RECOMMENDATION FORM FOR SERVICE WIDE PROMOTION EXERCISE












PROMOTION YEAR:__________________









(One Form Should Be Completed For Each Officer)
NAME OF OFFICER:____________________


MINISTRY/DEPARTMENT:_________________________________________

OFFICER’S PRESENT POST:______________

SCALE:______

RECOMMENDED POST:_____________________
SCALE:______
	DATE OF BIRTH
	AGE
	DATE OF APPOINT-MENT
	DATE APPOINTED TO PRESENT POST
	ACADEMIC QUALIFICATIONS
	REQUIREMENT FOR PROMOTION POST
	LAST THREE (3) YEARS PERFORMANCE APPRAISAL RATINGS
	DETAILED COMMENT(S)/
JUSTIFICATION(S) FOR THE OFFICER’S PROMOTION FOR THIS EXERCISE

	
	
	
	
	
	
	
	


     Does the officer possess the qualifications and experience for the position?  Please check (*) Yes__ or No__    (If No, do not submit to the Department of Public Service)
NAME OF NOMINATING OFFICER:___________________________
POSITION OF NOMINATING OFFICER:________________________________________

NOMINATING OFFICER’S SIGNATURE:____________________________

DATE:___________________

RECOMMENDATION FORM FOR SERVICE WIDE PROMOTION EXERCISE












PROMOTION YEAR: _2009__









(One Form Should Be Completed For Each Officer)

NAME OF OFFICER:  Marcia Timothy



MINISTRY/DEPARTMENT: Ministry of The Environment__________

OFFICER’S PRESENT POST: Senior Clerk______

SCALE:  C3__

RECOMMENDED POST: Chief Clerk___
SCALE: C2_
	DATE OF BIRTH
	AGE
	DATE OF APPOINT-MENT
	DATE APPOINTED TO PRESENT POST
	ACADEMIC QUALIFICATIONS
	REQUIREMENT FOR PROMOTION POST
	LAST THREE (3) YEARS PERFORMANCE APPRAISAL RATINGS
	DETAILED COMMENT(S)/

JUSTIFICATION(S) FOR THE OFFICER’S PROMOTION FOR THIS EXERCISE

	1/11/1971

	38 yrs.
	28/9/1994
	1/7/2004
	6 BJC’s – June, 1986

4 Pitmans

1 RSA
	Chief Clerk Scale C2

Minimum of two BGCSE subjects at grade C or above or equivalents including English Language plus two years experience as Senior Clerk.

OR Associate Degree and one year experience as Senior Clerk.
	2006 – Above Average

2007 – Outstanding

2008 – Above Average
	Ms. Timothy is a diligent, hardworking officer.  She performs her duties in a excellent manner. Ms. Timothy is deserving of promotion to the post of Chief Clerk.


     Does the officer possess the qualifications and experience for the position?  Please check (*) Yes__ or No__    (If No, do not submit to the Department of Public Service)

NAME OF NOMINATING OFFICER:  Mrs. Emma Foulkes
POSITION OF NOMINATING OFFICER: First Assistant Secretary
NOMINATING OFFICER’S SIGNATURE:___________________________
DATE: ______________
RECOMMENDATION FORM FOR SERVICE WIDE PROMOTION EXERCISE












PROMOTION YEAR: _2009__









(One Form Should Be Completed For Each Officer)

NAME OF OFFICER:  Maria Hield



MINISTRY/DEPARTMENT: Ministry of The Environment__________

OFFICER’S PRESENT POST: Senior Clerk______

SCALE:  C3__

RECOMMENDED POST: Chief Clerk___
SCALE: C2_
	DATE OF BIRTH
	AGE
	DATE OF APPOINT-MENT
	DATE APPOINTED TO PRESENT POST
	ACADEMIC QUALIFICATIONS
	REQUIREMENT FOR PROMOTION POST
	LAST THREE (3) YEARS PERFORMANCE APPRAISAL RATINGS
	DETAILED COMMENT(S)/

JUSTIFICATION(S) FOR THE OFFICER’S PROMOTION FOR THIS EXERCISE

	25/1/1976

	34yrs.
	10/3/1997
	1/7/2004
	Associates Degree – July, 2009
	Chief Clerk Scale C2

Minimum of two BGCSE subjects at grade C or above or equivalents including English Language plus two years experience as Senior Clerk.

