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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 Public Service Values and Code of Conduct.  

These values set out the behaviour 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.  

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

through the Senior Executive Service.  

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

13. The public service focuses on achieving results and managing performance.  
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http://www.apsc.gov.au/aps-employment-policy-and-advice/aps-values-and-code-of-conduct
http://www.apsc.gov.au/aps-employment-policy-and-advice/aps-values-and-code-of-conduct
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 and vaccination card (fully 

vaccinated). 

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 Authorisation form; (below) 

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

 Certified copies of transcripts/certificates 

 Copy of your vaccination card (fully vaccinated) 

 Certified Birth Certificate 

  

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:  

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

 Delivered to: iTaukei Trust Fund Building, 87 Queen Elizabeth Drive, Nasese, Suva 

 Posted to: Ministry of iTaukei Affairs, PO Box 2100, Government Buildings, Suva. 

IMPORTANT:  

Applications Close at 4.30pm, Monday 1st November, 2021. Late and incomplete applications 

will not be considered.  

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

1074/1075 & 1009.  
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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:  
  

  Mobile:    

Are  you  a  Fijian  
Citizen?  
  

  ☐ YES     ☐ NO   

GENDER information 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:  
  

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: …………………………………..……………..  
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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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  MINISTRY OF ITAUKEI AFFAIRS 

                               CAREER OPPORTUNITIES 
 

 

The Ministry of iTaukei Affairs invites suitably qualified and eligible applicants for the 

vacant positions below. 

 

JOB DESCRIPTION 
 

CORPORATE SERVICES DIVISION 
MTA 15/2021: 3x DRIVER  

CORPORATE INFORMATION 

1. Position Level  :  Government Wage Earner 

2. Wages   :  $5.37/hr  

3. Duty Station  :  Suva 

4. Contract Duration : 5 years 

5. Reporting Responsibilities; 

a. Reports To : Administrative Officer [Asset Management] 

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

c. Subordinates : Nil 

POSITION PURPOSE 

These position(s) provide transportation for Ministry staff and other stakeholders to and from various 

destinations as instructed.  

KEY RESPONSIBILITIES AREA 

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 as per standard operating procedures (SOPs);  

4. Immediately report accidents with submission of associated Police reports etc.;and 

5. Assist in Roadshows organised by the Ministry in terms of delivering satisfactory customer 

service to the iTaukei Communities. 
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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; and 

3. High level of Customer Service provided. 

 

PERSON SPECIFICATIONS  

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

driving licence with a valid 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 with an extensive off road driving 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 Land Transport regulations and relevant transport and traffic legislation. 

 

SKILLS AND ABILITIES  

1. Demonstrated ability to safely and legally drive manual, 4Wheel Drives 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. 

 

MTA 16/2021 TELEPHONE OPERATOR 

CORPORATE INFORMATION 

1. Position Level  :  Government Wage Earner 

2. Wages      :  $5.37/hr  

3. Salary Band / Step : Salary Band B, Step 1 - 4 

4. Duty Station              :           Suva  

5. Reporting Responsibilities; 

a. Reports To : EO HR 

b. Liaises with : Ministry staff, Government agencies, General  

Public  

POSITION PURPOSE 

To be the initial face and voice of the Ministry assisting callers and visitors and providing associated 

support. 
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KEY RESPONSIBILITIES AREAS 

The position will achieve its purpose through the following: 

1. Acting as Receptionist - Greet and direct visitors, providing assistance to them as required. 

2. Providing switchboard services –  Provides information and assistance regarding telephone 

numbers and complete certain types of calls; 

3. Providing administrative support in line with the reception duties 

4. Provide assistance to PA-PSTA in typing and preparations of Tabua Permit letters for signing 

and also respond to queries regarding tabua permits. 

