental
committments and provides technical advice and assis-
tance; liaises with personnel in other departments fa
exchange information and plan integrated operations;
requisitions equipment and supplies for department, ne-
gotiating prices where applicable, and maintains records;
assesses skills and performance of subordinate supervi-
sory personnel and organises necessary training; ensures
adherence to deadlines and maintenance of standards and
discipline in department; makes recommendaticns for
promotions or disciplinary action and fosters good per-
sonnel relations; assists in staflf recruitment; prepares and
submits departmental plans, reporis, budgets and fore-
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casts; implements plans and budpets; represents
organisation at conferences, seminars and other fora;
handles correspondence, enquiries and complaints.

May participate in grievance matters and trade union
negotiations.

PRODUCTION SUPERVISOR
Supervises and coordinatesactivities of workers engaged
in processing, assembling and/or fabricating products:

Examines work orders received from superior; ensures
correct set-up of machinery according to product type
and specifications; requisitions and verifies availability
of equipment, materials and supplies; scheduies activi
ties and allocates tasks to employees to ensure realisation
of preduction fargets and deadlines; supervises and coor-
dinates activities of workers and institates measures to
maximise output; inspects product samples, sub-assem-
blies and packaging processes for conformance o speci-
fications; examines reports detailing product defects,
diagnases related operating difficulties and gives techni-
cal advice; conducts pericdic visual inspections and
checks machinery and safely equipment fo ensure good
working order, requests adjustment, repair or replace-
ment of eguipment if required; trains or arranges for
teaining of workers; promotes preventative maintenance,
and ensures that industrial health and safety practices are
observed; recommends or inifiates personnel action such
as promotion, dismissal or suspension in accordance with
company's policies; meeis with workers and/or their
representatives to resolve problems and explain company
policy; maintains time and production records and pre-
pares deparimental status reporis

SMALL BUSINESS MANAG ER/Managing Supoer visor
Manages and coordinates activities refated to operation
of small business by performing any combination of the
following duties:

Purchases and/or rents essential supplies and commodi-
ties such as equipment, appliances, furnishings, linen and
foodstuffs, to establish smal! business; determines quan-
tity of materials required to fill orders or supply customer
demands, takes daily angd periodic stock inventory and
places orders and/or purchases goods to replenish sup-
plies; interviews, hires, traing and disciplines siaff, moni-
tors establishment's operations and supervises employ-
ees, advising on work performance and techniques; meets
with workers and/or theirrepresentatives to resolve com-
plaints and explain organisational policies; institutes or



recommends measures to maximise output and improve
quality of product and/or service rendered; pays salaries,
bills, insurance fees and taxes; receives payment, issues
receipts and keeps income and expenditure accoumts;
prepares cost estimates of goods and services provided o
determine approptiate charges; analyses financial state-
ments to determine business trends and takes action to
ensure profitable operation of establishment; maintains

XXX viii

administrative and other records; handles business comes-
pondence; organises maintenance, repair, refurbishing
and/orreplacement of furpiture, equipment and property;
arranges for advertisement of services; seeks licences
from relevant authorities to operate specific services if
necessary; performs duties of other personnel in estab-
lishment duriag rush periods and in cases of absence;
ensures that premises and facilities are kept in good order.,



Legislators,
Senior Officials and Managers




11 LEGISLATORS ANDSENIOR OFFICIALS

IR ] LEGISLATORS

Waorkersin thisminor group participatein formulating
policics, legisiation and official regulations and
interpret policies.

I11g  LEGISIATORS

Warkers in this unit group preside over or participate in
the proeceedings of central government, legisiative bodies
andlvcal govermment administrative councilsto fornnitate
and decide on policies, budgeis, lmvs and regulaiions

1118.15 GOVERNMENT MINISTER
Participates in poiicy formulation and exercises general
direction and control of assipned ministry to ensure
effective functioning and policy implementation:

Participates in Cabinet meetings and assists in formufa-
tion of povernment policy; meets frequently with Chief
Official, Goverament Departmcent and other senior
officials toapprise them of policy decisions, be briefed on
ministry matters and resolve issues; ensuresimplementa-
tion of policy directives by ministry staff; liaises with
members of trade associations, overseas delegations and
other groupings to discuss issues pertinent to functioning
of ministry or performance of assigned duties; represents
country at conferences and meetings; serves as spokes-
person for ministry in parliament and performs other
duties of MEMBER OF PARLIAMENT

