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FIJIAN GOVERNMENT  

MINISTRY OF iTAUKEI AFFAIRS  

             APPLICATION PACKAGE   

   

APPLICATION PACKAGE   

Thank you for your interest in the positions being advertised.   

Please refer to the attached Role Description for details of the positions.   

 Information about iTaukei Affairs recruitment, our Activities and Values  

 Eligibility criteria for all applicants  

 Information on what to submit as your application  

 Information on how to submit your application, and how receipt of your application will        
be confirmed  

 Key Dates for the application and selection process   

  An application form for completion by all applicants  

 A Declaration and Authorisation form for completion by all applicants  The 

Role Description for the position  

   

GENERAL INFORMATION   

The Ministry of iTaukei Affairs (MTA) is responsible for developing, implementing and monitoring 

government programs focused on the governance and wellbeing of the iTaukei people.  The Ministry 

provides a direct link between Government, iTaukei institutions and its administration across the 

fourteen provinces. Through its various institutes, it is the custodian of official records relating to 

iTaukei land, fishing grounds, headship titles, traditional knowledge and expressions of culture. The 

Ministry is mandated to deal with dispute resolution over land, fishing grounds, chiefly and traditional 

headship titles; it safeguards and preserves language and culture through advocacy programs.  The 

Ministry also administers the Centre for Appropriate Technology and Development.   
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OUR VALUES  

Fijian Civil Servants are required to uphold the Civil Service Values and Code of Conduct.   

These values set out the behavior expected of all Fijian Civil Servants in the work that they do.   

Public Service Values:   

1. The public service respects the values, policies, rights and freedoms set out in the Constitution.   

2. Employment decisions in the public service are made without patronage, favoritism or political 

influence, and appointments and promotions are made on the basis of merit after an open, 

competitive selection process.   

3. Men and women equally, and the members of all ethnic groups, have adequate and equal 

opportunities for training and advancement in the public service.   

4. The public service carries out the Government's policies and programs effectively and 

efficiently and with due economy.   

5. The composition of the public service reflects as closely as possible the ethnic composition of 

the population, taking account, when appropriate, of occupational preferences.   

6. The public service provides a working environment that is free from discrimination.   

7. The public service is apolitical, performing its functions in a neutral, impartial and professional 

way.   

8. The public service is fully accountable, within the framework of the Constitution and the Public 

Finance Management Act 1999, to the Government, the Parliament and the people of the Fiji 

Islands.   

9. The public service is responsible to the Government in providing frank, honest, 

comprehensive, accurate and timely advice and implementing the Government's policies and 

programs.   

10. The public service has the highest ethical standards, particularly for integrity and honesty.   

11. The public service delivers services fairly, effectively and courteously.   

12. The public service develops and maintains leadership of the highest quality, particularly 

through the Senior Executive Service.   

13. The public service provides a fair, flexible and rewarding workplace.   

14. The public service focuses on achieving results and managing performance.   

   

      

  

http://www.apsc.gov.au/aps-employment-policy-and-advice/aps-values-and-code-of-conduct
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ELIGIBILITY CRITERIA    

All applicants for employment For Fijian Civil Service must meet the following criteria:    

 Fijian citizen no older than 55 years;   

 Have a clear police record (any offer of employment will be subject to confirmation of a clear 

police record, payment for the police clearance is the responsibility of the applicant, this cost 

is not reimbursable); and   

 Be in good health and able to undertake the requirements of the position (an offer of 

employment may be subject to a medical clearance).   

YOUR APPLICATION   

To ensure that your application is given due consideration, we request that you submit the following 

as your application:   

 Your completed application form; (below)  

 Your Declaration and Authorization form; (below)  

 An application letter, no longer than 2 pages, outlining how you meet the knowledge, 

experience, skills and abilities outlined in the Role Description  

 A full curriculum vitae, which should be no more than 4-6 pages in length and which includes 

the names of two referees who can be contacted to confirm your employment and claims 

made in your application. One of your referees should be a current or recent supervisor.  

We do not require written referee reports to be submitted with your application.   

These will be verified as required later in the process.   

  HOW TO APPLY 

Applicants are encouraged to submit their application by; 
 
 

email to: itaukei.vacancies@govnet.gov.fj 
 

 

IMPORTANT:   

Applications Close at 4.30pm, Monday 7th December, 2020.    

Applications should be:   

 posted to: The Permanent Secretary, Ministry of iTaukei Affairs, PO Box 2100,     
Government Buildings, Suva. 

or    

            delivered to: The Permanent Secretary, Ministry of iTaukei Affairs, iTaukei Trust Fund 

Building, 87 Queen Elizabeth Drive, Nasese.   

 For further information, please contact HR Recruitment and Selection Team on 3100909Ext 

1074/1075 & 1009.   



4  

STEPS IN THE SELECTION PROCESS   
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APPLICATION FORM   

   

    Position applied for:  

Vacancy or Reference #:  

   

Title:      Surname/Family    

 Name:      

Given names:        

   

Date of Birth:        

   

Postal Address   

Residential Address:   
(if different from postal  
address)   

   

     

   

   

   

     

Email:        

   

Home phone:   

   

Are  you  a   Fijian  
Citizen?   

   

GENDER information  

   

   Mobile:      

  ☐ YES     ☐ NO     

is 

gathered for statistical 

purposes only and not for 

assessment purpose.   

☐ MALE   ☐ FEMALE   

REFEREE DETAILS      
Name:   Phone:   

Position:   Email:   
Organisation:   Relationship:   

      

Name:   Phone:   

Position:   Email:   
Organisation:   Relationship:   

      

Name:   Phone:   

Position:   Email:   

Organisation:   Relationship:   
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Please ensure you attach your current Curriculum Vitae and covering letter explaining your suitability 

for the position. 

