VANUATU NATIONAL PROVIDENT FUND
JOB DESCRIPTION FORM

Job Title

Description ~ that refers to  the
responsibilities of a job and the level of the
position.

Risk Officer

2 Position No
This number is to be used in all subsequent
correspondence relating to this post.
3 Position Evaluation Completed
Position has been evaluated by VNPF | YES | SP10 Job Points
Management to align SP10
4 Department Risk
Specific areas of activity within VNPF
S Location VNPF Head Office
Where the position is located in VNPF
Structure.
6 The Risk Officer supports the implementation and maintenance of
the VNPF Enterprise Risk Management (ERM) Framework by
Job Purpose identifying, assessing, monitoring, and reporting operational,
“Why this Post exists™ this might be a strategic, financial, compliance, and emerging risks across the
one-line statement adapted from the VNPF | Fund. The role works closely with all divisions to promote
Strategic Plan for higher level posts. effective risk management in accordance with VNPF policies, the
Board's Risk Management Framework, and relevant legislation.
1 Date TBC
Occupy the post.
8 Key Result Areas
(KRAs) refers to general areas of outcomes or outputs for which the post/role is responsible.
3.1 o Enterprise Risk Management — Identify, assess, monitor, and manage organisational risks.
e Compliance and Controls — Monitor compliance, internal controls, and business continuity
activities.
o Risk Reporting — Prepare risk reports and manage risk incidents.
e Risk Support — Provide risk advice, promote risk awareness, and work closely with all divisions.
e Continuous Improvement — Improve risk management processes and carry out administrative
duties as required.
9 Work Complexity

The level of complexity refers to the duties, the degree of autonomy and the scope of responsibilities.

e Conduct risk assessments and monitor organisational risks.

e  Analyse risk information and recommend mitigation measures.

e Prepare risk reports and maintain risk registers.




e Ensure compliance with VNPF policies and regulatory requirements.
e Handle confidential information with professionalism and integrity.

o  Work collaboratively across all divisions while managing multiple priorities.

10 Duties and responsibilities
Simple statements starting with an action word; more important ones first; less than 10; cover main areas of work
but not details you should find in Procedure Manuals. Areas to think of include policy/research/advice, preparing
reports; external communication; administrative; legislative and what this particular job must achieve. For lower-
level jobs it will be more specific e.g deliver, record, type, maintain.
10.1 | Duties Expected Outcomes
102 | Enterprise Risk Management — Identify, Risks are identified, assessed, and managed effectively.
assess, monitor, and maintain organisational
risks and risk registers
103 | Compliance and Internal Controls — Compliance is maintained and internal controls remain effective.
Monitor compliance, review internal
controls, and support business continuity
activities.
104 | Risk Reporting and Incident Management | Accurate reports are submitted, and risk incidents are managed
— Prepare risk reports, monitor risk promptly.
indicators, and investigate risk incidents.
10.5 | Risk Awareness and Advisory — Provide
risk advice and work with divisions to
strengthen risk management practices. Staff demonstrate increased risk awareness and effective risk
management.
10.6 | Continuous Improvement and Risk management processes are continuously improved, and
Administration — Improve risk processes departmental objectives are achieved.
and perform administrative duties as
required.
11 Key Relationships
The ideal tool to use when implementing the role of the position.
11.1 | Reports Directly to I
B L ¥ Senior Risk Officer
Reporting procedure.
11.2 | Responsible for Nil
i
(Total number of staff).
113 VNPF Staff (VNPF Branches & Port Vila Head Office)
Fl.'elquenlt/I Internzzll P(;j'socrilal C(lzntacts Department Team Leaders
with... (Managers, Team Leaders, staff). Divisional Managers
Deputy General Maaaaanager
General Manager
114 | Occasional Internal Personal Contacts | YNPF Staff (VNPF Branches & Port Vila Head Office)
with... (Executives, that when making | Department Team Leaders
presentation on compliance projects) Divisional Managers
11.5 | Frequent External Personal Contacts
” S .| Stakeholders
with... (Registered and non-register, :
Suppliers

Registered and non- registered Employers and
Government statutory bodies)




11.6 | Occasional External Personal Contacts | Stakeholders
with... (Government Statutory Bodies).

1 1 .7 . . . . .

Purpose of contact Providing information/advise
Reason for contacting Providing information

11.8 | Impact of Decisions
Think of the decisions this Post makes | Carry out tasking according to decision made by General
without help on a regular basis (weekly or | Manager and the Board.
monthly to greatly reduce the risk of serious
things happening. Name the more important
thing (s) decided.

11.9 | Special Conditions
e.g if unusual work hours, equipment or travel | Prepare to take up responsibility beyond normal hours.
is required.

11.10 | Reason for Seeking Approval
(e.g Routine Revision of Existing Job
Description, New Post, Regarding. State if
any overlap or duplication with existing Job
Description or new  duties and
responsibilities)

12 CRITERIAS TO BE SELECTED FOR THE POST

(Allow for some on-the job training to brining outsiders up to standard and do not unnecessarily bias the Post to
certain people. Remember education is only one indicator of capability to do the job)

12.1 | Qualification e Bachelor's Degree in Risk Management, Business
the required qualification for the job e.g Management, Finance, Accounting, Economics,
certificate, diploma, degree. Commerce, Internal Audit, or a related discipline.

12.2 | Experience e Minimum of five (5) years' relevant experience in
e.g number of years or level of experience in rf,ISk manag‘emen'f, Cf)mpllance, internal audit,
filing/keyboard work or driving; e.g., low- or fnance, or governance.
high-level achievements in leadership,
communicating, advising, managing
resources, writing reports, advising clients,
doing similar type of work etc.

12.3 e  Strong analytical and problem-solving skills.

e High level of integrity and confidentiality.
e  Good communication and report writing skills.
e Ability to work independently and as part of a team.
e Sound organisational and time management skills.
Special Skills e Attention to detail and accuracy.
e.g vehicle license, driving record, computer e  Good knowledge of risk management principles and
word/excel etc. internal controls.
e Proficient in Microsoft Office applications (Word,
Excel, PowerPoint, and Outlook).
e Ability to build effective working relationships with
internal stakeholders.
o Ability to work under pressure and meet deadlines.
12.4 o  Analytical thinker

Thinking style

e.g an analytical thinker, a practical thinker,
creative thinker.

Creative thinker
Practical thinker




12.5 CommunicationMtenpersonal Skills e  Good interpersonal skills, open communication

tha +oedl oFih - with staff
1st the skills required of this position »  Good Writing Skills
12.6 e  Trustworthy

Behavioural Competencies
e Honest person

refers to the personal attributes or .« T % Spirit
characteristics needed for the position. camwork spiti

e Technical Skills

.

12.7 | Language Write and understand English, and Bislama.

English, French and Bislama is usual.

12.8 | Prepared in: Human Resource Department Date: / 12026

12.9
Certified DY: .ovvvrrersrnesnransnnsnnns Signature: .......cooveiviiniiniinnns
Date: / /2026

12.10 | DECISION OF THE GENERAL MANAGER

Name: Mr. Paul Kaun Signatureé: s 11V
Date: ?" / q—- 12026

12.11
Employee Name: .......ccoovvvieinnnnnnnns SIEHALUTES ovvos sos sssuvawsonsmsns v

Date: / 12026




