
MINISTRY OF INFRASTRUCTUER AND METEOROLOGICAL SERVICES 

JOB DESCRIPTION: SENIOR ADMINISTRATIVE OFFICER (NADI),  

DEPARTMENT OF METEOROLOGY 
 

CORPORATE INFORMATION  
1. Position Level:  Band G 

2. Salary Range:  $28,605.45-$47,675.75 
3. Duty Station:  Meteorological Office, Nadi 
4. Reporting Responsibilities: 

a) Reports To: DMet, Nadi 
b) Liaises with: Corporate Division, CO-Registry, PSO (F, H & C) SAO MIMS, PAO  

MIMS, DCS MIMS, MoF 
c) Subordinates: 19 

 
POSITION PURPOSE 

The primary role of the position is to provide administrative policy and advice to the Director and 
Assistant Director FMS.  It is also responsible of managing FMS’s administrative systems, assist in 
servicing committees and carrying out administrative duties to ensure effective and efficient service 

delivery.  

KEY RESULTS AREA (KRA) 
The position will achieve its purpose through the following key duties: 

1. Management and supervision of the Administration Unit.  Plan, oversee, lead and manage 
the daily activities, monitor and review admin functions for improvement of systems & 

procedures 
2. Provide policy and substantive input on administrative, legal and human resources matters, 

also provide consultative and advisory to Division Heads on staff establishment. 
3. Coordinate with Ministry’s Principal Administrative Secretariat, Director Corporate 

Services and provide administrative and management support to FMS 
4. Design and lead Administrative Unit to improve efficiency and support through all lawful 

legislation, policies and instructions. 

5. Coordinate, support and follow up on all aspects of classification, staff establishment, and 
staff administration. 

6. Recruitment and Selection of FMS staff under the Open Merit Recruitment and Selection 
guideline. 

7. Supervisor of Transport 
 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators:  
1. Smooth running to day to day HR activities with all Human Resources activities are carried 

out in line with the required policies and within deadline. 
2. Expert knowledge of administration and human resources policies, procedure and 

guidelines to make precise conclusion, recommendations and deliverables. 
3. Performance management of staff for the delegated responsibilities and to ensure that all 

legislatives are observed. 
4. All vacant positions are timely filled 

 

 

 



 

PERSON SPECIFICATION 

In addition to an undergraduate or post graduate degree in Management/Public 

Administration/or Business Administration or equivalent from a recognized university.  The 

following Knowledge, Experience, Skills and Abilities are required to successfully undertake these 

roles are: 

 

Knowledge and Experience 

1. At least 3 years experience at a middle management level management 

2. Keeping abreast of available technology to apply to appropriate task and willingness to 

learn new technology 

3.  Knowledge and experience in proper planning and organising; identifying of priority 

activities and assignment. 

Skills and Abilities 

1. Demonstrated effective organization skills 

2. Demonstrate ability to communicate effectively and manage teams. 

3. Ability to remain calm in the stressful situation 

4. Ability to develop clear goals that are consistent with agreed strategies 

5. Ability to assess performance; fair and just  

 

Personal Character and Eligibility 
Applicants for employment in the Ministry of Infrastructure and Transport must be Fijian Citizens, 

under Age 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 Ministry of Infrastructure and Transport is an Equal Employment Opportunity Employer. 
Applicants are encouraged from all eligible, qualified applicants.  Only the specific knowledge, 

experience, skills and abilities required for the job will be considered in assessing the relative 
suitability 

 


