MINISTRY OF WATERWAYS AND ENVIRONMENT

ROLE | JOB DESCRIPTION: TECHNICAL ASSISTANT- NORTH

DEPARTMENT OF ENVIRONMENT
CORPORATE INFORMATION

Position level: Band E

Salary range: $19,041.75 - $24,412.50

Duty Station: Suva, extensive travel to divisions and districts required.

Reporting Responsibilities:

a) Reports to: Senior Environment Officer (North)

b) Liaises with: Staffs of the Ministry, line Ministries and Departments,
environment/conservation Non-Governmental Organization, Donor/Development
Partners, and the general public

¢) Subordinates: Nil
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POSITION PURPOSE

The position will provide assistance to the Northern Division Office of the Department and
ensures effective implementation and efficient enforcement of relevant environment
management laws and policies.

KEY RESPONSIBILITIES

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

Assist in evidence based policy guidance and advise on all development proposals;
Ensure that key deadlines are met;

Timely advice on key environmental matters to the senior management;

Provide logistic for the facilitation of the customized training;

Assist in evaluation of applications and carry out audits in accordance with the
specific guidelines and regulations; and

6. Actively contribute to all corporate requirements of the Ministry where required.
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KEY PERFORMANCE INDICATORS

1. Effective required inspection within agreed timeframes meeting specific requirements.

2. All database and records are managed with recommendation within agreed timeframe
and easy reference and retrieval; and

3. All assessments and audits are submitted within agreed timeframe.

PERSON SPECIFICATION

In addition to a Degree (or equivalent) in Environmental Management/Science from a
recognized institution, the following Knowledge, Work Experience, Skills and Abilities are
required to successfully undertake this role:

Knowledge and Experience

1. Atleast 3 years’ working experience in the field of environment;

2. Demonstrated Understanding of developments and relative challenges on Fiji's
Natural Resources;

3. Practical working knowledge of relevant legislation, acts and policies; and

4. Demonstrated experience in carrying out research and development of
environmental policies and matters.



Skills and Abilities

Excellent communication and interpersonal skills;

Ability to manage records with indexing;

Ability to analyze, interpret and report using quality data;

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

Ability to plan and organize activities, projects and work cooperatively within a team
environment;

6. Capacity to utilize computer programs to support daily operations; and

7. Service oriented approach, with a commitment to supporting the operational and
corporate environment of the organization.
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Personal Character and Eligibility

Applicants for employment 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 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.