OR Associate Degree and one year experience as Senior Clerk.
	2006 –  Above Average
2007 –  Outstanding
2008 –  Above Average
	Mrs. Hield consistently exhibits excellent performance and exceeds job requirements.  She is a team player and works well with co-workers to ensure that the task is completed.  Mrs. Hield is deserving of promotion to the post of Chief Clerk.


     Does the officer possess the qualifications and experience for the position?  Please check (*) Yes__ or No__    (If No, do not submit to the Department of Public Service)

NAME OF NOMINATING OFFICER:  Mrs. Emma Foulkes
POSITION OF NOMINATING OFFICER: First Assistant Secretary
NOMINATING OFFICER’S SIGNATURE:___________________________
DATE: ______________

RECOMMENDATION FORM FOR SERVICE WIDE PROMOTION EXERCISE












PROMOTION YEAR: _2009__









(One Form Should Be Completed For Each Officer)

NAME OF OFFICER:  Barbara Pinder



MINISTRY/DEPARTMENT: Ministry of The Environment__________

OFFICER’S PRESENT POST: Senior Executive Secretary
SCALE:  X2_
RECOMMENDED POST: Chief Executive Secretary

SCALE: X1
	DATE OF BIRTH
	AGE
	DATE OF APPOINT-MENT
	DATE APPOINTED TO PRESENT POST
	ACADEMIC QUALIFICATIONS
	REQUIREMENT FOR PROMOTION POST
	LAST THREE (3) YEARS PERFORMANCE APPRAISAL RATINGS
	DETAILED COMMENT(S)/

JUSTIFICATION(S) FOR THE OFFICER’S PROMOTION FOR THIS EXERCISE

	18/8/1962

	47


	1/6/1981


	1/7/2005


	Pitman’s:

Typewriting Stage II

English Language Stage II

Word Processing II

Success Training College

Excell II

Word Processing I
	Chief Executive Secretary  Scale X1

Applicants must possess at least three BGCSE Subjects at grade “C” or above or equivalent including English Language and Typewriting or a certificate in Computer Literacy at the intermediate level.  (Shorthand would be an asset) plus a minimum of four years experience as Senior Executive Secretary and success in the Assessment Exercise for graduate/Non graduate Clerical, Secretarial and Registry Staff; OR Diploma or Associates of Arts Degree in Secretarial Science from an accredited institution plus a minimum of three years experience as Senior Executive Secretary and success in the Assessment Exercise for graduate/Non Graduate Clerical, Secretarial and Registry Staff; OR Bachelor’s Degree and minimum of two years experience as Senior Executive Secretary and success in the Assessment Exercise for Graduate/Non graduate Clerical, Secretarial and Registry Staff;

	 2006-

2007-

2008-


	Mrs. Barbara Pinder currently serves as the Secretary to the Minister of State, Ministry f The Environment.  She brings 28 years of varied experience and abilities to the tasks at hand.
Mrs. Pinder’s excellent planning and organizational skills enables the Minister’s office to operate at its best.  She well prepares the Minister’s schedules of meetings, functions and appointments, prepare Cabinet briefs, handles general communication matters, and goes above and beyond the call of duty to solve both minor departmental queries, and concerns of the general public.




