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MINISTRY OF iTAUKEI AFFAIRS 

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 the Ministry of  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. 

OUR VISION 

A Transformed iTaukei Family for a better Fiji. 

OUR VALUES 

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

of Conduct. 

These values set out the behaviour 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 trandition 

2. We will be transperant 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 The Ministry of iTaukei Affairs 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); 

 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 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.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, Tuesday, 15th September 2020.  

Sent to : 

The Permanent Secretary, Ministry of iTaukei Affairs, P.O.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 on 3100909Ext 1074/1075/1009 
 

 

 

mailto:itaukei.vacancies@govnet.gov.f
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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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ROLE DESCRIPTION 
 

MTA 16/2020: RE-ADVERTISED: ACCOUNTS OFFICER 

CORPORATE INFORMATION 

1.   Position Level   :    Band F 
2.   Salary Range   :    $ 2 2 , 5 2 8 . 7 4  -  $ 2 8 , 8 8 3 . 0 0  
3 .  Contract Duration                            :    3 years 
4.   Duty Station   :     Headquarters, Nasese, Suva  
5.   Reporting Responsibilities 

a. Reports To   :      Senior Accountant 
b. Liaises with  :     Ministry staff, customer and relevant stakeholders                                          
c. Subordinates  :      Clerical Officer Wages & Clerical Officer Salaries 

 

POSITION PURPOSE 

The position is responsible for administrating funds and budget estimates for the Ministry of 
iTaukei Affairs for the protection and promotion of iTaukei interests. 
 
 
KEY RESPONSIBILITIES 

1. Supervise the accounting function in particular the management of payroll for both Salaries 
and Wages and ensuring staffs are paid correctly according to the approved rates; 

2. Ensure that proper recording of Fixed Assets and compliance to Annual Procurement Plan 
and the Procurement Regulations; 

3. Oversee the monthly reconciliations and lodgments of all the Trust Funds and Salary and 
Wages accounts to ensure they are prepared and submitted to Finance within agreed 
timeframes; 

4. Prepare all responses to enquiries from the Auditor General's office by liaising with other 
sections for their relevant input; 

5. Monitor all ledger postings to ensure acquitted to the correct budget allocation; 
6. Ensure that non-expenditure ledger for Accounts Section is maintained for the Annual 

Board of Survey; and 
7. Actively contribute to all corporate requirements of the Ministry, including planning, 

budgeting and human resource activities where required. 

 

PERSON SPECIFICATION 

In addition to an undergraduate Degree in Accounting/Finance/Commerce from an accredited 
University and a Provisional Member of the Fiji Institute of Accountants 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’ experience working in an accounting field or similar; 
2. Sound Knowledge of Financial Instructions, Regulations and Policies; and  
3. Sound understanding of accounting principles. 
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SKILLS AND ABILITIES 

1. Ability to achieve results personally and through effective team leadership; 
2. Sound communication, interpersonal and representational skills; 
3. Demonstrated ability to lead, plan and organize activities, projects and work cooperatively 

within a team environment; 
4. Ability to meet strict timelines; 
5. Ability to follow guidelines and appropriately apply processes; 
6. Capacity to utilise computer programs to support daily operations; and 
7. Service oriented approach, with a commitment to supporting the operational and corporate 

environment of the organisation. 

 

MTA 17/2020: RE-ADVERTISED: CLERICAL OFFICER [PAYMENTS] 

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  :  Assistant Accounts Officer   
b) Liaises with  :  Ministry staff and relevant stakeholders 
c) Subordinates  :   None 

 
POSITION PURPOSE  
The position ensures the facilitation in the processing of utility bills and to ensure all payments are 
made appropriately on daily basis and debtors’ records are maintained/updated accordingly.  
 
KEY RESPONSIBILITIES 
 

1. Ensure correct payment of utility bills done on monthly basis and updated in register; 
2. Facilitate payment of I Taukei Affairs Board Grants on Quarterly basis; 
3. Prepare & process Payment Vouchers to settle accounts to Telecom Fiji Ltd, Vodafone Fiji 

Ltd, UNWIRED, TOTAL Fiji Ltd, Water Authority of Fiji, Fiji Times Ltd, Fiji Sun Ltd, Post Fiji 
Ltd, Sky Pacific, Internet Connect  & Fiji Electricity Authority; 

4. Prepare & process Quarterly payments on iTaukei Affairs Board Grant; 
5. Maintain Payment Register and Analysis; 
6. Update Supervisor on the variation in payments; 
7. Facilitate the provision of effective administrative support to the Permanent Secretary, 

Deputy Secretary, Director Corporate, Manager Human Resource, and Senior Accountant; 
and  

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

budgeting and human resource activities where required. 