1110.20 MEMBER OF PARLIAMENT
Participates in parliamemtary activities as elected or
appointed member:

Assists in moulding of povernment policy and initiating,
formulating, amending or repealing of lepisiation by
itroducing proposals, tabling questions, speaking in
debates, and voting on motions put before the Houses of
Parliament; serves as parliamentary committee member
to review policy matters, monitor disbursemant and
spending of government funds and deal with pressing
issues; represents interests of constituents, if elected
member, and investipates matters of concem (o the
general public or special interest groups; holds meetings
with constituents 1o assist with problem-solving and
cement relationship; attends communily functions and
meetings to paupe public opinion and provide informa-
tion on governument actions and political developments

May be designated according to levei of responsibility or
area of specinalisation; for example,

LEADER OF GOVERNMENT BUSINESS IN THE
HOUSE OF REPRESENTATIVES

LEADER OF GOVERNMENT BUSINESS IN THE
SENATE

LEADER OF THE QPPOSITION
PARLIAMENTARY SECRETARY

SENATOR

1110.25 ASSEMBLY SECRETARY
Manages and directs affairs of designated division of
House of Assembly to ensure effective functioning:

Directs day-to-day functioning of designated division in
coliaboration with administrative and technical person-
nel attached to same; meets with Assembly Chairman,
other Asserably Secretaries, technical personnel and
memibers of specialised conunitiees to discuss annual
budgetary requirements, cost estimates and other perti-
nent matters and make recommendations; Servesas mem-
ber of statutory and other committees fo review work
programmes and other matters; attends plenary sittings of
the House to present reports and provide clarification if
reguired; handles complaints from members of the pub-
lic; addresses groups and organisations on mattersrelated
to area of work

111030 MAYOR
Manages operations of assigned borough or city council:

Attends conferences, functions and ceremonies in offi-
cial roleand addresses participants asd puestsifrequired;
performs functions of Justice of the Peace, setting bail,
1aking oaths and making statutory declarations; signs
documents dealing with land prants, feases, riphts aad
other matiers, presides at statwiory meetings of city or
borough councit; chairs committees ex officio and repre-
sents city council on boards and other groups; acts as
liaison between council and national political executive
and with oiher apencies doing business with council;
develops and maintains relationships with orpanisations
i Other cities; meets with citizens to discuss problams
and arbitrates in disputes;, makes and receives courtesy
calls.

OCCUPATIONAL PROFILE
DPY: 13T ETD:6: SVP: 5

TEMP: P, J;
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EC: Fadu.n);

PH: 4



112 SENIOR GOVERNMENT OFFICIALS
Workers in this minor group direct the interpretation
and execution of government departments to imple-
ment government policy and laws, public rules and
regulations; make decisions on critical issues in gov-
ernment organisations,

1120 SENIOR GOVERNMENT OFFICIALS
Workers in this unit group advise governmeiit on policy
matters and plan, direct and coordinate administrative
and technical wctivities of povernmental minisiries,
ageneies, sections and departments; their duties include
establishing implementation procedures and monitoring
progress o ensure adherence to government policies,
laws, rules and regulations.

112005  MANAGER, PUBLIC SERVICE
Plans, directs and controls activities of a government
ministry or department:

Establishes procedures to implement policy directives
and formulates policy for assigned ministry or depart-
ment, independently or in consultation with sepior sub-
ordinate personne!l; coordinates activities through senior
personnel to ensure policy implementation and achieve-
ment of organisational goals; reviews and approves draft
notes for Cabinet, work programmes, recommendations,
reports, budgets and other important docurents prior to
discussion with Governracent Miaister; advises Gov-
ernment Minister on policy guestions and strategies for
goal attainment and refers magor matters for fnal deci-
sion; authorises release of funds for programae imple-
mentation and oversees manapement of financial re-
sources; identifies human resource needs and manages
resources to ensure organisational efficiency; evaluates
performance of ministry or department and initiates new
procedures or reorganises system; formulates strategies
for improvement of work environment; lHaises with se-
nior counterparts in other ministries and departments to
discuss matters of mutual concern and nepotiate issues
relating to policy implementation; represents ministry or
department on committees and at national and interna-
tional conferences; prepares research papers and admin-
isteative reports; participates in industrial relations nego-
tiations if required.