I certify the above details are true and correct and that I am a genuine applicant for the identified 

position.   

Signature: …………………………………………    Date: 

…………………………………..……………..      

 

DECLARATION      

I ________________________________________________________________________ (Full name: 
first or given names and family or surname)   

   

of _______________________________________________________________________   

(Full residential address)   

Being an applicant for the position of                                                         in the Ministry of iTaukei 
Affairs declare that:   

   

 I have not been convicted of any criminal offences (for these purposes do not count any infringement 
offences, e.g., parking or speeding offences, as they do not result in a conviction being entered against 
you).  

  
I acknowledge that if appointed, I will have to provide a recent police clearance before taking 
up duty.   

 I have not been the subject of any disciplinary action by any employer or professional body in Fiji or 
overseas, nor are there any unresolved complaints against me OR  

Details of disciplinary action or unresolved complaints against me are as follows   

_______________________________________________________________________________  

_______________________________________________________________________________  

 I have not been made bankrupt, entered into a composition with my creditors, or been disqualified as a 
director.  

 I know of no other matter which might affect my credibility in office.  

 I understand and consent to my application form, my curriculum vitae and any other material supplied being 
held by the Civil Service Reform Management Unit (‘Unit” on behalf of the Fijian Government and being 
used to assess whether I may be employed in the Fijian Civil Service.  

 I authorise the Fijian Government to make suitable enquiries to verify the information supplied in my 
application.  

 I understand that a false declaration on this form will invalidate my application and may result in further legal 
action being taken against me.  

   

Signature of Applicant:  ______________________________   Date: ______________________   
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ROLE DESCRIPTION 

   

CORPORATE SERVICES DIVISION    
  

MTA 25/2020 DIRECTOR CORPORATE SERVICES 

CORPORATE INFORMATION 

1. Position Level:   Salary Band J 

2. Salary Range:  $51,132.98 – $59,655.14 
3. Duty Station:  Suva  
4. Reporting Responsibilities: 

a. Reports To: Deputy Secretary   

b. Liaises with: Ministry’s staff, and relevant Stakeholders. 

c. Subordinates:   PAO’s, SAO’s, AO’s, EO’s, Co’s, TRCO’s & GWE’s 

POSITION PURPOSE 

The purpose of the position is to provide quality and sound advice on matters relating to  Human 
Resources & Industrial Relations Management, Financial Management, Asset Management, 
Productivity & Reform, Training & Research, Information Technology and Complaints & Public 
Relation services to Executive Management and Heads of Department on a timely and cost 
effective basis that ensures all Divisions perform at an optimum level of efficiency thereby leading 
to realization of the overall organizational goals and objectives. 

KEY RESPONSIBILITY AREAS 

The position will achieve its purpose through the following key duties:  
1. Management of day to day administrative functions of the Ministry;  
2. Policy development and implementation 
3. Offering leadership and direction to staff for the efficient and effective operation of 

administration matters based on the legal framework and approved practices and procedures;  
4. To drive efficiency and productivity of staff;  
5. Formulating, implementing and reviewing the business plan for the administration section and 

assisting in the formulation, compilation and review of some MTA planning document such as 
the Strategic Workforce Plan, Succession Plan, Learning and Development Plan, and Budget 
submission;  

6. Facilitate re- organised Sustainable and Structural Changes in consultation with HODs through 
constant and continuous assessments of the current system;  

7. Monitor and review Agency Service Charter, Identify areas of weaknesses and deficiencies and 
formulation and implementation of appropriate strategic measures to address the problems;  

8. To direct and supervise the preparation of monthly, quarterly and annual status of Corporate 
Services Division report updates to Management;  

9. To provide support to HODs in the formulation of the Budget and internal financial strategies;  
10. Actively contribute to all corporate requirements of the Ministry, including planning and 

budgeting where required 
 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators:  
1. All activities within the Unit’s plans completed and delivered as planned;  
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2. All external and internal communication is coordinated, factual and in accordance with the 
relevant Act and procedures;  

3. Effective participation in all corporate functions as and when required. 
 

PERSON SPECIFICATION 

In addition to a Master’s Degree in Management/Public Administration or equivalent work 
experience, the following Knowledge, Experience, Skills and Abilities are required to successfully 
undertake this role: 

 

KNOWLEDGE AND EXPERIENCE 

1. At least 5 years’ experience at a senior level with industrial knowledge;  
2. Demonstrated experience in Corporate Services including Human Resources & Industrial 

Relations, Finance, Asset Management, Productivity & Reform, Training & Research, Information 
Technology and Complaints & Public Relation services in a medium to large organisation; 

3. The ability to provide sound knowledge of policy advice on administrative related matters and 
have collaborative communication and resource management with relevant stakeholders and 
partners;  

4. Experience in providing policy advice to senior management and policy implementation; 
5. Proven experience in assessing and managing staff performance;  
6. Strong business leadership with the ability to inspire and motivate staff; and  
7. Working knowledge and understanding on the legal framework such as the Constitution of Fiji, 

Employment Relation Act, OHS Act, approved practices and procedures. 
 

SKILLS AND ABILITIES 

1. Ability to effectively operationalize strategic plans; 
2. Demonstrated ability to analyse and solve complex problems and to provide assistance to a wide 

range of staff, in a resource constrained environment;  
3. Demonstrated ability to lead a team to achieve targets within the required timeframe or 

deadlines;  
4. Demonstrated ability to maintain confidentiality and neutrality, in a sensitive environment;  
5. Excellent communications and interpersonal skills;  
6. Service oriented approach, with a commitment to supporting the operational / corporate 

environment of the organization.  
  