5. Assist customers in completing Customer Survey Form. 

 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 

1. Telephone Log book 

2. Customer Service feedback reports 

3. Tabua register 

 

PERSON SPECIFICATIONS 

In addition to a pass in Fiji Seven Form Examination [FSFE] or equivalent, the following Knowledge, 

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

 

KNOWLEDGE AND EXPERIENCE 

1. Two  (2 ) years’ experience using a multi-line telephone system; 

2. Experience in the use of Computer software’s – MS Office-Word/Excel etc; 

3. Working knowledge of operations and customer service techniques; 

4. Operates standard office equipment: typewriters, computers, photocopiers and FAX machine 

 

SKILLS AND ABILITIES 

1. Ability to communicate effectively on phone and in person; 

2. Think quickly and communicate orally with person, variety of callers and handle a high volume 

of calls; 

3. Good communication skills – able to effectively articulate information and respond to 

questions; 

4. Good interpersonal skills - Ability to relate and work well with diverse community population; 

5. Ability to operate standard office equipment; typewriters, photocopiers and FAX machines. 
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DEVELOPMENT SERVICES DIVISION 
 
MTA 17/2021: SENIOR RESEARCH OFFICER [ENVIRONMENT] 
CORPORATE INFORMATION: 

1. Position Level:  Salary Band I 
2. Salary Range:  $43,296.63 - $55,508.50 
3. Duty Station:  Headquarters 
4. Contract Duration:  5 years 
5. Reporting Responsibilities: 

a) Reports to: Director Development Services (DD) through the Principal Research                
Officer (PRO) 

b) Liaises with:  PS’s, Ministry HOD’s, Senior Managers & Staff at All 
                                 levels, Other Agencies in Government, stakeholders 

c) Subordinates:  Clerical Officer (Environment).  

 

POSITION PURPOSE 

The position reports to the Director through the Principal Research Officer (PRO). The officer provides 

policy advice on environmental matters with the focus on promoting sustainable development within 

iTaukei communities. The officer assists with the implementation and coordination of Ministry 

programmes and policies, and alignment to national objectives in the National Climate Change Policy, 

Disaster Risk Management Policies and other Environment related Frameworks. In doing so, the 

officer works in consultation and collaboration with iTaukei Institutions, Government agencies, and 

Non-Government organization (NGO’s). 

KEY RESPONSIBILITIES 

The position will achieve its purpose through the following:  

1. Assist in the provision of policy advice on environmental development  through the 

formulation of well researched policy papers;  

2. Facilitate and develop initiatives related to the National Climate Change Policy, Disaster Risk 

Management and other Environment related Frameworks;   

3. Assist with the promotion of innovative ideas focused on collective resource management; 

4. Effectively monitor and report on the programmes and policies implemented;  

5. Secretariat to the National iTaukei Resource Owners Council (NTROC) meeting,  and iTaukei 

Executive Forum (TEF);  

6. Assist with the implementation of various environmental  and NGO’s initiatives;   

7. Provide quarterly performance assessments; and    

8. Ensure the timely submission of monthly reports. 

 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 
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1. Empowerment for the iTaukei through environmental initiatives; 

2. Integrated approach to effectively address Climate Change and Disaster Management 

3. Corporate requirements and organizational inputs contributed to in line with Ministry 

requirements. 

POSITION SPECIFICATION 

In addition to a University degree in Environmental Studies, Development studies or Natural 

Resource Economics, 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 or corporate work 

environment 

2. Experience in dealing with Environmental issues. 

3. Knowledge of support mechanism in the Policy, Planning & Research;  

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

5. Understanding  of  the  Fijian  Constitution  (2013)  and  applicable  public  sector  policies  

and procedures. 

SKILLS AND ABILITIES 

1. A good researcher and possess in depth research writing skills 

2. Excellent   written   and   verbal   communication   skills with   pleasant ability   to communicate 

with people from diverse background. 

3. Possess a pro-active and professional attitude, able to prioritize, multi-task, complete work 

accurately in a timely manner with little or no supervision. 

4.  Proven  self-starter  and  an  effective  team  player  possessing  a  high  professional 

personality  with  the  ability  to  maintain  high  standards and manage resources  and staffs 

with  the  capacity  to  work  diplomatically  to  meet  tight  deadlines  in  a  high performing 

working environment. 

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

environment of the organization. 