May be designated according o area of work; for ex-
amgple,

CHIEF PERSONNEL OFFICER

COMPTROLLER OF ACCOUNTS

DIRECTOR OF PERSONNEL ADMINISTRATION
PERMANENT SECRETARY

OCCUPATIONAL PROFILE

bPT:  t17; ETD: 6; SVP: 8,
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120,10 SENIOR GOVERNMENT OFFICIAL
Plans, directs and coordinates administrative or technical
activities of section or division within government min-
istry and/or assists departmental head with coordination
of activities:

Formulates and approves or submits forapproval policies
and programmes geared towards achievement of specific
sectional aiins, consulting with senior subordinate ad-
ministrative and technical persomnel; consults and ad-
vises superior on policy questions, programmes and
administrative and other matters to ensure conformity
with national and departmental priorities; collaborates
with financial personnel to prepare sectional or divisional
budget and draft estimates of expenditure; issues guide-
lines and establishes implementation procedures for sec-
ticn controfled; assigns duties to and coordinates activi-
ties through subordinate supervisory personnel to ensure
programme implementation; makes field visits where
applicable, meets with subordinates, reviews reports to
monitor progress of projects and provides technical ad-
vice; liaises with relevant personnel in other govenument
ministries or departments and repional and international
organisations; represents ministry on committees and at
national and international conferences; participates in
staff recruitment interviews; trains subordinate staff at-
tached to section and/or advises training personnel on
institutional and in-service training programmes; pre-
pases tesearch papers, administrative reports and perfor-
mance appraisals of staff directly supervised.

May direct and controi administrative and/or technical
activities of enrire ministry, authorise disbursement of
approved funds, recommend award of contracts within
specified budgetary limits, counsel subordinate profes-
sional staff on career development and related concerns
and handle industrial refations disputes.

May be designated according to level and area of respon-
sibility; for example,

ASSISTANT DIRECTOR

CHIEF TECHNICAL OFFICER

DEPUTY DIRECTOR

DIRECTOR



OCCUPATIONAL PROFILE
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1120.15 OMBUDSMAN

Pians, directs and coordinates activities of government
department engaged in investigating claims, to resolve
alleged injustices:

Performs duties of SENIOR GOVERNMENT QFFI-
CIAL; initiates investigations to ascedain validity of
allegations made by complainants againgt government
departments, statutory boards and related institutions;
summons wilnesses to pive evidence and provide docu-
ments regarding matters such as alleged breach of duty,
misconduct, criminal offence and fault in administration
of governmen? establislunent; orders payment of fees,
allowances and other expenses for witnesses; inspects
premises of institutions if required and examines and
retains documentation; conducts investipations and/or
studies reporis and recommendations prepared by Inves-
tigators, Ombudsman's Office; makes additional rec-
omimendations to resolve probiem, specifying time pe-
riod required for rectifying injustice; refers matters re-
qguiring further action to relevantauthorities; comesponds
with government department and complainant on related
matters.

OCCUPATIONAL PROFILE

DPT: 037, ETD: 7, SVP: 8%
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1120.17 MEDICAL ADMINISTRATOR

Plans, direcrs and coordinates national heaith-care
programmes and activities 10 ensure promotion and
maintenance of public health:

Performs duties of SENIOR GOVERNMENT OFFI-
CIAL; makes periodic visits to health institutions to
obtain first-hand information on functioning of health
services, investigates technical and administrative prob-
lems and recommends action; chairs or serves on com-
mittees responsible for monitoring and implementing

national health policies; advises povernment and private
agencies on healfh-related matters; initiates research into
health problems and ensures that results are applied to
sclution of problems; directs and controls or monitors
implementation of community and environmental health
programmes; directs investigations to determine cause
and distribution of diseases and develop methods to
prevent spread of diseases; controls administration of
health institutions.