MTA 26/2020 ADMINISTRATIVE OFFICER (EXECUTIVE SUPPORT OFFICER) – ASSISTANT 
MINISTER’S OFFICE 

 

CORPORATE INFORMATION 
 

1. Position Level:    Band F 
2. Salary Range:  $22,528.74 - $28,883.00 
3. Duty Station:  Suva 
4. Reporting Responsibilities: 

a) Reports to: Assistant Minister for iTaukei Affairs  
b)   Liaises with: Assistant Minister, Ministry HOD’s, Senior Managers &    Staff at 

All levels, Other Agencies in Government, stakeholders 
 

 



9  

POSITION PURPOSE 
 

The position provides executive support and administrative services to facilitate 
the delivery of business operations for the Assistant Minister’s office that supports the 

achievement of the organizational objectives.  
 

KEY RESPONSIBILITY AREAS: 
 

1. Research and writing of Assistant Minister’s Official Speeches or Statements including 
Parliamentary Speeches and also translating of speeches to the iTaukei Language 

2. Providing Secretarial Support to the Assistant Minister’s meetings and coordinate other 
forums that will provide effective management  

3. Draft and prepare correspondences, agendas, minutes, presentations, briefing notes and 
Ministerial responses with coordination of local and overseas travel 

4. Attend meetings with the Assistant Minister 
5. Organize VIP Visitors for the Assistant Minister  
6. Gather, collate and provide background information for the executive office to support 

informed decision making and planning [Policy Advice] 
7. Deal with the Assistant Minister’s visitors on a daily basis.  
8. Actively contribute to the Ministry and corporate requirements including planning and other 

significant Activities. 
 

 

KEY PERFORMANCE INDICATORS 
 

Performance will be measured through the following indicators: 

 

1. All briefs to the Assistant Minister with travel and meeting plans are executed in a timely 
manner;  

2. Ministerial Speeches, Briefs and Secretarial Duties are submitted in a timely manner  
3. Meeting Resolutions are well coordinated and effectively facilitated with all respective 

agencies  
4. Ensure that speeches & its translation for the Assistant Minister suit its purpose and conveys 

its significance to its audience with effective and timely submission of responses, updates 
within the agreed timeline and making recommendations for decision making. 

 

 

PERSON SPECIFICATION 
 

In addition to an undergraduate degree in the Public Administration, Management and Human 
Resources or equivalent, the following Knowledge, Experience, Skills and Abilities required to 

successfully undertake this role are: 
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Knowledge and Experience 
 

1. At least 3 years’ experience in a similar role either in a corporate or public environment;   
2. Sound knowledge of relevant Governing Legislations such as the Fijian Constitution;   
3. Knowledge on roles and responsibilities of all iTaukei Institutions with sound knowledge of 

iTaukei protocols and procedures; 
4. Sound knowledge of international protocol when dealing with VIPs;  
5. Knowledge on office management and administrative procedures, practices and record 

management systems; and  
6. Experience – in providing confidential executive assistance and administrative support services to 

senior management 
 

Skills and Abilities 
 

1. Excellent communication and interpersonal skills; 
2. Demonstrated ability to analyze and make judgment to identify solutions; 
3. Proficient in the use of Microsoft office, including outlook, word excel, and power point and other 

e-applications required for the provision of executive support.  
4. Ability – to work autonomously, use sound judgment, and set priorities to achieve business 

objectives and tight frames, particularly whilst working under pressure;  
5. Demonstrated accountability and time management abilities to ensure set deadlines are met;  
6. Highly developed interpersonal skills, including the ability to effectively negotiate and liaise with 

wide range of people including internal staff, media sector, ITaukei Institutions, Provincial Offices, 
Service providers and the wider community; 

 
7. Ability to translate Speeches/Statements to iTaukei Vernacular; 

 

8. Ability to deal with issues, manage the flow of information, seek clarification and report on 
progress against work plans for the executive support unit;   

9. Ability to prepare Minutes and provide secretarial support for high delegate meetings with 
executed professionalism. 
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MTA 27/2020: ADMINISTRATIVE OFFICER (EXECUTIVE SUPPORT OFFICER) – PERMANENT 
SECRETARY 
 
CORPORATE INFORMATION 
 
1. Position Level:    Band F  
2. Salary Range: $22,528.74 - $28,883.00 
3. Duty Station: Suva 
4. Reporting Responsibilities: 

a) Reports To:   Permanent Secretary iTaukei Affairs  
b) Liaises with: PS’s, Ministry HOD’s, Senior Managers & Staff at All levels,       

Other Agencies in Government, stakeholders 
c) Subordinates: Nil 

 
 

POSITION PURPOSE 
 
The position provides executive support and administrative services to facilitate the delivery of 
business operations and to support the Senior Executive office achievement of organizational 
objectives. 
 

 

KEY RESPONSIBILITY AREAS: 
 
1. Research and writing of Permanent Secretary’s Official Speeches or Statements   including 

Parliamentary Speeches and also translating of speeches to the iTaukei Language 
2. Providing Secretarial Support to the Permanent Secretary’s Senior Management   

Board Meetings and coordinate other forums and support meetings that will provide 
effective management  

3. Draft and prepare correspondences, agendas, minutes, presentations, briefing notes and 
Ministerial responses with coordination of local and overseas travel  

4. Gather, collate and provide background information for the executive office to support 
informed decision making and planning [Policy Advice]  

5. Actively contribute to the ministry and corporate requirements including planning and other 
significant Activities. 

 
KEY PERFORMANCE INDICATORS 
 

Performance will be measured through the following indicators: 

 

