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MINISTRY OF iTAUKEI AFFAIRS 

                                          APPLICATION PACKAGE 

Thank you for your interest in the position being advertised. 

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

 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 Authorization 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. 

OUR VALUES 

The Ministry of iTaukei Affairs staff are required to uphold the Ministry Values and the PSC Code of 

Conduct. 

These values set out the behavior expected of all Ministry Staff in the work that they do. 

Ministry Values: 

1. We will uphold and promote the integrity of iTaukei customs and tradition 

2. We will be transparent and accountable in the conduct of our business 

3. We will free ourselves from all forms of discrimination 

4. We will promote respect within the Ministry 

5. We will maintain the highest standards of professional integrity 

http://www.apsc.gov.au/aps-employment-policy-and-advice/aps-values-and-code-of-conduct
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6. We will deliver efficient and friendly services to all our customers 

7. We will ensure a safe and pleasant working environment 

8. We will promote and maintain the Ministry as a learning institution.  

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 Authorization 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 or  

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

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

 

ROLE DESCRIPTIONS 
 

CORPORATE SERVICES DIVISION 
MTA 30/2022 DEPUTY SECRETARY for iTAUKEI AFFAIRS 
CORPORATE INFORMATION 

1. Position Level:   Salary Band M 

2. Salary Range:  $74,710.90 - $95,783.20 

3. Duty Station    Suva  

4. Contract Duration: 5years 

5. Reporting Responsibilities: 

a. Reports To: Permanent Secretary  

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

   Non-Government Organizations and other stakeholders 

c. Subordinates:     Ministry of iTaukei Affairs [MTA] staff. 

POSITION PURPOSE 

The position will provide policy advice on the administration and operation of the organization. The overall 

objective of the position is to ensure that administrative management is effective and efficient; this includes 

the development and alignment of organizational activities and outputs of the Ministry of iTaukei Affairs 

(MTA).  

 

KEY RESPONSIBILITY AREAS  

The position will work with relevant management and staff, in accordance with Guidelines, policies and 

legislative requirements, meeting the operational needs of iTaukei Affairs:- 

1. Develop Annual Corporate Plans, and the alignment of organizational goals to national objectives. 

2. Ensure compliant financial processes are implemented and that organizational resources are 

effectively managed; 

3. Establish Monitoring & Evaluation mechanisms to assess the sustainability and quality of outputs 

achieved; 

4. Oversee the coordination and integration of government initiatives to encourage Public Service 

Reform; including the implementation and application of the Open Merit System; develop job 

evaluation and performance management systems, succession planning including establish 

disciplinary procedures for the organization;   

5. Oversee the management and welfare of Human resources within the organization;  
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6. Administer the four divisions within the MTA including that of the legally mandated office of the 

Chairman of the iTaukei Lands and Fisheries Commission, and that of the iTaukei Lands Appeals 

Tribunal that preside over iTaukei Lands dispute; 

7. Facilitate and encouraging change management through participation in the Fiji Business 

Excellence Awards and the implementation of the iTaukei Good Governance Framework;   

8. Assume delegated responsibilities of the Permanent Secretary, in the absence of the Permanent 

Secretary;  

9. Oversee the Village Guideline programme; and assume the role of Chairman to the Executive 

Committee for the Fiji Locally Managed Marine Areas Network and any other adhoc Committees 

established within the organization; 

10. 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. Develop and implement the Operational Plans in alignment with organisation goals and establishing 
monitoring and evaluation mechanics in assessing the sustainability and quality of outputs achieved 
within the required timeframe; 

2. Ensure compliance with relevant legislative and policy requirements within the Ministry; 
3. Implement effective strategies in compliance with governments new reform policies to better 

manage the Ministry within an agreed timeframe 
 

PERSON SPECIFICATION 

A relevant tertiary qualification in a relevant field of study and a Master’s in Public Administration or or 

equivalent (and/or work experience).  

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

KNOWLEDGE AND EXPERIENCE 

1. At least ten (10) years’ experience in overseeing operations within a relevant large/complex 

organization; 

2. Demonstrated significance experience in formulating policies and planning in an organization;  

3. Significant experience in managing Human Resources, and managing financial and physical resources 

within an organization; 

4. Extensive demonstrated experience in implementing change in a diverse organisation; 

5. Working knowledge in applicable legislation and understanding of iTaukei Administration with its 

various levels, including the responsibilities of iTaukei Institutions; 

6. Some understanding of development issues, including experience of working with and in a community; 

and 

7. Sound knowledge of public administration policy, judgment, decision making and practice. 

 

SKILLS AND ABILITIES 

1. Excellent leadership and management skills; 

2. Demonstrate the ability to manage and motivate staff at different levels and from different 

experiences in a rapidly changing environment; 

3. Strong ability to plan for and meet tight deadlines in relation to the area of responsibility; 

4. Demonstrate the ability to analyze and solve complex problems, in a resource constrained 

environment; 
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5. Strong communication skills and ability to effectively consult with others to develop and implement  

sound internal policy and procedures; 

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

7. Capacity to utilize computer programs to support the operations of complex organisation; and 

8. Demonstrated the ability to apply a service oriented approach, with the commitment to supporting 

both the operational and the corporate environment  

 

PERSONAL CHARACTER 

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

 

 
 

  
 

 


