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JOB DESCRIPTION 

 

 

DEPARTMENT:   Labour, Public Service Reform, Social Partnership, 

     Entrepreneurship and Small Business Development 
 

DIVISION:    Reform Management Unit 
 

POSITION TITLE:   Change Management Officer 

 

SUPERVISOR’S TITLE:  Director of Public Sector Reform and Modernisation 

 

EFFECTIVE DATE:  September 1, 2023 
 

 

SUMMARY: 

 
Under the supervision of the Director of Public Sector Reform and Modernisation, the 

Change Management Officer manages the implementation of a Change Management 
Programme for Public Service Modernisation; assists with the planning and implementation 

of public relations for change management programmes designed to create a favourable public 
image for the Dominica Public Service; conducts research on regional and international best 

practices for Change Management; provides training and guidelines in the implementation of 
Change Management Programmes; undertakes Monitoring and Evaluation of change 
initiatives; provides support to the Director of Public Sector Reform and Modernisation in 

the management of the Unit; and participates in National Disaster preparation, response and 
recovery activities. 

 
 

DUTIES: 

 

1. Manages the implementation of a Change Management Programme for the Public 

Service Modernisation, by: 

 
(a) assisting in developing a change management strategy for the Public Service; 

 
(b) developing change management plans including communications plan, 

coaching plan, training plan and resistance management plan that minimize 

resistance and maximize engagement; 
 

(c) assisting in the implementation of change activities; 
 

(d) assisting change initiatives to meet schedule and budget objectives;  
 
(e) identifying and managing anticipated resistance with a focus on building 

resilience for changing environments; 
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(f) identifying, analysing, and preparing risk mitigation tactics; 

 
(g) driving faster adoption, greater ultimate utilization and higher proficiency on 

the changes to ensure results are achieved; 
 

 

2. Assists with the planning and implementation of public relations for change 

management programmes designed to create a favourable public image for the 

Public Service, by: 
 

(a) assisting in the development and collation of information designed to enhance 
the understanding of transformation initiatives;  

 
(b) organizing and undertaking Public Relations to inform of the change initiatives 

that would affect processes, systems and technology, job roles and organization 
structures;  

 

(c) assisting in the preparation of press releases and responses to issues related to 
change management initiatives for the media and regional/international 

institutions; 
 

(d) assisting in the design and preparation of articles for the Public Sector Reform 
Newsletter and relevant pamphlets, brochures and bulletins for printing and 
circulation. 

 
 

3. Conducts research on regional and international best practices for effective Change 

Management, by: 

 
(a) conducting research on best practices in Change Management and identifying 

areas for improvement based on research undertaken; 

 
(b) analysing and evaluating applicability of data collected; 

 
(c) consulting with supervisor to determine feasibility of new strategies; 

 
(d) preparing strategy papers on research initiatives on best practices in change 

management within the Public Service with the necessary cost implication; 

 
(e) developing procedures and materials for introduction and implementation of 

improved change practices. 
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4. Provides training and guidelines in the implementation of Change Management 

Programmes, by: 
 

(a) designing training programmes for implementation of change management 
initiatives; 

 
(b) identifying relevant target groups and resource persons if necessary, for the 

purpose of conducting training; 

 
(c) preparing and providing source materials for implementation of training 

programmes; 
 

(d) conducting training programmes to facilitate understanding of change 

management initiatives; 
 

(e) evaluating the effectiveness of training programmes and submitting report to 
supervisor. 

 
 

5. Undertakes Monitoring and Evaluation of change initiatives, by: 

 
(a) defining and measuring success metrics and monitoring change progress; 
 

(b) tracking adoption, utilization and proficiency of implemented changes; 
 
(c) designing and conducting surveys geared at determining effectiveness of 

change efforts;  
 

(d) collating, analysing results and preparing Reports; 
 

(e) reviewing and updating the Change Management Plan as required; 
 
 

6. Provides support to the Director of Public Sector Reform and Modernisation in the 

management of the Unit, by:  
 

(a) assisting in resolving problems related to the day-to-day operations of the unit; 
 

(b) assisting with the procurement and contracting of consultants and other 

personnel; 
 

(c) assisting in the development and implementation of office policies and 
procedures; 

 
(d) providing assistance in the development of staff Work Plans; 
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(e) maintaining details of all strategic plans, organization and structure reviews, 
rationalization programmes, Terms of References and performance 

information; 
 

(f) collating and analysing information required for restructuring, streamlining 
and/or rationalization of public services; 

 
(g) collating information for the preparation of Quarterly Reports on the 

implementation of Public Sector Reform Programmes. 

 
 

7. Participates in National Disaster preparation, response and recovery activities in 

accordance with the Disaster Management Standard Operating Procedures and 

Climate Resilience and Recovery Plan, for the purpose of achieving a collective 

approach to building National Resilience, by: 
 

(a) serving as the Ministry’s/Division’s/Department’s focal point for planning, 
execution and evaluation of disaster simulation exercises; 

 

(b) representing the Ministry/Division/Department on the appropriate National 
Emergency Planning Organization (NEPO) Sub-Committee(s); 

 
(c) assisting with the securing of the Ministry’s/Division’s/Department’s 

compound, assets, and important documents pre-disaster;  
 
(d) conducting damage assessments of your Ministry/Division/Department post 

hazard impact and submit reports to the relevant supervisor and the Office of 
Disaster Management/ National Emergency Operations Centre (NEOC); 

 
(e) confirming safety status of all staff under your supervision in the post disaster 

stage; 
 
(f) conducting regular risk assessments and developing mitigation strategies for 

identified risks to reduce the impact of potential disasters. 
 