1. All briefs to the Permanent Secretary with travel and meeting plans are executed in a timely 
manner;  

2. Ministerial Speeches, briefs and Secretarial Duties are submitted in a timely manner  
3. Meeting Resolutions are well coordinated and effectively facilitated with all respective 

agencies  
4. Ensure that speeches & its translation for both PSTA & Minister suit its purpose and conveys 

its significance to its audience with effective and timely submission of responses, updates 
within the agreed timeline and making recommendations for decision making 
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PERSON SPECIFICATION 
 

In addition to an undergraduate degree in the Public Administration, Management and Human 
Resources or equivalent, the following Knowledge, Experience, Skills and Abilities required to 

successfully undertake this role are: 

 

Knowledge and Experience 
 

1. At least 3 years’ experience in a similar role either in a corporate or public environment   
2. Sound knowledge of relevant Governing Legislations such as the Fijian Constitution;  
3. Knowledge on roles and responsibilities of all iTaukei Institutions with sound knowledge of 

iTaukei protocols and procedures  
4. Knowledge on office management and administrative procedures, practices and record 

management systems.  
5. Experience – in providing confidential executive assistance and administrative support 

services to senior management. In the use of Microsoft software, including outlook, word 
excel, and power point and other e-applications required for the provision of executive 
support. 

. 
 

 

Skills and Abilities 
1. Excellent communication and interpersonal skills 
2. Demonstrated ability to analyse and make judgment to identify solutions  
3. Ability – to work autonomously, use sound judgment, and set priorities to achieve business 

objectives and tight frames, particularly whilst working under pressure.  
4. Demonstrated accountability and time management abilities to ensure set deadlines are met 
5. Highly developed interpersonal skills, including the ability to effectively negotiate and liaise 

with wide range of people including internal staff, media sector, ITaukei Institutions, 
Provincial Offices, Service providers and the wider community 

6. Manage issues and receive instructions; receive and clarify guidance and instructions; report 
on progress against work plans for the executive support unit. 

7. Manage the flow of information; seek clarification and provide advice and responses; 
respond to queries, identify needs, communicate services and redirect or resolve issues 

8. Ability to prepare Minutes and provide secretarial support for high delegate meetings with 
executed professionalism 

 

MTA 28/2020: EXECUTIVE OFFICER (Human Resource) 

CORPORATE INFORMATION  

1. Position Level      :    Band E 

2. Salary Range      :    $19,041.75 - $24,412.50  

3. Contract Duration                            :    3 years  

4. Duty Station      

5. Reporting Responsibilities  

:     Headquarters, Nasese, Suva     

a. Reports To     :      Senior Administrative Officer (HR)   

b. Liaises with    :     Ministry staff and relevant stakeholders                                            

c. Subordinates    :     2 x CO (HR), 2 x Messengers & Telephone Operator  
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POSITION PURPOSE 

The position assists the SAO HR to ensure all Recruitment and Selection for Ministry positions are 
conducted in accordance with the principles and compliance requirements of the Open Merit 

Recruitment and Selection Guideline (OMRS). 

KEY RESPONSIBILITY AREAS 

The position will achieve its purpose through the following: 

1. Ensure Selection Panels have all required administration support: scribes, relevant templates, 

logistics, applicant communication, Permanent Secretary communication etc; 

2. Provide support to Selection Panels in ensuring the most meritorious applicant is selected to meet 

Ministry establishment/staffing needs and timeline requirements including choice and design of 

selection tools and weighting and rating marking guides; 

3. Contribute to and monitor implementation of the Human Resource Management policy and 

procedures manual; 

4. Undertake unit administration duties such as writing submissions on Expression of Interest( EOI), 

Retirees, Resignations etc.; and 

5. Actively contribute to all corporate requirements of the Ministry, including planning and human 

resource activities where required. 
 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 
1. The OMRS guideline and relevant internal policies/procedures are complied with during all 

selection and recruitment activities; 

2. Selection panels are provided with quality advice/expertise and have required administrative 

support; and 

3. Contributes to corporate requirements. 

  

 

PERSON SPECIFICATIONS  

In addition to a Diploma, or equivalent work experience, in Human Resource Management the 

following Knowledge, Experience, Skills and Abilities are required to successfully undertake this 
role: 
 

Knowledge and Experience 

1. At least 3 years’ experience working on broad range of human resource functions;  

2. Practical, working knowledge of all aspects and functions of Recruitment and Selection; 

3. Understanding of the Fijian Constitution (2013) and relevant human resource management 

legislation; and 

4. Understanding of best practices methods and Open Merit Recruitment & Selection guideline and 

its applications. 
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Skills and Abilities  
 

1. Excellent communication skills and the ability to tactfully deal with applicants and employees 

within the required policy framework; 

2. Demonstrated ability to follow instructions and meet set deadlines, in particular with regard to 

human resource administration activities; 

3. Demonstrated ability to work cooperatively within a team environment; 

4. Demonstrated ability to maintain confidentiality , in a public sector environment 

5. Ability to apply Microsoft office programs to support daily operations; and 
6. Service oriented approach, with a commitment to supporting the operational and corporate 

environment of the organisation. 
 
MTA 29/2020 CLERICAL OFFICER (HUMAN RESOURCES)  

CORPORATE INFORMATION 

1. Salary Band/Step:  Band C 
2. Salary range:   $14,095.31 - $18,897.01 
3. Duty Station:  Suva,  
4. Reporting Responsibilities; 

Reports To:  Executive Officer  
Liaises with:  Ministry staff. 
Subordinates:  Nil 
 

POSITION PURPOSE 

Assist in ensuring the processing of all vacant positions to be occupied through Open Merit 
Recruitment & Selection process with consistency and effective HR service delivery within the 
Ministry. 
KEY RESPONSIBILITY AREAS 

The position will achieve its purpose through the following: 
1. Assist in the timely advertisement of Vacant Positions through daily newspapers. 
2. Timely advertisement of contract of project and acting positions through expression of 

interest. 
3. Provide timely submission of monthly report 
4. Assist in control of staff establishment i.e. Effective coordination, monitoring of government 

staff establishment through the monthly updates and compilation of P 2 P list, Vacancy returns 
etc. 