 
 
PERSON SPECIFICATION 
In addition to a pass in Fiji Seventh Form Examination the following Knowledge, Experience, Skills 
and Abilities are required to successfully undertake this role: 
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KNOWLEDGE AND EXPERIENCE  

1. Prior experience in facilitating payments in an accounting field; 
2. Sound Knowledge of accounting systems and policies; and 
3. Experinece in being part of and contributing to an effective and able to meet strict 

deadlines. 
 

SKILLS AND ABILITIES 
1. Must have the ability to work under pressure; 
2. Must have good communication skills - written and oral; 
3. Ability to pay attention to details;  
4. Demonstrated ability to work cooperatively within a team environment 
5. Capacity to utilise computer programs to support daily operations;  
6. Service oriented approach, with a commitment to supporting the operational and 

corporate environment of the organisation. 
 

 

MTA 18/2020: CLERICAL OFFICER  [MANAGEMENT INFORMATION SYSTEM] 

CORPORATE INFORMATION: 

1. Position level:    Salary Band C 

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

3. Duty Station:   Nasese, Suva Headquarters 

4. Contract Duration: 3 Years 

5. Reporting Responsibilities: 

a. Reports To :     Senior System Analyst Programmer 

b. Liaises with :     Ministry Staff & Relevant Stakeholders 

c. Subordinate :    None 

POSITION PURPOSE 

This position provides effective assistance in the provision of basic IT solutionto hardware and 
software matters. 

 

KEY RESPONSIBILITIES 

1) Equipment 

❖ Configure and deploy new workstations, laptops and peripheral equipment. 
❖ Install, troubleshoot, repair, update and maintain workstations and laptops. 
❖ Troubleshoot and repair telephone handsets. 
❖ Install, maintain, and troubleshoot printers/copiers. 

 

2) Software 

❖ Provide software and system troubleshooting and support. 
❖ Make software available to appropriate users 

 

3) Network 
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❖ Install, maintain, troubleshoot, wireless and other network infrastructure. 
 

4) Helpdesk Operations  

❖ Provide friendly and customer oriented approach at all times. 
  

5) Other Duties 

❖ Facilitate the provision of effective administrative support to PSTA, DSTA and DCS through 
the adherence to directives and the implementation of tasks as may be assisted from time 
to time. 

❖ Maintain inventory records of all ICT equipment. 
 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 

1. Information Technology assistance to achieve Information System Unit’s plan; 
2. All Information System Unit functions carried out in compliance with the policy and 

procedures; and 
3. All complaints are attended to and resolved within the shortest time possible. 

 

 

PERSONAL   SPECIFICATION 

In addition to a pass in Fiji Seventh Form Examination or Certificate in Computing the following 
Knowledge, Experience, Skills and Abilities are required to successfully undertake this role: 
 

KNOWLEDGE AND EXPERIENCE. 

1) Excellent practical working knowledge of Windows Operating Systems and 
Microsoft Office Applications; 

2) Computer skills required when updating computer records of staff;  
3) Practical working knowledge of record keeping; and 
4) Practical working knowledge of Information Technology (IT) Inventory. 

 
SKILLS AND ABILITIES 

1) Demonstrated report writing skills; 
2) Analytical and problem solving skills with the ability to perform well under pressure with 

minimum supervision; 
3) Sound communication, interpersonal and representational skills; 
4) Demonstrated ability to work cooperative within a team environment; 
5) Ability to meet strict timelines; and  
6) Service oriented approach, with a commitment to supporting the operational and 

corporate environment of the organisation. 
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MTA 19/2020: MESSENGER/CLEANER - CORPORATE SERVICES DIVISION 

CORPORATE INFORMATION 

1. Position Level  :  Salary Band A 

2. Wages   :  $4.60 - $5.90/hr  

3. Duty Station  :  Suva (Headquarters) 

4. Contract Duration : 3 years 

5. Reporting Responsibilities; 

a. Reports To : Executive Officer [Human Resource] 

b. Liaises with : Ministry staff 

c. Subordinates : Nil 

POSITION PURPOSE 

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

Corporate Services Division. 

KEY RESPONSIBILITIES 

The position will achieve its purpose through the following duties; 

1. Process incoming mails and outgoing mail as per division procedures; 
2. Maintain a detailed record of all mails received and delivered; 
3. Respond to related queries from mail recipients; 
4. Meeting the General public and directing them to the relevant Divisions within the Ministry; 
5. Ensure office restrooms/ kitchen are kept clean and the required essential 

equipments/resources are always available;  
6. Assist the Clerical Officer (Registry) with clerical duties, such as photocopying, scanning faxing 

and filling; and 
7. Actively contribute to all corporate requirements of the Ministry, including planning, 

budgeting and human resource activities where required. 

