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MINISTRY OF LABOUR AND SOCIAL SECURITY
CAREER OPPORTUNITY
The Ministry of Labour and Social Security invites applications from suitably qualified professionals to fill the following position:-
INSPECTION AND COMPLIANCE OFFICER (GMG/SEG 1) (VACANT)
Applications are invited from suitably qualified officers to fill the position of Inspection and Compliance Officer (GMG/SEG 1) (Vacant) within the Social Security Division - Administration of National Insurance and Public Assistance - Local Offices: St. James.

1. JOB PURPOSE

To administer the provisions of the National Insurance Act and Regulations within the assigned geographic areas to facilitate registration by companies and individuals, the payment of contributions, and the provision of benefits towards the attainment of the objectives of the National Insurance Scheme and the fulfilment of the Ministry’s mandate. 

2. KEY OUTPUTS
· Comprehensive inspections conducted.

· Outstanding contributions and interest calculated.

· Payment schedules established.

· Legal action referrals prepared.

· Compliance status determined.

· Contributions verified.

· Pension application investigations conducted.

· Targets for NIS operations established.

· Technical advice provided.

· Public education sessions conducted.

· Liaison with stakeholders facilitated.

· Internal meetings attended.

· Representation at external meetings.

· Accurate reports and documents prepared and submitted.

· Pension books delivered.

· Manual searches for contributions conducted.

3. Technical/Professional Responsibilities

· Conduct inspections of employers as required.

· Calculate outstanding contributions and interest due from delinquent employers.

· Prepare letters to inform employers of arrears.

· Establish payment schedules with employers for the payment of contribution arrears.

· Refer employer cases to the relevant officer to initiate legal action against delinquent employers as required.

· Determine compliance status and submit data to the relevant officer.

· Verify contributions paid and request copies of relevant documents.

· Conduct investigations into pension applications as required.

· Participate in the establishment of targets for NIS operations within the Parish Office.

· Provide technical advice regarding the interpretation and application of the National Insurance Act and Regulations.

· Provide information and make presentations on the benefits provided by the National Insurance Scheme.

· Liaise with internal and external stakeholders to facilitate the payment of contributions and benefits.

· Attend internal meetings as required.

· Represent the Ministry at meetings, conferences, and other forums as required.

· Perform any other related duties that may be assigned from time to time.

· Deliver pension books (which hold cheques).

· Conduct manual searches for contributions not on RAISE and JNISS systems.
Administrative 

· Monitor compliance within defined geographic areas within the Parish to ensure that all employers are identified, registered, and contributions remitted.

· Prepare and submit work plans, itineraries, and reports of activities within the agreed timeframe.

· Participate in performance evaluation activities within the agreed framework.

Other Responsibilities

· Performs any other duties and responsibilities as may be determined by the Ministry of Labour and Social Security from time to time.

4. PERFORMANCE STANDARDS

· Comprehensive inspections of employer documents conducted and accurate reports prepared and submitted in the agreed format within the agreed timeframe.

· Accurate calculation of outstanding contributions and interest completed in accordance with the National Insurance Act and Regulations and relevant employers informed within the established timeframe.

· Demand Notices completed for relevant employers in the established format and dispatched to the appropriate officer within the agreed timeframe.

· Payment schedules established with employers in the required format and agreed timeframe.

· Employer files accurately updated and referred to the relevant officer within the established timeframe to initiate legal action against delinquent employers in accordance with the provisions of the National Insurance Act and Regulations.

· Correct compliance status of employers determined and data submitted to the relevant officer within the agreed timeframe.

· Contribution status of relevant employers verified by contacting the relevant government entity and requesting appropriate documents within the agreed timeframe.

· Applications for benefits examined, comprehensive investigations conducted, and accurate reports prepared and submitted within the agreed timeframe.

· Contribution to the establishment of operational targets prepared in the required format in accordance with the strategic objectives of the National Insurance Scheme and submitted within the established timeframe to the relevant officer.

· Sound advice and correct information provided on the National Insurance Scheme within the agreed timeframe.

· Participation in and attendance at meetings, conferences, and other forums as required.

· Accurate and comprehensive work plans, itineraries, and reports prepared in the agreed format and submitted to appropriate officers within the established timeframe.

· Participation in performance exercises in keeping with established procedures and agreed timeframes.

5. AUTHORITY
· Request client information to execute assignments.

· Represent MLSS in public outreach/education activities.

6. REQUIRED COMPETENCIES

Core

· Strong administrative skills.

· Ability to motivate others.

· Leadership skills.

· Good oral and written communication skills.

· Excellent interpersonal skills.

Technical 

· Sound knowledge of the National Insurance Act and Regulations.

· Proficiency in the use of relevant computer applications.

· Good problem-solving, numeric, and analytical thinking skills.

· Good customer service skills.

· High level of integrity.

7. MINIMUM REQUIRED EDUCATION AND EXPERIENCE

· Degree in Business Administration or related field.

· Three years working experience.

OR

· An equivalent combination of qualifications and experience relevant to the job.

8. SPECIAL CONDITIONS ASSOCIATED WITH THE JOB

· May be required to work long, irregular hours, including during natural disasters and on public holidays.

· May be required to travel to remote/volatile areas or long distances alone to conduct work assignments, including in a post-disaster environment.

· May be required to work with poorly kept/soiled external records

Please visit https://www.lmis.gov.jm/ and submit applications accompanied by resumes no later than Friday, October 31, 2025 addressed to

Senior Director, Human Resource Management and Development 

Ministry of Labour and Social Security, 

14 National Heroes Circle, Kingston 4 

Applications and resumes may also be sent to: resume@mlss.gov.jm 

The complete job descriptions may be viewed on our website at:- www.mlss.gov.jm
Please note that only shortlisted persons will be contacted.
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