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JOB TITLE: ADMINISTRATIVE OFFICER (IPRP)

CORPORATE INFORMATION 
1. Position Level : 	Band G 
2. Salary Range : 	$32,038.10- $40,429.04
3. Duty Station : 	Suva
4. Reporting Responsibilities:
a) Reports To: 	Senior Protocol Officer (SPO)
b) Liaises with: 	
Internal Clients: Speaker, Members of Parliament, Secretary-General to Parliament, Deputy Secretary-General, and Parliamentary Staff.
External Clients: Ministry of Foreign Affairs, Ministry of Finance, IPOs, Embassies/High Commissions and other key stakeholder agencies 
Subordinates: 	1 - Executive Officer Inter-Parliamentary Relations & Protocol (EO-IPRP)

POSITION PURPOSE
To coordinate and monitor the operational delivery of parliamentary delegation, protocol and inter-parliamentary relations activities, ensuring efficient administration, stakeholder engagement and compliance with parliamentary requirements.

KEY RESPONSIBILITIES
The position will achieve its purpose through the following key responsibilities:

1. Coordinate all travel, accommodation, visa, transport and logistical arrangements for parliamentary delegations attending international, regional and domestic engagements.
2. Coordinate protocol arrangements, programmes and schedules for official visits, courtesy calls and parliamentary events.
3. Liaise with government ministries, diplomatic missions, international organizations and service providers to facilitate approved engagements and visits.
4. Coordinate annual subscriptions, membership obligations and reporting requirements relating to international parliamentary organizations.
5. Prepare operational reports, correspondence, briefing materials and submissions relating to IPRP activities.
6. Maintain oversight of delegation budgets, acquittals and related administrative processes.
7. Supervise and provide guidance to the EO-IPRP to ensure timely delivery of assigned outputs.
8. Contribute to corporate planning, budgeting and reporting requirements of Parliament.

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

1. Parliamentary delegations, travel arrangements, visas, accommodation, transport and related logistics are coordinated efficiently, completed within approved timeframes and budgets, and meet required service standards.
2. Protocol activities, official visits, courtesy calls and stakeholder engagements are effectively coordinated and delivered in accordance with established protocol requirements, agreed schedules and stakeholder expectations.
3. Membership obligations, subscriptions, correspondence, records, reports and administrative requirements relating to international parliamentary organisations are maintained accurately and completed within agreed timeframes and compliance requirements.
4. The work programme of the Unit, including supervision of the Executive Officer (IPRP), assigned operational outputs and corporate responsibilities, is delivered within agreed timeframes and required quality standards.

PERSON SPECIFICATION 
A Bachelor's Degree in International Relations, International Affairs and Diplomacy, Public Administration, Management, Political Science, Economics, Commerce, Accounting, Law or a related discipline from a recognised institution with at least three (3) years relevant work experience; OR a Diploma in a relevant field from a recognised institution with at least five (5) years relevant work experience in administration, protocol services, international relations, stakeholder engagement, event coordination or a similar environment.

The following knowledge, experience, skills, and abilities are required to successfully undertake this role:

Knowledge and Experience
1. At least 3-5 years' experience in administration, protocol services, international relations, stakeholder engagement, event coordination or a related field, including experience supervising staff.
2. Sound knowledge of government administrative procedures, travel coordination, records management and financial processes.
3. Good understanding of diplomatic protocol, official etiquette and stakeholder engagement practices.
4. Good understanding of the Constitution of Fiji and the role and functions of Parliament.
5. Experience coordinating multiple projects, events or official engagements within strict deadlines.

Skills and Abilities
1. Strong planning, organisational and coordination skills with the ability to manage multiple priorities simultaneously.
2. Demonstrated ability to supervise staff, allocate work and monitor performance to achieve team objectives.
3. Excellent written and verbal communication skills, including the ability to prepare reports, correspondence and briefing materials.
4. Strong stakeholder relationship management skills with the ability to engage effectively with government agencies, diplomatic missions, development partners and service providers.
5. Sound analytical and problem-solving skills with strong attention to detail and accuracy.
6. Ability to exercise sound judgement, maintain confidentiality and demonstrate professionalism in a politically sensitive environment.
7. Proficiency in Microsoft Office applications and electronic records management systems.
8. Ability to work independently and collaboratively under pressure while maintaining high service standards.

PERSON CHARACTER AND POLITICAL NEUTRALITY 

The Parliament of the Republic of Fiji operates in a politically sensitive environment.  Any person who is and is seen to be active in political affairs and intends to publicly carry on this activity may compromise the strict political neutrality of the Parliament of the Republic of Fiji and cannot be considered for employment.

All applicants for employment in the Parliament of the Republic of Fiji must be under the age of 60, in sound health, and have a clear police record. The successful applicant will be required to provide a police clearance report and medical certificate. 

The Parliament of the Republic of Fiji is an Equal Opportunity Employer. Applications are encouraged from all eligible, qualified applicants. Only the specific knowledge, experience, skills, and abilities required for the job will be considered when assessing the relative suitability of applicants.
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