5. Ensuring Human Resource Management Information System is up to date prior monthly 
report submission date. 

 
 
KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 
1. Ensure Human Resource Management Information System (HRMIS) is updated daily  
2. Assist in recruitment process and advertising of post with accordance to Ministry guidelines 

and policy. 
3. Timely and accurate submission of reports; 
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Person Specifications  

In addition to a pass in Fiji Seventh Former Examination [FSC] or equivalent, the following Knowledge, 
Experience, Skills and Abilities are required to successfully undertake this role. 
 

KNOWLEDGE AND EXPERIENCE 
 

1. Knowledge & understanding of the Recruitment and Selection Guidelines and its application; 
2. Practical knowledge of all aspects and functions of post processing and human resource 

management; 
3. Knowledge of basic office administration; 
4. Understanding of the Fijian Constitution (2013) and relevant human resource management 

legislation. 
5. Some Experience in handling HR matters. 

 
SKILLS AND ABILITIES  

1. Effective communication skills and the ability to communicate tactfully with internal and 
external persons within the guidelines and policies required; 

2. Ability to meet deadlines on administrative activities related to human resources; 
3. Ability to use computer programs such as MS words and MS excel spreadsheet to support 

day-to-day operations;  
4. Fast learner in using Human Resource management information system; and 
5. Service oriented approach, with a commitment to supporting the operational and corporate 

environment of the organisation 
 

MTA 30/2020: CLERICAL OFFICER (ASSET MANAGEMENT)  

  

CORPORATE INFORMATION  

1. Position Level      :    Band C  

2. Salary Range      :    $12,081.69 - $15,489.35  

3. Contract duration  :    3 years 

4. Duty Station   :    Suva 

5. Reporting Responsibilities   

             a. Reports To     :      Administrative Officer (Asset Management)  

b. Liaises with    :     Ministry staff and relevant stakeholders                                           

c. Subordinates    :     None  

  

POSITION PURPOSE  

This position provides administration support in terms of procurement of the Ministry stores & 
supplies to ensure that provision of resources and service delivery are note disrupted.  
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KEY RESPONSIBILITY AREAS 

The position will achieve its purpose through the following:   

  

1. Provide support to Assets and Office Accommodation of the Ministry;  

2. Assist in administrative procurement processes; invites, assessments, recommendations 
of suppliers, quotations and proposal from vendors;  

3. Provide support that ensures effective Inventory Management including Receipts, 
Storage, Stock Control Distribution and Disposal of items;  

4. Assist in compilation of the Annual Procurement Plan;  

5. Contribute to the Ministry’s Annual Board of Survey exercise; and  

6. Actively contribute to all corporate requirements of the Ministry, including planning and 

reporting. 

  

KEY RESPONSIBILITY AREAS 

1. Ensure timely delivery of stores and supplies request within the Ministry;  

2. Active participation during Annual Board of Survey Exercise; and  

3. Ensure proper stock take and effective inventory management;  

  

PERSON SPECIFICATION  

In addition to a pass in Fiji Seventh Form Examination (FSFE) or equivalent work experience, the 

following Knowledge, Experience, Skills and Abilities are required to successfully undertake this role:  

  

KNOWLEDGE AND EXPERIENCE   

1. Basic knowledge of Asset Management, fixed assets stock and stock inventory practices;  

2. Understanding of budget management and monitoring; and  

3. Understanding of the Fijian Constitution (2013) and procurement related legislation.  

  

SKILLS AND ABILITIES  

1. Good communication, interpersonal and representational skills;  

2. Ability to follow instructions and meet set deadlines;   

3. Demonstrated ability to work cooperatively within a team environment;  

4. Demonstrated ability to maintain confidentiality, in a public sector environment;  

5. Capacity to utilise computer programs to support the operations; and   

6. Service oriented approach, with a commitment to supporting the operational / corporate 
environment of the organisation.  
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MTA 31/2020: CLERICAL OFFICER (LPO)  

CORPORATE INFORMATION  

1. Position Level    :    Salary Band C   

2. Salary Range    :    $12,081.69 - $15,489.35     

3. Duty Station    :           Suva (Headquarters)  

4. Contract Duration  :   3 years  

5. Reporting Responsibilities:  

a) Reports To    :   Senior Accountant    

b) Liaises with    :   Ministry staff and relevant stakeholders  

c) Subordinates   :    None  

  

POSITION PURPOSE  

This position provides support to ensure that Purchasing is made according to the Government 
Procurement procedures and aligns to Ministry Procurement Plans and that accurate updating of the 
Commitment and Expenditure Ledgers occurs.  

  

KEY RESPONSIBILITY AREAS 

The position will achieve its purpose through the following roles:   

1. Provide efficient response to Divisional needs by processing Purchase Order upon request;  

2. Ensure accurate and timely payment is made by preparing vouchers for payment of Purchases 
and maintaining of purchasing registers;  

3. Contribute to ensuring that purchasing plans are made and monitored and the approval limit 

for Purchasing is coordinated;  

4. Maintain and update the Commitment and Expenditure Ledger;  

5. Contribute to the Health & Safety (HS) Secretariat support and the improvement of 

Occupational HS within the Finance Section; and  

6. Actively contribute to all corporate requirements of the Ministry, including planning, 

budgeting and human resources activities where required.  

