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Post of Deputy General Manager (Administration)

	Role & Responsibilities
	
	[bookmark: _GoBack]To be responsible for the effective and efficient management Administrative and Finance Divisions of the Wastewater Management Authority.


Duties:
	1.
	To coordinate and oversee the operation of Customer Care, Finance, Administration, Information Technology and Human Resource functions.

	2.
	To develop support services processes and procedures and set standards for support services.

	3.
	To ensure compliance with support services procedures and standards.

	4.
	To monitor quality of support services and develop new processes for continuous improvement.

	5.
	To develop terms of reference for IT and HR specifications for system design and implementation.

	6.
	To coordinate the supervision of outsourced contracts for HR and IT.

	7.
	To actively participate in the development of strategic initiatives for the Authority that are in line with its vision and mission.

	8.
	To ensure the successful implementation of the action plan proposed for the Support Service Unit.

	9.
	To liaise, coordinate and monitor all matters relating to the funding and implementation of projects.

	10.
	To assist the General Manager in the administrative implication of projects.

	11.
	To use Information and Communication Technology in the performance of his duties.

	12.
	To perform such other duties directly related to the main duties listed above or related to the delivery of the output and results expected from Deputy General Manager (Administration) in the roles ascribed to the incumbent.
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