 

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 response is provided to queries from mail/correspondence recipients and evidence 
provide; 

3. Clean and safe office Restroom and 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 similiar position;   
2. Knowledge of standard office administrative practices; and 
3. Basic knowledge of postal regulations;  
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4. 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 organising large quantities of materials for despatch; 

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

environment of the organisation. 
 

MTA 20/2020: TECHNICAL OFFICER SURVEY CLASS 1 

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:  Senior Surveyor and Principal Technical Officer 
      b) Liaises with:  Ministry Staff, Land Owning Units and other relevant Stakeholders 
      c) Subordinates:  Technical Officer II, Technical Assistant.  

POSITION PURPOSE 

The primary purpose of this position is to ensure that the survey of unsurveyed iTaukei Lands field 

work is implemented in liaison with the Senior Surveyor adhering to the best Land Survey practices 

of Fiji. 

KEY RESPONSIBILITIES 

1. Coordinate field operations. 
2. Ensure subordinates field gear and equipment is OHS compliant 
3. Ensure record of store issuance inventory are strictly followed 
4. Coordinate Surveys in accordance with the Surveyors Regulation of Fiji and guidelines   

stipulated on the Notice to Surveyors. 
5. Coordinate Surveys in liaison with the Boundary Demarcation officers 
6. The compilation of field data  to be processed for Survey Plan draughting 
7. Prepare accurate and informative field reports to be delivered monthly 
8. Actively contribute to all corporate requirements of the Ministry, including planning, 

budgeting and human resource activities where required. 

 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 

1. Success of field operation in meeting set targets and the overall progress of survey in the 
field in alignment to the output measure proposed in the Divisional Business Plan and the 
Annual Cost Operational Plan of the Ministry. 
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2. Well prepared field reports and Reports of subordinates are monitored 
3. Resolving  disputes/LOU issues amicably 
4. Ensuring subordinates are properly supervised and organized 

 

PERSON SPECIFICATION 

In addition to an Advanced Diploma in Land Surveying or equivalent from a recognized institution, 
or has had worked 5 years as a Technical officer II in the field of Land Surveying, the following 
knowledge ,experience, skills and abilities are required to successfully undertake this role:   

KNOWLEDGE AND EXPERIENCE 

1. Sound knowledge of iTaukei custom, tradition and language, spoken and written; 
2. Wide and proven experience in land surveying with a very good knowledge of Survey 

specifications and Standards; 
3. Well acquainted with the handling and application of electronic Survey instruments and 

software; 
4. Has had the experience of liaisons with key stakeholders; and 
5. Knowledge in Surveyor Act, Surveyors Regulation, Notice to Surveyors and other relevant 

legislations. 
 

SKILLS AND ABILITIES 

1. Ability to communicate with local communities and be professional and respectful to all 

customers; 

2. Demonstrated ability to manage team effectively; 

3. Demonstrated ability to write technical reports; 

4. Project planning and implementation of works programs; 

5. To be physically fit to carry out field work activities and be flexible to work long hours. 

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

corporate environment of the organisation. 

 

MTA 21/2020: RE-ADVERTISED: ADMINISTRATIVE OFFICER [VANUA] 

CORPORATE INFORMATION 

1.   Position Level:        Band F 
2.   Salary Band:          $ 2 2 , 5 2 8 . 7 4  -  $ 2 8 , 8 8 3 . 0 0   
3.   Duty Station:           Headquarters, Suva 
4.   Contract Duration: 3 years   
5.   Reporting Responsibilities: 

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

POSITION PURPOSE 
The purpose of this position is to assist the Senior Administrative Officer [Vanua] in the monitoring 
the daily operations of the Vanua Section in the clarifications of iTaukei land boundaries and 
ownership, Customary Titles and Customary Fishing Rights issues. 
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KEY DUTIES 

1. Continuous consultation with Senior Administrative Officer Vanua on section matters 
required by the Principle Administrative Officer. 

2. Monitors the preparation and research of dispute material reports and research of urgent 
Commission issues that is needed by the Prime Ministers Officer 

3. Planning, monitoring and reporting of vanua sections functions. 
4. Facilitate and presenting for the Leadership Awareness programme. 
5. Monitor and facilitate Commissions sittings on any dispute arising regarding Title, Land 

Boundaries and Customary Fishing Rights. 
6. Monitor the confirmation of Customary Titles. 
7. Monitor maintenance of records 
8. Actively contribute to all corporate requirements of the Ministry, including planning, 

budgeting and human resource activities where required. 

KEY PERFORMANCE INDICATORS 
Performance will be measured through the following indicators: 

1. All Vanua Units’ plans are developed, approved and implemented within the agreed 
timeframes;  

2. All Activities within the Vanua Unit completed and delivered as planned; and   
3. Complete compliance with relevant legislative requirements with the Commission.  