May be designated according to level of responsibility
and area of specizalisation; for example,

CHIEF MEDICAL. OFFICER

DIRECTOR, HEALTH PLANNING SERVICES
PRINCIPAL MEDICAL OFFICER, COMMUNITY
HEALTH SERVICES

PRINCIPAL, MEDICAL OFFICER, ENVIRON-
MENTAL HEALTH

PRINCIPAL MEDICAL OFFICER, EPIDEMICGLOGY
PRINCIPAL MEDICAL OFFICER, INSTITUTIONS

OCCUPATIONAL PROFILE

DPT: 137, ETD: 7, SVP: &%
TEMP: V,D, B, I,

APT: G, V., Q;

INT: 1

PD:  la(l), 4L 5(ab), 6a, 7{a.p), 8(a.b,c);
EC: iab,ij.mn);

PH: 3b.

112,19 SOLICITOR GENERAL
Coordinates and directs legal activities of civil litigation
and registry departments of relevant povenmment ministry:

Performs duties of SENIOR GOVERNMENT OFFI-
CIAL; studies cases and judgements to ascertain trends
and findings on legal matters; appears in supreme and
appeal court to lead team of State Counsels ir; complex
proceedings; vets pleadings, legal opinions and contract
documents prepared by subordinate legal staff for accu-
racy; advises personnel of government ministries and
statutory boards on civil litigation matters; chairs divi-
sional conferences to discuss legal and administrative
issues.

OCCUPATIONAL PROFILE

DPT: 107; ETD: 5, SVP; 8%
TEMP: V.D,P L I

APT: G(P), VvV,

INT: il

Pl Ta(8,L}, 4f, 5{a,b), G, Ta, B{a,b.c);
EC: Ha,i,m.n);

LILEE )

PH: Ja(Py, 2a, 3b, 4, Sa



1126.21 POSTMASTER GENERAL
Plans, directs and coordinates activities of the national
postal service:

Perfoims duties of SENIOR GOVERNMENT OFFI-
CIAL; uegotiates terms of agreement with Postal Agents
and personnel of international mail transportation ser-
vices; monitors activities 1o ensure adherence to trade
union agreements; chairs stamp advisory committee
which makes recornmendations to government on mat-
ters such as stamp design and issue of fizst-day covers.

QCCUPATIONAL PROFILE

pef: o 1, ETD: 6, SVP: 3,
TEMP: V,D,P, J;

APT: G(P),V,N,P,Q;

INT: 11,

PD:  1a(S.L), 4(b.D, 5a, 6a, T(a,), Bab,c)
EC: 1{g,b,i,m.n);

PH: la(P}, 2a(P), 3b, 4.

1120.23  REGISTRAR GENERAL

Plans, directs and coordinates activities of governinent
department engaged inmaintaining vitalnational records,
to ensure compliance with laws:

Performs duties of SENFOR GOVERNMENT OFFI-
CIAL; supervizses and directs workers engaged in regis-
tration of births, deaths, marriages, deeds, trade marks
and similar documents, through senior supervisory staff;
authorises and signs documents and certified copies;
visits District Registrars, Births and Deaths periodi-
cafly and inspects registers to ensure adherence to proce-
dures; authorises registration of births and deaths not
registered for periods exceeding twelve months; commects
ercorsappearing inregistersand on certificates; authorises
and approves applications for registration of companies,
business names and newspapers and reviews articles and
memoranda of association to ensuie adherence to lepal
requirements; interviews persons wishing to obtain mar-
riage ticences to ascertain eligibility, advises applicants
on requirements for registration of marriages and con-
ducts civil marriages when required; reviews applica-
tions {0 re-classify property from old property laws to
contemporary ordinance, makes appropriate comments
and submits for judicial consideration; checksendries and
other transactions for accuracy; adjudicates in industriai
disputes involving police, fire and prison services, and
gives judpements as necessary; advises individuals and
private and public organisations on document registra-
tion and related matters.

QCCUPATIONAL PROFILE
DPT: 137; ETD: 4, SVP: §*;

TEMP: V,D,P, L J;

APT: G(F), V. Q;

INT: il;

PD: fa(8}, 4f, 5(a,b), 6a,-7Ta, 8a,b,c);
EC:  iim.n}

PH: ia(P), 4, 5a.

1120.25  CHIEF PARLIAMENTARY COUNSEL
Plans, directs and coordinates work activities of govern-
ment legal department engaged in drafting and revising
legislative enactments:

Performs duties of SENIOR GOVERMMENT OFFI-
CIAL; supervises and directs workers engaged in legal
drafting; serves as member of faw reform committee to
review and consolidate laws; convenes and presides at
siaff conferences to discuss legislative drafting and ad-
ministrative matters; confers with ralevant ministerial
personnel and heads of departments, or attends meeting
of lagislature on request to provide expertadvice relating
to the drafting of lepisiation.