  

KEY PERFORMANCE INDICATORS  

1. All authorized payments are processed within agreed timeframes; and are compliant with 

financial management instructions, policy and procedures;  

2. Commitment and Expenditure Ledgers are maintained and updated; and  

3. All monthly financial assessment reports are submitted within agreed timeframes.  

PERSON SPECIFICATION  

In addition to a pass in Fiji Seventh Form Examination (or equivalent work experience) the following 

Knowledge, Experience, Skills and Abilities are required to successfully undertake this role.   

  

 



18  

KNOWLEDGE AND EXPERIENCE   

1. Knowledge of financial practices and procedures such as Cash Basis Accounting and financial 

monitoring;   

2. Understanding of the Fijian Constitution (2013) and financial related legislation; and   

3. Understanding of Financial Management Systems.  

  

SKILLS AND ABILITIES  

1. Good communication, interpersonal and representational skills;  

2. Ability to follow instructions and meet set deadlines;   

3. Demonstrated ability to work cooperatively within a team environment;  

4. Capacity to utilize computer programs to support the operations; and   

5. Service oriented approach, with a commitment to supporting the operational / corporate 

environment of the organisation.  

  

MTA 32/2020: DRIVER   

CORPORATE INFORMATION  

1. Position Level   :   Band B  

2. Wage rate     :   $5.37/hr   

3. Duty Station    :   Suva  

4. Contract Duration  :  3 years  

5. Reporting Responsibilities;  

a. Reports To  :  Executive Officer [Registry/Transport]  

b. Liaises with  :  Ministry staff, Mechanics and Automotive dealers  

c. Subordinates :  Nil  

POSITION PURPOSE  

This position provides transportation for Ministry staff and other stakeholders to and from various 

destinations as directed.   

KEY RESPONSIBILITY AREAS 

The position will achieve its purpose through the following:  

1. Safely transport Ministry’s staff, visitors and equipment to desired locations via assigned 

routes in a timely, safe and courteous manner.  

2. Ensure care and maintenance of vehicle so it is always ready for deployment including:  

sufficient fuel levels maintained, washing and cleaning of both exterior and interior, vehicle 
taken to garage for regular maintenance and repair.  

3. Ensure that copies of fuel receipts, drivers running sheets / records and Vehicle Log Books are 

maintained and submitted on time;   

4. Assist in Roadshows organized by the Ministry in terms of delivering satisfactory customer 

service to the iTaukei Communities;  and   
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5. Actively contribute to all corporate requirements of the Ministry.  

    

KEY PERFORMANCE INDICATORS  

Performance will be measured through the following indicators:  

1. Adherence to the Ministry’s Transport Policy;  

2. All required records maintained to standard;   

3. High level of Customer Service provided; and 

4. Contributions to corporate requirements.   

  

PERSON SPECIFICATIONS   

In addition to a pass in Fiji School Leaving Certificate or equivalent relevant work experience, a valid 

Group 2 driving license (manual) and a Defensive Driving Certificate the following Knowledge, 
Experience, Skills and Abilities are required to successfully undertake this role:  

    

KNOWLEDGE AND EXPERIENCE:  

1. At least 5 years driving experience on the road network in Fiji;  

2. Knowledge of iTaukei Culture and traditions;  

3. Practical working knowledge of basic mechanics and vehicle maintenance;  

4. Practical working knowledge and experience in providing general administrative and logistics 

support; and   

5. Understanding of the Fijian Constitution (2013) and relevant transport and traffic legislation.  

  

SKILLS AND ABILITIES   

1. Demonstrated ability to safely operate Manual and automatic vehicles;  

2. Good communication skills and the ability to tactfully deal with passengers of varying levels;   

3. Demonstrated ability to maintain confidentiality, in a public sector environment;  

4. Ability to follow instructions and meet set deadlines;   

5. Demonstrated ability to work cooperatively within a team environment;  

6. Service oriented approach, with a commitment to supporting the operational / corporate 

environment of the organisation.  

 

DEVELOPMENT SERVICES DIVISION 

 

MTA 33/2020: DIRECTOR DEVELOPMENT SERVICES DIVISION 

  

CORPORATE INFORMATION 

1. Salary Band:  Salary Band K 

2. Salary Range :  $59,945.18 - $76,852.80 

3. Duty Station :   Suva  

4. Contract Duration: 3years 

5. Reporting Responsibilities: 
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6. Reports To: Permanent Secretary via the Deputy Secretary  

7. Liaises with: Ministry staff, iTaukei Institution’s, government agencies,  

 CSO’s & NGO’s. 

Subordinates:  Principal Research Officer, Principal Administration Officer, Senior Research 

Officer, Senior Administration Officer, Administration Officer, Executive Officer, Clerical 
Officer. 

 

POSITION PURPOSE 

This position provides policy advice on the welfare and good governance of the iTaukei community 

related to social, economic and environmental development issues, monitors and evaluates the 
implementation and coordination of Ministry programmes and policies aligned to national objectives, 
maps out organizational targets and establishes and implements processes to gauge organizational 

performance aligned to social, economic and spiritual benchmarks. 

