
CAREER OPPORTUNITY

OFFICE ATTENDANT 
ST. THOMAS REGIONAL OFFICE

Salary Range: $857,032.00 - $1,152,613.00 
per annum.

JOB SCOPE:

Under the supervision of the Manager - St. Thomas 

for providing general housekeeping and support 

CORE FUNCTIONS:

• 

• 

• 
supplies of soap and toiletries

• Prepare and or serve refreshment for 

• Performs errands in the surrounding environs

• 
supplies are available

• 

• 

• Delivers mail, memoranda, correspondence, 

• Photocopies documents as requested

MINIMUM REQUIRED QUALIFICATIONS AND 
EXPERIENCE:

• 

• 
an asset 

REQUIRED COMPETENCIES:

• 

• 
skills

• 

• 
procedures

• 
procedures

Friday, February 9, 2024 to:

The Director, Human Resources

58a Half Way Tree Road, Kingston 10
Email address: hrmanager@jis.gov.jm

We thank all applicants for their expressions of 
interest; however, only shortlisted candidates 

will be contacted.

required 


