
 

 

VACANCY 

Ministry of Public Health, Social Development & Labor 
Division Labor Affairs & Social Services 

(LABOR AFFAIRS UNIT) 

POSITION 
Administrative Registration Officer (Scale 6) 
 
DESCRIPTION 
The Department of Labor Affairs & Social Services is a government-executing agency that falls 
under the Ministry of Public Health, Social Development and Labor for Country Sint Maarten. The 
Department consists of several units , one being the Labor Affairs Unit which is charged with the 
execution of all matters pertaining to labor such as labor & business registration, dismissals & 
complaints, vacancies & employment mediation and employment permits, just to name a few. 
The department is currently seeking a new team member who will contribute positively to the 
administrative team. This person needs to possess the following core competencies and abilities: 

JOB SUMMARY 
The role of the Administrative Registration Officer is to support the Labor Affairs Unit to ensure effective 
execution of all duties and responsibilities, such as: 

 
TASKS & RESPONSIBILITIES 
 Register and update businesses and personnel listings for all registered and non-registered 

companies 
 Provide overall office and administrative support to management and co-workers 
 maintain various database records, spreadsheets and reports 
 Properly organize and file department records and reports 
 Develop and maintain a filing system 
 General office functions 
 Execute surveys with business representatives 
 Maintain an accurate inventory of office supplies, and order as needed 
 Contact vendors in the event of office issues such as IT, equipment and building repairs 



 Answer and distribute phone calls and faxes as needed 
 Perform a variety of other administrative duties as directed 

 

THE REQUIREMENTS 
 A minimum of 2 years work experience in the administrative field   
 You are in the possession of an associate’s degree or the equivalent thereof 
 You have extensive knowledge of office management systems and procedures 
 Excellent written and verbal communication skills 
 You are PC literate and well versed in Microsoft Office applications, in particular: Word, 

Excel, PowerPoint and Outlook 
 You are a team player, but also have the ability to work independently 
 You have excellent time management skills and have the ability to prioritize  

 

COMPENSATION 
A salary based on a 40-hour workweek, and ranging between minimum NAF. 2.819,00 and maximum     
NAF. 4.774,00 gross per month, depending on knowledge and experience.  

 
 

For more information, please visit our website on 
http://www.sintmaartengov.org/government/Pages/Employment.aspx 

or contact Ms. Peggy-Ann Dros, Division Head Labor Affairs & Social Services at 
(peggyann.dros@sintmaartengov.org) 

 

If you are the right candidate for the position above, please send your application letter and 
resume to nathalie.lambriex@sintmaartengov.org no later than January 31st, 2020 
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