 

KEY RESPONSIBILITY AREAS 

The position will achieve its purpose through the following: 

1. Oversee the provision of policy advice on social, environmental and socio-economic 

development  through the formulation of well researched policy papers; 

2. Coordinate and oversee the management of the Policy & Research Unit and the Monitoring & 

Evaluation Unit; 

3. Oversee the formulation of the Free, Prior and Informed Consent Framework (FPIC), and the 
NGO/CO/ Research Registration Guidelines; 

4. Direct the implementation of the iTaukei Access Benefit Sharing Framework and the 
Contextualized Child Protection Manual; 

5. Oversee the duties of the Secretariat for the Internal Policy Committee, iTaukei Traditional 
Leadership Curriculum Committee, Village Bylaws Committee and Child Protection Internal 
Committee; and ensure the timely convening of the Bi-Annual Natural Resource Owners 

Council, monthly meetings of the Internal Policy Committee and the iTaukei Executive Forum; 

6. Provide innovative ways for the application and implementation of programmes, including 
strengthening and creating new partnerships; 

7. Oversee the coordination of the Bi-Annual and Annual Organisational Planning exercises;   

8. Oversee  the implementation of monitoring & evaluation tools to assess annual organizational 

performance including determining benchmarks to gauge social, economic and spiritual 

performance standards over time; 

9. Oversee the coordination and implementation of Government programmes and policies 

within the iTaukei communities;  

10. Manage subordinate officers to ensure optimum individual and departmental performance; 

and   

11. Actively contribute to all corporate requirements of the Ministry, including planning, 
budgeting and selection activities where required. 
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PERSON SPECIFICATION 

In addition to a Post Graduate Qualification, or equivalent, in a relevant field of study such as Political 
Science/History, Public Administration or Development Studies, the following Knowledge, 

Experience, Skills and Abilities are required to successfully undertake this role: 

Knowledge and Experience: 

1. At least three (3) years’ experience in high level planning and strategy development, managing 
programmes and utilizing monitoring and evaluation tools; 

2. Relevant knowledge of iTaukei community development issues; 

3. Practical experience and / or understanding of working with communities; 

4. Practical working knowledge of strategic planning and monitoring and resource management; 

5. Understanding of teams and how to build and maintain high performing teams; and 

6. Understanding of the Fijian Constitution (2013) and applicable laws and policies of Fiji. 

 

Skills and Abilities: 

1. Demonstrated ability to analyze and solve complex problems and provide assistance to a wide 
range of staff in a resource constrained environment; 

2. Service oriented approach, with a commitment to supporting the operational / corporate 
environment of the organization. 

3. Ability to formulate and administer policies, procedures and initiatives to ensure the 

successful delivery of Ministry outcomes. 

4. Demonstrated strong leadership skills with the ability to inspire and motivate staff. 

5. Excellent communication skills and the ability to effectively consult with others.  

6. Demonstrated ability to maintain confidentiality and neutrality in a sensitive environment. 

7. Capacity to utilize computerized tools/programmes to support operations of a complex 

organization. 

 

MTA 34/2020: SENIOR ADMINISTRATION OFFICER (MEDIA & MONITORING UNIT) 

CORPORATE INFORMATION  

1. Position Level:     Band G  
2. Salary Range:  $28,605.45 - $38,140.60 
3. Duty Station:  Suva 
4. Reporting Responsibilities: 

a. Reports To:     PAO Monitoring  
b. Liaises with:   PS’s, Ministry HOD’s, Senior Managers & Staff at All 

                                        levels, Other Agencies in Government, stakeholders 
c. Subordinates  :  CO (Media & Monitoring) 

  

POSITION PURPOSE 

To lead all media and public relations activity both internally and externally; and ensure that the 

Ministry has the profile and level of publicity which supports and ensures that the messaging is in line 
with the Ministry’s Vision and Mission.  
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KEY RESPONSIBILITY AREAS 

The position will achieve its purpose through the following: 

a. Conduct research and compile/write publicity articles periodically for promotion of ministerial 
programs and activities e.g. press releases and features. Advertisements, interviews and Ministry 
brochures.   

b. Coordinating and coverage of upcoming events, projects for the Ministry activities, workshops 
and seminars that will need coverage.   

c. Work with Ministry of Information on quarterly achievements for publication. Timely submission 
of press releases of Updates, write ups (with photos) for Ministry website.   

d. Building an online presence within publishing sites and social media – including Facebook, Twitter 
and YouTube.  

e. Production of both photographic and video content to back up news stories and ensure that the 
Ministry website remains current and contemporary.  

f. Assist in the provision of advice through the effective monitoring and evaluation of policies and 

programmes implemented by the organization; 

g. Coordinate impact assessments aligned to the performance standards (bench-marking); 

h. Coordinate work on the iTaukei Focus publication;  

i. Responsible for the drafting of media release; 

j. Ensure the timely submission of monthly reports; and  

k. Assist with the organizing of planning workshops for the Ministry.  

 

KEY PERFORMANCE INDICATORS  

Performance will be measured through the following indicators:  

1. Ensure the proper coordination and coverage of the Ministry’s events 
2. Timely submission of press release updates 
3. Ensure a well presented information. 

 
 

PERSON SPECIFICATION:  

In addition to a University degree in Journalism/Media/Information System/Graphics studies or 
equivalent studies from a recognized institution, the following Knowledge, Experience, Skills and 

Abilities are required to successfully undertake this role:  

 
 
KNOWLEDGE AND EXPERIENCE: 

1. At least 3 years in a similar role and working knowledge of public sector administration and 
financial management policy and procedures;  

2. Experience in the roles of Media Liaison Officer;   
3. Knowledge of support mechanism in the Policy, Planning & Quality Assurance Unit;  
4. Understanding of teams and how to build and maintain high performing teams;  

5. A Bachelor’s Degree in a related field of Study such as Development Studies/ Management and 

Public Administration or equivalent. 
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SKILLS AND ABILITIES 

1. Demonstrated ability to work without supervision;   
2. Highly developed organizational skills;  
3. Strong oral and written communication skills;  
4. Demonstrated ability to work as a team and to follow instructions to meet tight and 

immovable deadlines;  
5. Demonstrated ability to maintain confidentiality and neutrality in a sensitive environment;  

 

 ITAUKEI INSTITUTE OF LANGUAGE & CULTURE  

 
MTA 35/2020: SENIOR ADMINISTRATIVE OFFICER (Culture) 

 

CORPORATE INFORMATION 

1.   Position Level:  Salary Band G 
2.   Salary Range:    $32,038.10 - $47,675.75     
3.   Duty Station:  Suva  
4.   Reporting Responsibilities:  

a) Reports To:  Principal Admin Officer 
b) Liaises with:  Ministry staff and stakeholders. 
c)  Subordinates:  16 

 
POSITION PURPOSE 

The position reports to the Director, iTaukei Institute of Language and Culture via the Principal 
Cultural Officer. The officer carries out research on iTaukei traditional Knowledge and culture and 
provides support for policy development and programs related to safeguarding iTaukei culture and 
language. This includes the collation of research papers, and identification of cultural significance in 
the various sectors. The officer supervisors the Cultural Unit.  
 

