[image: GC logo 4a1n]
[image: ]                                                  REPUBLIC OF LIBERIA
      GOVERNANCE COMMISSION	
                                                                        P. O. BOX 1757
                                                      3rd Street, Sinkor, Tubman Boulevard

                                                                       Monrovia, Liberia
Office of the Human Resource Director	 http://wwwgovernancecommissionlr.org   
Cell No. 231-886-575-542/777-989-155   


[bookmark: _GoBack]Job Description: Administrative Assistant for Public Sector & Reform Mandate Area.

· Perform rotational assignment leading to the development of implementation strategies for Administrative activities;

· Provide technical support to nation-wide on-going discourse, technical working session s, and consultations involving media and civil society organizations, and other stakeholders to capture citizen’s awareness and understanding of the monitoring policy and the frame work for its implementation;

· Originate studies for communicating change involving political, administrative and fiscal monitoring; manage production and implementation of a variety of radio programs involving use of ethnic languages to communicate information on the benefits and obligations of the monitoring program;

· Promote inter-agency collaboration in the development of the implementation strategy and provide program support in coordinating activities with international and national participants to build synergy in support of all activities in the Mandate area of Public Sector & Reform and undertake tasks and responsibilities as shall be assigned for the good of the GC;

· Render such other additional and related services and duties as may be assigned to him/her from time to time by the GC.
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