6. Demonstrated ability to maintain confidentiality and neutrality in a sensitive environment 
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ITAUKEI LANDS & FISHERIES COMMISSION 
 
MTA 18/2021: SENIOR TECHNICAL OFFICER (DEMARCATION) 

CORPORATE INFORMATION 

1.   Position Level :    H     
2.   Salary Range :  $34,760.31 - $44,564.50         
3.   Duty Station :  Suva 
4.   Reporting Responsibilities: 

a Reports To :  Principal Technical Officer  
b. Liaises with :  Ministry Staff, Land owners and other stakeholders 
c. Subordinates :  Technical Officers I, Technical Officer II and   Technical Assistant  
 

POSITION PURPOSE 

The position is required to liaise with Principal Technical Officer on planning strategies and developing 

operation initiatives of the program to be aligned to the Divisional Business plan and further 

enhancement of our role within the Ministry’s key objectives. 

 
KEY RESPONSIBILITIES 

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

1. Demarcation work is monitored and reported on its progress 

2. Work Plans are prepared quarterly and annually 

3. Liaise closely with Senior Surveyor on the Survey of Demarcated boundaries 

4. All reports from the field are timely and well prepared. 

 
KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 

1. Demarcation work programs are strategically planned in terms of resources  

2. Continuous awareness with all key stake holders 

3. Preparation newly Surveyed, Register of iTaukei Land Titles  

4. Compilation of sub unit reports 

 

PERSON SPECIFICATION 

In addition to University qualifications [or equivalent] or similar to the following Knowledge, 

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

KNOWLEDGE AND EXPERIENCE 

1. 3 years relevant exposure and experience in this particular field 
2. Confident in addressing any iTaukei stakeholders forum 
3. Understands field camp procedures and subordinates welfare 
4. Sound knowledge of Land Survey practices 
5. Liaise with relevant land stakeholders on iTaukei land issues. 

 
SKILLS AND ABILITIES 
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1. Has sound leadership and mentoring skills 
2. Liaise with Lands department on the latest Mapping techniques 
3. Good skill sets on data collating and report compilation 
4. Ability to handle stressful situation when confronted with land related issues. 

 
MTA 19/2021: SENIOR ADMINISTRATIVE OFFICER (VOLA NI KAWA BULA ) 
 
CORPORATE INFORMATION 

1. Position Level:  Band G 
2. Salary Range:  $28,605.45 - $38,140.60 
3. Duty Station:  Suva  
4. Contract Duration: 5years 
5. Reporting Responsibilities: 

a. Reports to:  Principal Administrative Officer (Vola ni Kawa Bula /Operations)  
b. Liaises with:   Ministry staff and relevant stakeholders 
c. Subordinates:   Administrative Officer (Vola ni Kawa Bula),  Administrative 

Officer (Vola ni Kawa Bula Computerisation) 
 
POSITION PURPOSE 

This position will be responsible to the Principal Administration Officer (iTaukei Lands and Fisheries 

Commission).The position requires daily submission, tasking and deployment of Vola ni Kawa Bula 

Staffs. The incumbent is to ensure that accurate and timely updating of the Vola ni Kawa Bula and 

related registers are prompt. Issue instructions to mend, insert and delete of names from Vola ni 

Kawa Bula. Advice, seek assistance from confirmation of information from the fourteen (14) 

Provincial Offices or Roko Tui’s. Conduct investigations and officiate in formal iTaukei Lands and 

Fisheries Commission sittings and advice on Vola ni Kawa Bula related matters.  

 
KEY RESPONSIBILITIES AREA 

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

1. To strengthen the existing Leadership Model 

2. To reviewing & streamline organisational structure, business processes and procedures in 

the Vola ni Kawa Bula Unit. 

3. To encourage productivity and performance in the Unit. 

4. To monitor the establishment of parte with relevant stakeholders 

5. To manage and monitor the updating of Manual Vola ni Kawa Bula records 

6. To manage and monitor  the updating of Digitized Vola ni Kawa Bula records 

7. To assist in the prompt resolutions in Dispute on Vola ni Kawa Bula and titular Issues 

8. To ensure compliance to Disciplinary process in the Vola ni Kawa Bula unit 

9. To conduct/ facilitate internal training & staff development. 

10. To create a conducive environment for a healthy workforce. 

11. To officiate in the  transfer of names in the Vola ni Kawa Bula (VKB) 

12. To officiate in the  deletion of names from Vola ni Kawa Bula  through Oath 

13. To assist in the compiling of relevant Vola ni Kawa Bula data and statistics for concrete 

parliamentary responses, cabinet paper and ministerial briefs. 