OCCUPATIONAYL PROFILE

DPT: 13T, ETD: 6: SVP: B,
TEMP: VD, P, L T;

APT: G, V.Q;

INT: 1%;

PD: 1a(S), 4f, 5(a,b), 6a, 7a, &(a,b,c);
EC:  iaid.m,n)

PH: ta(P), 4, 5a.

1120.27  DIRECTOR, TOWN AND COUNTRY
PLANNING

Plans and directs activities of national town and country

planning division:

Performs duties of SENIOR GOVERNMENT OFFI-~
CIAL; liaises with policy-making personnel and divi-
sional staff members onmatiers pertaining to preparation
of plans for national physical development; confers with
professional and technical personnel on major land de-
velopmeni projects; responds to public queries and com-
plaints regarding decisions made by division,

OCCUPATIONAL PROFILE

DPT: 137, ETD: 6, SVP:§
TEMP: D, P, §;

APT: G(P), V.5, P, Q;

INT: 7, I

PD:  la(S.L), 4£ 5a, 6a. 7(a.c.g). Bab.e);
EC:  l@bimn)y
PH: 2a,3b, 4.



1120.2¢  EDUCATION MRECTOR

Plans, directs and coordinates national activities of edu-
calion ministry or division to ensire efficient functioning
of system:

Performs duties of SENIOR GOVERNMENT OFFI-
CIAL,; directs statistical and other research work geared
1o measuring impact of economic and social changes on
education and formulates refated policy; coordinates
examination and analysis of trends and projections in
areas such as employment and national development to
determine training needs; liaises with representatives of
industrial and commercial establishments and civic
organisations to develop relevant programmes; ensures
design of pertinent cumicula and monitoring and ap-
praisaiof school teaching programmes; ensures function-
ing of support and evajuation services; selects appointees
to and coordinates activities of specialised educational
commiitees; coordinates and supervises ministerial ser-
vices performed in collaboration with imersational agen-
ciesand foreign povernments; serves on interviewing and
selection panel for senior staff in ministry

May be designated according to area of specialisation; for
example,

DIRECTOR, CURRICULUM DEVELOPMENT
DIRECTOR, EDUCATIONAL PLANNING
DIRECTOR, EDUCATION SERVICES

DIRECTOR, SCHOOL SUPERVISION

DIRECTOR, TECHNICAL AND VOCATIONAL
EDUCATION AND TRAINING

OCCUPATIONAL PROFILE

BPT: 137, ETH: 6, SVP: §;
TEMP: V,D, P, 1. 1,

APT: GV,

INT: 11,

PD:  1a(8,L), 4f, 53, 63, 7a. 8(a,b.0);
EC:  l@bjma);

PH: Ia(P), 2a, 4

1120.11 COMMISSIONER OF INLAND
REVENDE

Flans, organises and directs activities of inland revenue

division:

Performs duties of SENFOR GOVERNMENT OFFI-
CIAL; manages and monitors operations of division to
ensure compliance with tax laws; advises minister on
miatters affecting tax policy; prepares reports and statis-
tics for submission 1o relevant ministry to enable evalu-
ation of effectiveness of policies; participates in national
budget exercises; ensures that all payments to division
are property accounted for in accordance with financial

regulations; maintains systerns to ensure that taxpayers’
accounts are regularly updated to reflect current status;
ensures that proper systems ase in piace for collection and
recovery of delinquent accounts; ensures existence of
adequate programmes for laxpayer education and assis-
tance, audit and verification of taxpayers accounts and
delermination of 1ax liabilities.

OCCUPATIONAL PROFILE

DPTF: 137 ETD: 6; SVP: 8%,
TEMP: D, P, L

APT: G(P),V,N, ¢

INF: 11,

P la(3), 3a, 4(a,b.0), 5(a,b), 6a, 7a, 8¢,
EC: I{a,i,m,n);

PH: ib, 4.

112033  AMBASSADOR/High Cemmissioner
Dvrects activities of foreign mission to maintain and
promote friendly relations with assiganed conntry and
ensure thal interests of home