     Does the officer possess the qualifications and experience for the position?  Please check (*) Yes__ or No__    (If No, do not submit to the Department of Public Service)

NAME OF NOMINATING OFFICER:  Mrs. Emma Foulkes
POSITION OF NOMINATING OFFICER: First Assistant Secretary
NOMINATING OFFICER’S SIGNATURE:___________________________
DATE: ______________




RECOMMENDATION FORM FOR SERVICE WIDE PROMOTION EXERCISE












PROMOTION YEAR: _2009__









(One Form Should Be Completed For Each Officer)

NAME OF OFFICER:  Janelle Hepburn 



MINISTRY/DEPARTMENT: Environment/Meteorology__________

OFFICER’S PRESENT POST:  Clerk______


CALE:  C4__

RECOMMENDED POST: Senior Clerk___
SCALE: C3_
	DATE OF BIRTH
	AGE
	DATE OF APPOINT-MENT
	DATE APPOINTED TO PRESENT POST
	ACADEMIC QUALIFICATIONS
	REQUIREMENT FOR PROMOTION POST
	LAST THREE (3) YEARS PERFORMANCE APPRAISAL RATINGS
	DETAILED COMMENT(S)/

JUSTIFICATION(S) FOR THE OFFICER’S PROMOTION FOR THIS EXERCISE

	07/05/1982

	27yrs.
	10/6/2002
	1/7/2006
	1 BJC - English

Pitman II - 

Office Procedure


	Senior Clerk - Scale C3

Minimum of two BGCSE subjects at grade C or above or equivalents plus two years experience as a Clerk

OR Associate Degree and one year experience as a Clerk.
	2007 – 

2008 – 

2009 – 
	Ms. Hepburn is a very capable young officer, who can be dependable upon to complete assignments in a timely manner.  She maintains a very good attendance and punctuality record and continues to upgrade herself academically.  In her time here she has been very helpful in decreasing the backlog of meteorological data.




     Does the officer possess the qualifications and experience for the position?  Please check (*) Yes__ or No__    (If No, do not submit to the Department of Public Service)

NAME OF NOMINATING OFFICER:  Ms. Nathalie K. Strachan
POSITION OF NOMINATING OFFICER: Chief Executive Officer
NOMINATING OFFICER’S SIGNATURE:___________________ _________

DATE: ______________

RECOMMENDATION FORM FOR SERVICE WIDE PROMOTION EXERCISE












PROMOTION YEAR: _2009__









(One Form Should Be Completed For Each Officer)

NAME OF OFFICER:  Latoya Wildgoose-Charlton 

MINISTRY/DEPARTMENT: Ministry of The Environment_____________

OFFICER’S PRESENT POST:  Clerk______


CALE:  C4__

RECOMMENDED POST: Senior Clerk___
SCALE: C3_
	DATE OF BIRTH
	AGE
	DATE OF APPOINT-MENT
	DATE APPOINTED TO PRESENT POST
	ACADEMIC QUALIFICATIONS
	REQUIREMENT FOR PROMOTION POST
	LAST THREE (3) YEARS PERFORMANCE APPRAISAL RATINGS
	DETAILED COMMENT(S)/

JUSTIFICATION(S) FOR THE OFFICER’S PROMOTION FOR THIS EXERCISE

	24/03/1979

	31yrs.
	30/4/2007
	30/4/2007
	Associates Degree – May, 2006
	Senior Clerk - Scale C3

Minimum of two BGCSE subjects at grade C or above or equivalents plus two years experience as a Clerk

OR Associate Degree and one year experience as a Clerk.
	2007 – 

2008 – 

2009 – 
	Mrs. Wildgoose-Charlton is a good officer and is qualified for a promotion.


     Does the officer possess the qualifications and experience for the position?  Please check (*) Yes__ or No__    (If No, do not submit to the Department of Public Service)

NAME OF NOMINATING OFFICER:  Mrs. Emma Foulkes
POSITION OF NOMINATING OFFICER: First Assistant Secretary
NOMINATING OFFICER’S SIGNATURE:____________________________

DATE: ______________