14. To conduct comprehensive researches  solidify recommendations and decisions of the 

Chairman, iTaukei Lands and Fisheries Commission. 
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KEY PERFORMANCE INDICATORS 

 
Performance will be measured through the following indicators: 

1. Good Management Skills 

2. Well versed with iTaukei Customs & Traditions 

3. Fluent and good command in the iTaukei Language(verbal & written) 

4. Good communication Skills in English  

5. Sound Knowledge of the legislation of the iTaukei Affairs 

6. Good computer skills 

PERSON SPECIFICATION 

In addition to an undergraduate Degree in Management and Public Administration, Business 
Administration or equivalent from a recognized Institution the following Knowledge, Experience, 
Skills and Abilities are required to successfully undertake this role. 
 
KNOWLEDGE AND EXPERIENCE  

1. 3years experience and exposure in similar field; 

2. Familiarity with traditional & customary protocols; 

3. Some experience and knowledge on financial management and analysis and generally 

accepted accounting principles; 

4. Familiarity with government and other relevant stakeholders’ systems and processes; and 

5. Understand relevant legislation, policies and procedures. 

 
 
SKILLS AND ABILITIES 

1. Report writing and communication skills  

2. Has innovative qualities; 

3. Excellent networking and Interpersonal Skills; 

4. Ability to work as a Team; and 

5. Time Management skills; and 

6. Computing Literacy in database application. 

 
MTA 20/2021: CLERICAL OFFICER [VANUA] 
 
CORPORATE INFORMATION 

1.   Position Level :         Band C 
2.   Salary Band :          $ 12,081.69 - $15,489.35  
3.   Duty Station :           Headquarters, Suva 
4.   Contract Duration : 5 years   
5.   Reporting Responsibilities: 

a. Reports To :   Executive Officer [Vanua] 
b. Liaises with:  Ministry Staff and relevant stakeholders 
c. Subordinates:   Nil 
 

POSITION PURPOSE 



15 

This position reports directly to the Executive Officer (Vanua) on matters concerning the Taukei Land 
enquiries /Customary Titles /Qoliqoli Boundary enquiries and the Amendments of TLFC Records for 
the Provinces of Ba and Namosi. 
 

KEY RESPONSIBILITIES AREA 

1. Confirmation and Registration of Customary titles  
2. Confirmation of Taukei Landownership and Boundaries 
3. Confirmation of names and titles on Waiver [CFR] /FNPF Forms 
4. Amendment of TLFC Records on reverted Extinct Mataqali Lands and Schedule A Lands 
5. Ensure that all enquiries relating to Vanua are properly and promptly serviced through face to 

face consultation, correspondence, telephone and Electronic Mail 
6. Attend to awareness program during MTA roadshows and Integration of Departments & NGOs 

during  Workshops and Consultations 
 

 
KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 
1. All research conducted in line with the legislative requirements; 
2. All administration services provided in accordance with legislative requirements and approved 

Ministry policy and procedures; 
3. Meetings and travel organised effectively and to meet the needs of operational plans. 

   
 
 
PERSON SPECIFICATION 

In addition to a pass in the Fiji Seventh Form Examination/ Certificate of relevance (or equivalent 
work experience), the following knowledge, experience, skills and abilities are required to successfully 
undertake this role 

 
KNOWLEDGE AND EXPERIENCE  

1. Some knowledge and research experience 
2. Self-motivated 
3. Some understanding of relevant legislation, policies and procedures 
4. To be well versed with iTaukei Customs and traditions 
5. To have basic computer knowledge 
6. Fluent and good command of the iTaukei Language in verbal and written  

 
 
SKILLS AND ABILITIES 

1. Report writing  
2. Strong analytical and communication skills 
3. Interpersonal Skills 
4. Ability to work as a Team 
5. Computing skill/Literacy in computing applications 
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MTA 21/2021: CLERICAL OFFICER [VKB COMPUTERIZATION] 
 
CORPORATE INFORMATION 

1.   Position Level:     Band C  
2.   Salary Range:          $ 1 2 , 0 8 1 . 6 9  -  $ 1 5 , 4 8 9 . 3 5  
3 .  Contract Duration:  5  y e a r s  
3.   Duty Station:     Suva         
4.   Reporting Responsibilities:  

a. Reports To:   Executive Officer (Computerization) 
b. Liaises with:  Ministry staff & relevant stakeholders 
c. Subordinates:      Nil 

 
POSITION PURPOSE 

This position ensures that all names in the Vola ni Kawa Bula (VKB) are digitized and liaise with 
relevant stakeholders on VKB computerisation related issues.  