   
PERSON SPECIFICATION 
In addition to Bachelor in Office Administration/Pacific Vernacular or equivalent work experience, 
the following Knowledge, Experience, Skills and Abilities are required to successfully undertake 
this role. 
 
KNOWLEDGE AND EXPERIENCE  

1. 3 years of relevant experience; 
2. Knowledge of itaukei issues such as traditional operations and understanding of itaukei 

culture and its integrity; and 
3. Experience in conducting presentation and awreness programmes. 

 
SKILLS AND ABILITIES 

1. Demonstrated ability in producing punctual and quality reports for management; 
2. Proven analytical skills; 
3. Execellent communication and interpersonal skills; 
4. Demonstrated ability to research various topics 
5. Ability to work as a team; 
6. Capacity to implement spatial data standards;  
7. Demonstrated ability to maintain confidentially and neutrality, in a sensitive 

environment; 
8. Capacity to utilize computer programs to support daily operations; and 
9.  Service oriented approach, with a commitment to supporting the operational and              

corporate environment of the organisation. 
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MTA 22/2020: PROJECT CLERICAL OFFICER [IVOLA NI KAWA BULA COMPUTERISATION]  

CORPORATE INFORMATION 
1.   Position Level:          Salary Band C 
2.   Salary Range:           $ 1 2 , 0 8 1 . 6 9  -  $ 1 5 , 4 8 9 . 3 5  
3.   Duty Station:             Labasa 
4.   Contract Duration:   3 years 
5.   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 computerisation related issues 

KEY RESPONSIBILITIES 
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. Knowledege 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. 
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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 23/2020: 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 : 3 years 

5. Reporting Responsibilities; 

a. Reports To : Clerical Officer Admin  
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 

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. 

  

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. 
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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 organising large quantities of materials for despatch; 

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

environment of the organisation. 
 

 
 

MTA 24/2020: SENIOR ADMINISTRATIVE OFFICER [LANGUAGE] 

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:  Principal Administrative Officer 
b. Liaises with:  Ministry staff and relevant stakeholders. 
c. Subordinates:  Administrative Officer Language  

POSITION PURPOSE 

The position carries out research on iTaukei traditional Knowledge and culture and provides 

support for policy development and programs.  

KEY RESPONSIBILITIES  

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

1. Oversees the Language and Information Unit and is tasked with providing assistance 

for the organising of Divisional and national celebration of the iTaukei Festival; 

2. Develop curriculum, Work Plans and awareness packages with the objective of 

promoting iTaukei language and culture. This includes overseeing the efficient 

quarterly publication of the Lialiaci; 
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3. Establish standards and benchmarks for iTaukei Festivals, iTaukei crafts, this includes 

protecting authenticity and intellectual property related to Traditional Knowledge and 

Expressions of Culture;   

4. Carry out research on iTaukei language and facilitate the translation of all documents 

and materials for agencies, partners and stakeholders;  

5. Actively contribute to all corporate requirements of the Ministry, including planning, 
budgeting and human resource activities where required. 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 
 

1. Assisted with the development of  policies and programs on the safeguarding of the 
iTaukei Language & Culture; 

2. Develop and facilitate the development of various enhancement/ training  programs 
on iTaukei Language & Culture; 

3. Facilitate in the effective management and administration for the implementation of 
various programs in accordance with legislative requirements and approved Ministry 
policy and procedures and the timely submission of accurate reports; and 

4. Oversee the secretariat responsibilities for the various committees within the Division 
with the objective of positively contributing to the achievement of objectives, effective   
implementation of activities within the Division.  

PERSON SPECIFICATION 

An undergraduate qualification (preferably a degree in Pacific Vernacular Language, Anthropology, 
Cultural Studies, Management, Public Administration) or equivalent relevant experience. The 
following Knowledge, Experience, Skills and Abilities are required to to successfully undertake this 
role are: 
 
KNOWLEDGE AND EXPERIENCE  

1. 3 years of relevant experience; 
2. Experience in developing policies related to the safeguarding of language and culture; 
3. Experience in conducting research; 
4. Understanding of the Fijian Constitution (2013) 
 

SKILLS AND ABILITIES 

1. Demonstrated ability in researching and developing policies and papers; 

2. Execellent analytical skills; 

3. Execellent interpersonal and communication skills; 

4. Ability to work effectively in a team; 

5. Good time management skills with the ability to work under pressure 

6. Capacity  Capacity to utilise computer programs to support daily operations; and 
7. Service oriented approach, with a commitment to supporting the operational and  

corporate environment of the organisation. 
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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. 

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 and police 

clearance prior to taking up the duty. 

 