 

NB:   THE OFFICER MAY BE CALLED UPON FROM TIME TO TIME TO 

PERFORM ANY OTHER RELATED DUTIES IN KEEPING WITH HIS/HER 

POSITION NOT IDENTIFIED IN THE JOB DESCRIPTION. 
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JOB SPECIFICATION 

 

 

QUALIFICATIONS: Bachelor’s Degree in Management, Public Administration or 

equivalent 
 

 

EXPERIENCE: Six (6) years 
 

 

COMPETENCIES:  RESILIENCE PRINCIPLES: 

 

AWARENESS Communication: Communicates well, both verbally and in 

writing.  Effectively conveys and shares information and ideas 
with others.  Listens carefully and understands various 

viewpoints.  Presents ideas clearly and concisely and 
understands relevant detail in presented information. 

Demonstrates willingness to engage in ongoing initiatives and 

programmes.                   Level 4 
 

Cultural Intelligence:  Capability to function effectively in 
culturally diverse contexts. Open to new and integrative ideas. 

Understands culture and cultural differences.  Responds to 
diverse others in a manner that conveys respect and builds trust 

and rapport.                     Level 4 

 

Professional Self-Care:  Maintains a healthy work-life balance.  

Practices and encourages better work habits and allows self and 
others to reach their full potential.   Self-assesses mental 
wellbeing and encourages other employees in in their 

mindfulness journey.                         Level 4 
 

ACTION-CENTRED Action Oriented: Targets and achieves results, overcomes 
obstacles, accepts responsibility, establishes standards and 
responsibilities, creates a result-oriented environment and 

follows through on actions.                   Level 3 
 

Creativity/Innovation: Generates novel ideas and develops or 
improves existing and new systems that challenge the status quo, 
uses imagination and ingenuity, and encourages innovation.           

               Level 3 
 

Critical/Analytical Thinking: Possesses the ability to define 

issues and focus on achieving workable solutions.  Consistently 

does the right thing by performing with reliability.          Level 3 

 



6 

 

AGILITY Leadership: Motivates, empowers, inspires. Collaborates with 
and encourages others. Develops a culture where employees feel 

ownership in what they do and continually improve the business.  
Builds consensus when appropriate.  Focuses team members on 

common goals.              Level 3 
 

Emotional and Social Intelligence:  Recognizes, understands 

and manages one’s own emotions while recognizing, 
understanding and influencing the emotions of others.  

Demonstrates a commitment to being perceived as responsible, 

reliable and trustworthy.                Level 4 
 

Interpersonal Skills: Effectively and productively engages with 

others and establishes trust, credibility and confidence with 

others.                           Level 3 
 

Continuous Learning and Self-development: Takes 

responsibility for learning and self-development, both 
professionally and personally. Participates in projects to further 

professional development. Applies new information/ knowledge 
to practical use on the job. Fosters an environment that 

encourages professional and personal growth and the transfer of 

knowledge to future talent.            Level 4 

 

ALIGNMENT Technological Agility:  Understands the concepts of how 

technology works.  Utilizes modern technology for the purpose 
of enhancing productivity and efficiency. Demonstrates social 

media savviness.                         Level 4 

 

ADAPTIVE CAPACITY Climate Resilience Knowledge and Adaptability Maintains 
flexibility in a changing environment and Adaptability.  

Understands changes in, and adjusts to work tasks, situations, 
and environment as well as the basis for change.   Functions 

competently and effectively to achieve goals.           Level 4 
 

Technical and Functional Expertise:  Demonstrates strong 
technical/functional proficiencies and knowledge in areas of 

expertise. Shows knowledge of organisational business and 

demonstrates proficiency and prudence in the strategic and 

financial processes.                         Level 4 

 

Sense-making: Ability to scan the environment and to create 
unique processes during major disruptions and crises.  Uses 
conceptual frameworks and other ‘tools’ to understand complex 

facts and experiences.                        Level 4 
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ALLIANCES Customer-Centered/Service Delivery Orientation: Listens to 
customers, builds customer confidence, increases customer 

satisfaction, ensures commitments are met, sets appropriate 
customer expectations and responds to customer needs. 

Understands that persons who source government services are 
not just clients, but taxpayers and citizens, bearers of rights and 

duties.  Creates and maintains a conducive environment for the 
delivery of services. Treats co-workers fairly and professionally 

since they are customers as well.                Level 4 

 

Collaboration and Teamwork: Knows when and how to 

attract, develop, reward and utilise teams (in person and virtual) 
to optimise results.  Acts to build trust, inspire enthusiasm, 
encourage others and help resolves conflicts and develops 

consensus in creating high performance teams in person and 
virtually. Manages relationships, collaborating well and working 

supportively with others.  Pivots towards achieving 
organizational goals and objectives using an inclusive and 

whole-of-government approach.                      Level 4 

 
 

KNOWLEDGE: Knowledge of Public Service rules and regulations;  
Knowledge of the Public Service Act; 

Knowledge of Financial rules and regulations; 
Knowledge of procurement practices 

 
 

SKILLS: Skilled in report writing; 

Skilled in writing project proposals; 
Skilled in project planning, implementation and monitoring;  

Skilled in conduct of surveys; 
Skilled in conduct of survey needs assessment and project 

identification;  

Skilled in developing and conducting training programmes;  
Computer skills;  

Oral presentation skills;  
Research skills; 

Supervision skills 
 
 

CONTACTS: Supervisor, staff of other government departments, members of 

the private sector and other stakeholders and members of staff. 
 

WORKING 

CONDITIONS: Work is performed in an office and on the field. 
 
NB:  THE OFFICER IS EXPECTED TO MAINTAIN HIGH LEVELS OF CONFIDENTIALITY. 
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………………………………………….   …………………………………… 

SUPERVISOR      DATE 

 

 

 

 

………………………………………….   …………………………………… 

EMPLOYEE       DATE 