KEY RESPONSIBILITIES AREA 

1. Entering of names into the Vola ni Kawa Bula register and in the Vola ni Kawa Bula database; 
2. Deleting of names into the Vola ni Kawa Bula register as in the Vola ni Kawa Bula database; 
3. Transferring Names into the Vola ni Kawa Bula Database from one Mataqali to another as 

confirmed in the Vola ni Kawa Bula; 
4. Amend details such as Names and Dates into the Vola ni Kawa Bula Database as in the Birth 

Certificates; 
5. Issuing of Vola ni Kawa Bula certificate and copies of the Vola ni Kawa Bula 
6. Receiving and receipting revenues  
7. Enter Names of Agnate Descendants Register; 
8. Submit weekly activity reports; and 
9. Actively contribute to all corporate requirements of the Ministry, including planning, 

budgeting and human resources activities where required.  
 
KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 
1. Monthly targets achieved in a timely manner; 
2. Proper Cataloguing/Verifying of data are done without errors; 
3. Meetings and travel organised effectively and to meet the needs of operational plans 

 
PERSON SPECIFICATION 

In addition to a pass in the Fiji Seventh Form Examination/ Certificate in computing studies (or 
equivalent work experience), the following knowledge, experience, skills and abilities are required to 
successfully undertake this role: 

 
KNOWLEDGE AND EXPERIENCE  

1. At least 2 years’ experience in data entering field; 
2. Knowledge of Financial Accounting System & Principles; 
3. Knowledge of computing concepts; and 
4. Understanding of the Fijian Constitution (2013) and applicable laws of Fiji. 
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SKILLS AND ABILITIES 
1. Demonstrated ability in report writing  
2. Good communication & interpersonal skills 
3. Demonstrated ability to work cooperatively within a team environment. 
4. Demonstrated ability to ensure set deadlines are met. 
5. Capacity to utilise computer programs to support daily operations; and 
6. Service oriented approach, with a commitment to supporting the operational and corporate 

environment of the organisation. 
 

MTA 22/2021: CLERICAL OFFICER [VKB COMPUTERIZATION- MACUATA] 
 
CORPORATE INFORMATION 

1.   Position Level:     Band C  
2.   Salary Range:          $ 1 2 , 0 8 1 . 6 9  -  $ 1 5 , 4 8 9 . 3 5  
3 .  Contract Duration:  1  y e a r  
3.   Duty Station:     Macuata Provincial Office       
4.   Reporting Responsibilities:  

a. Reports To:   Executive Officer (Computerization) 
b. Liaises with:  Ministry staff & relevant stakeholders 
c. Subordinates:      Nil 

 
POSITION PURPOSE 

This position ensures that all names in the Vola ni Kawa Bula (VKB) of the Province of Macuata are digitized 

and liaise with relevant stakeholders on VKB computerization related issues 

KEY RESPONSOBILITIES AREA 

1. Entering of names into the Vola ni Kawa Bula register and in the Vola ni Kawa Bula database; 
2. Deleting of names into the Vola ni Kawa Bula register as in the Vola ni Kawa Bula database; 
3. Transferring Names into the Vola ni Kawa Bula Database from one Mataqali to another as 

confirmed in the Vola ni Kawa Bula; 
4. Amend details such as Names and Dates into the Vola ni Kawa Bula Database as in the Birth 

Certificates; 
5. Issuing of Vola ni Kawa Bula certificate and copies of the Vola ni Kawa Bula 
6. Receiving and receipting revenues  
7. Enter Names of Agnate Descendants Register; 
8. Submit weekly activity reports; and 
9. Actively contribute to all corporate requirements of the Ministry, including planning, 

budgeting and human resources activities where required.  
 
KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 
1. Monthly targets achieved in a timely manner; 
2. Proper Cataloguing/Verifying of data are done without errors; 
3. Meetings and travel organised effectively and to meet the needs of operational plans 
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PERSON SPECIFICATION 

In addition to a pass in the Fiji Seventh Form Examination/ Certificate in computing studies (or 
equivalent work experience), the following knowledge, experience, skills and abilities are required to 
successfully undertake this role: 

 
KNOWLEDGE AND EXPERIENCE  

1. At least 2 years’ experience in data entry; 
2. Knowledge of Financial Accounting System & Principles; 
3. Knowledge of computing concepts; and 
4. Understanding of the Fijian Constitution (2013) and applicable laws of Fiji. 

 
SKILLS AND ABILITIES 

1. Demonstrated ability in report writing  
2. Good communication & interpersonal skills 
3. Demonstrated ability to work cooperatively within a team environment. 
4. Demonstrated ability to ensure set deadlines are met. 
5. Capacity to utilise computer programs to support daily operations; and 
6. Service oriented approach, with a commitment to supporting the operational and corporate 

environment of the organisation. 
 
 
MTA 23/2021 MESSENGER -  ITAUKEI LANDS & FISHERIES COMMISSION 
CORPORATE INFORMATION 

1. Position Level  :  Band A 

2. Wages   :  $4.60 - $5.90/hr  

3. Duty Station  :  Suva  

4. Contract Duration : 5 years 

5. Reporting Responsibilities; 

a. Reports To : Principal Admin Officer (Vola ni Kawa Bula/ Operations) 
b.   Liaises with : Ministry staff and relevant stakeholders 
c.   Subordinates : Nil 

 

POSITION PURPOSE 

This position provides reliable messenger services and reliable and safe hygienic services to the 

iTaukei Lands and Fisheries Commission. 

KEY RESPONSIBILITIES AREA 

The position will achieve its purpose through the following duties: 

1. Process incoming mails and outgoing mail as per Record Management practices and 
procedures; 

2. Attend to customer services as the front desk officer; 
3. Assist TLFC officers with clerical duties, such as photocopying, scanning, faxing and filling;  
4. Ensure office kitchen is kept clean at all times and the required essential 

equipment/resources are always available; and 
5. Actively contribute to all corporate requirements of the Ministry, including planning, 

budgeting and human resource activities where required. 
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KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 

1. All incoming and outgoing mail/correspondence is processed as necessary in a timely and 
accurate manner; 

2. Timely and efficient customer services at the front desk office 
3. Timely response is provided to queries from mail/correspondence recipients and evidence 

provide; and 
4. Clean and safe office Kitchen with availability of required resources. 
 

PERSON SPECIFICATIONS 

In addition to a pass in Fiji School Leaving Certificate [FSLC] or equivalent work experience, the 

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

  

KNOWLEDGE AND EXPERIENCE 

1. At least 1year of minimum experience in a relevant field;   
2. Knowledge of standard office administrative practices;  
3. Well versed with the iTaukei customs and traditions; 
4. Basic knowledge of postal regulations; and 
5. Basic Knowledge of Health & Safety (OHS) legislation. 

 

 SKILLS AND ABILITIES 

1. Good communication and interpersonal skills with the ability to speak, read and write English 
and iTaukei; 

2. Ability to follow oral and written instructions and meet set deadlines in particular with regards 
to organizing large quantities of materials for dispatch; 

3. Demonstrated ability to maintain confidentiality, in a public sector environment; 
4. Capacity to utilize computer programs to support daily operations; and 
5. Service oriented approach, with a commitment to supporting the operational and corporate 

environment of the organisation. 
 
PERSONAL CHARACTER 

Applicants for employment in the Ministry of iTaukei Affairs must be of good character, with a 

background that demonstrates their commitment to the civil service values contained in the Fijian 

Constitution. Applicants must also be Fijian Citizens, under age 55, in sound health, with a clear 

police record. The selected applicant will be required to provide a medical certificate, vaccination 
card (fully vaccinated) and police clearance prior to taking up the duty.  

The Ministry of iTaukei Affairs is an Equal Employment Opportunity Employer.  Applications are 

encouraged from all eligible, qualified applicants.  All applicants must address the specific 

knowledge, experience, skills and abilities required for the job, as this criteria will be considered 

in assessing the relative suitability of applicants.  

 

 
 

  
 


