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OFFICE OF THE PRIME MINISTER 

1. Job Title 
 

HEAD OF CABINET SECRETARIAT 
 
2. Summary 
 
Job Purpose 

The Cabinet Secretary shall be responsible forfacilitating a smooth transaction of 
business between Departments of the Government of Somalia. The Secretariat will aid in 
decision-making in Government through ensuring Inter-Ministerial cooperation and 
coordination, removing differences amongst Ministries and Departments bydeveloping 
consensus. He/She will be responsible for its efficient administration and proper 
conduct of business. 

Objectives of the Job 

• To ensure the functional and efficient running of the Prime Minister’s Office. 
• To work with multiple ministries and government bodies to ensure coordination 

and communication. 

 
3. Duties 
 
The duties and responsibilities of the Head of Cabinet Secretariat are be to: 

1. It shall be the duty of the Cabinet Secretary to ensure that cases submitted to the 
Office of the Prime Minister are submitted in a complete form and communicated 
properly; 

2. The incumbent will manage the cabinet agenda; 
3. Provides secretariat services to the cabinet and cabinet committee meetings; 
4. The Secretary shall determine the level of delegation powers for officers serving 

under him/her; 
5. The Secretary shall issue clear orders underpinning these powers and ensure that: 

(a) There is an equitable distribution of work; 

  
(b) Channels of communication are vertical not horizontal; 

1. The Secretary will ensure that all subordinate officers are clear on their own 
respective roles and duties in order to ensure efficient running of office; 



2. To establish a clear reporting system within the Prime Ministers office and similar 
parallel structures in other ministries and government bodies; 

3. The Secretariat will have the authority to determine the level of assistance he/she 
requires and establish the number of, necessary roles and duties of Secretariat 
Advisors; 

4. The Secretariat will dispose of or delegate any cases or issues in which there is no 
uncertainty of policy or from which there is limited capacity benefits; 

5. The Secretariat will also dispose of all cases and issues in which there exist 
precedents or an established structure through which to solve them; 

6. The Secretariat will ensure that all departments maintain a list clearly specifying 
the distribution of work amongst its sections and branches; 

7. In cases where there is an officer or department head that is absent, the 
Secretariat will have the authority to issue instructions for the distribution of that 
work load during their absence; 

8. The Secretariat will be responsible for Managing the Cabinet Agenda; 
9. The Secretariat will take upon him/herself to vet Cabinet memorandum from 

Ministries – and provide guidance and training on how to prepare Cabinet 
Memos; 

10. Provide Secretariat services to Cabinet and Cabinet Committee meetings; 
11. The Secretariat will ensure that the Department of Cabinet Secretariat and 

Parliamentary Affairs will provide guidance to all the Cabinet Liaison Officers in 
the MDAs; and, 

12. The Secretariat is charged with facilitating and overseeing the organization of all 
ceremonial functions of Cabinet and his/her section will be custodian to all 
Cabinet related communication and documentation (hence will oversee the 
Cabinet Library Services). 

Deliverables 

1. Regular reviews of the functions and powers of all ministries and department to 
ensure maximum efficiency; 

2. Development of a clear and formal communication channel, which can be 
replicated; 

3. Establishing a clear structure based on existing precedents to correct or solve 
issues that arise; and, 

4. Regular communication with department heads to ensure there is no duplication 
in roles and tasks. 

 
4. Key Qualifications 
 
Education 

  
Bachelor degree in business management or public administration or relevant field 



  
Experience 

4 years’ Experience in secretariat and management 

  
  

  
5. Requirements 
 
The incumbent must demonstrate the following skills: 

1. Knowledge of government systems and administrative procedures. 

Competency Requirements 

  
Core Competencies: 

1. Deep understanding of government and administrative procedures in Somalia; 
2. Strong research, analytical and writing skills in English/Somali; 
3. Ability to respond quickly to challenges and delegate duties to ensure quick 

reactions; and, 
4. Strong interpersonal skills and the ability to communicate and work well with 

diverse groups of people. 
5. Management and Leadership: 
6. Establish strong and lasting relationships with government counterparts; 
7. Demonstrates strong oral and written communication skills; 
8. Remains calm and control of situations; and, 
9. Proven organizational and management skills. 

 

 
FADLAN SI ‘AAD U CODSATO CLICK HALKAAN 

http://ncsc.org.so/ncscjobs/ 
 

http://ncsc.org.so/ncscjobs/

