
CAREER OPPORTUNITY

The executive Secretary 1, provides administrative/secretarial services to the
Principal Director and staff of the Project Planning and Management Unit, in
support of the effective and efficient operations of the Project Planning and
Management Unit.
 

EXECUTIVE SECRETARY 1 (OPS/SS 4) VACANT
ACCESS TO INFORMATION, INFORMATION DIVISIONJOB TITLE :

REQUIRED EDUCATION AND EXPERIENCE

ICO 26-33

Successful completion of the prescribed course of study
at MIND;
Four CXC or GCE ‘O’ Level subjects including English
Language; 
Four to five (4-5) years’ general office experience. 
Completion of the appropriate Office Professional
Training Course at the Management Institute for
National Development (MIND

                                                OR

Graduation from an accredited school of Secretarial
Studies or equivalent training/accreditation.
Four (4) CXC or GCE O’Level Subjects including English
Language
Training in the use of a variety of computer software
applications e.g. word processing, database and
spreadsheet
Completion of the appropriate Office Professional
Training Course at the Management Institute for
National Development (MIND
Four to five (4-5) years’ general office experience. 



ICO 26 - 33

REMUNERTAION PACAKAGE

Salary Scale: $2,190.00 to $2,945,712.00 per annum        
(OPS/SS 4) Salary Scale, Band 5, 

FOR FURTHER INFORMATION, PLEASE CONTACT THE DIRECTOR, HUMAN RESOURCE MANAGEMENT  AT EXT.
5883. INTERESTED PERSONS ARE INVITED TO SUBMIT APPLICATIONS WITH RÉSUMÉS NO LATER THAN
WEDNESDAY, MARCH 25,  2026 TO THE ADDRESS PRESENTED BELOW.  

DIRECTOR – HUMAN RESOURCE MANAGEMENT 
MINISTRY OF EDUCATION, SKILLS, YOUTH  & INFORMATION

2 -4 NATIONAL HEROES CIRCLE, 
KINGSTON 4 

WE THANK ALL APPLICANTS FOR EXPRESSING AN INTEREST; HOWEVER, ONLY SHORTLISTED CANDIDATES
WILL BE CONTACTED.

CLICK HERE TO APPLY

https://recruit.moey.gov.jm/