KEY RESPONSIBILITY AREAS 

The position will achieve its purpose through the following key duties; 

1. Facilitate the development of policies on safeguarding iTaukei Language & Culture; 
2. Carry out research and documentation of iTaukei Traditional Knowledge and Expressions of 

Culture, with the objective of reinforcing iTaukei cultural values and identity; 
3. Oversee the development, implementation and management of the Traditional Knowledge 

and Expressions of Culture (TK&EC) Database;  
4. Facilitate the management and logistical arrangement within Division in accordance with and 

legislative requirements and government policy and procedures. This includes providing 
administrative support to the TILC Committees relevant to the improvement of service on a 
regular basis which may include the Service Excellence committee, Board of Survey Committee 
or Social Club Committee; this will also include internal Committees. 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 

1. Develop policies and programs on safeguarding iTaukei Language & Culture; 
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2. Research papers and documentation on iTaukei traditional knowledge and expressions of 
Culture; with the objective of  promoting the significance of culture and ensuring its 
sustainability within communities; 

3. Completion of the TK&EC Database, and an effective management system put in place; and   
4. Oversee the secretariat and administrative responsibilities for the various committees within 

the Division with the objective of positively contributing to the achievement of objectives and 
effective   implementation of activities within the Division.  

PERSON SPECIFICATION 

An undergraduate qualification in Anthropology, Cultural Studies, Public Administration or equivalent 
relevant experience. The following Knowledge, Experience, Skills and Abilities are required to 
successfully oversee the role are: 
Knowledge and Experience  
1. Experienced in policy writing  
2. Strong research and analytical skills 
3. Knowledge and experience of challenges within the cultural sector 
4. Good interpersonal communications skills. 
Skills and Abilities 
1. Good leadership & management skills  
2. Understands team dynamics and is able to work in a team  
3. Has innovative qualities 
4. Has interpersonal skills  
5. Time Management  

  

ITAUKEI LANDS & FISHERIES COMMISSION  
 

MTA 36/2020 SENIOR GEOSPATIAL UNIT (PROJECT) 

 

CORPORATE INFORMATION 

1.   Position Level:        Band H 
2.   Salary Range:         $ 3 4 , 7 6 0 . 3 1  -  $ 4 4 , 5 6 4 . 5 0  
3.   Duty Station:           Suva 
4.   Reporting Responsibilities: 
d) Reports To: Principal Technical Officer  
e) Liaises with:  Ministry staff and other stakeholders 
f) Subordinates: NIL 

 
 

POSITION PURPOSE 

The position is responsible for the management, enhancement and evaluation of spatial data 
integrated on Web GIS platforms. It also ensures proper reporting and reinforcement of GIS data 
standards in line with the Ministry’s plan and other relevant plans to ensure TLFC data are captured. 
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KEY RESPONSIBILITY ARES 

The position will achieve its purpose through the following key duties: 

1. Oversee the efficient and effective management of the unit. 
2. Undertake planning, preparation and implementation of GIS activities 
3. Ensure an efficient and integrated application that improves spatial data management and 

ensures linkages with authoritative datasets. 
        

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 

1. All activities within the business plans are completed and delivered as planned; 
2. All geospatial services relevant to TLFC are delivered with agreed timelines, and compliant 

with relevant process and legislations. 
3. Effective and timely supervision of staff activities and performances within the unit to ensure 

individual work plans are met. 
4. All reports are submitted with the agreed time frames and meet the standard reporting 

requirements. 
 

PERSON SPECIFICATION 

In addition to relevant Bachelor degree in Geospatial science or equivalent work experience, the 
following knowledge ,experience, skills and abilities are required to successfully undertake this role:.  

 

Knowledge and Experience  

1. At least 3 years of practical and supervisory experience in the implementation of GIS projects. 
2. Working knowledge of land use planning, GIS/RS applications and relevant acts and 

legislations including the Fijian Constitution, State Lands Act, Town planning and 
Environmental Management Acts. 

3. Professionally competent with the use of GIS software (ArcGIS an advantage), GPS and 
Microsoft Office Suite. 

4. Understanding of teams and how to build and maintain high performing teams.  

 

Skills and Abilities 

1. Demonstrate good leadership, excellent written and verbal communication skills including 
managing and motivating staff at different levels by providing the team with clear objectives and 
inspire a positive attitude to work. 

2. Ability to coordinate, monitor and deliver technical work programmes. 
3. Demonstrate sound reporting and analytical skills with ability to assess complex problems, 

identify options and formulate sound recommendations on data and system improvements. 
4. Innovative with ability to effectively communicate and engage with a wide range of 

stakeholders. 
5. Capacity to implement spatial data standards. 
6. Demonstrated ability to maintain confidentially and neutrality, in a sensitive environment.    
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Personal Character & Eligibility 
 

Applicants for employment in the Ministry must be Fijian Citizens, under the age of 55, in sound 
health, with a clear police record. The successful applicant will be required to provide a medical 
certificate and police clearance as a condition of employment. The successful applicant will be 
required to provide a medical certificate and police clearance as a condition of employment. 
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