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JOB TITLE: PARLIAMENTARY TRANSPORT OFFICER

CORPORATE INFORMATION 
1. Position Level: Band F	 
2. Salary Range: $24,261.72 - $30,615.98
3. Duty Station: Parliament of Fiji, Government Building, Suva
4. Reporting Responsibilities:
a. Reports To: Senior Properties and Fleet Officer.	
b. Liaises with:  Parliament staff, Executive Management, Members of Parliament, Caucus staff, Ministry of Finance, Vendors and other external customers.
 
       POSITION PURPOSE
The incumbent will be responsible for coordinating and managing the Parliament's transport services to ensure the safe, efficient, and cost-effective operation of the Parliament fleet. The role oversees vehicle allocation, maintenance, compliance with transport policies, driver management, and transport reporting.

KEY RESPONSIBILITIES 
1. Planning, coordinating, and monitoring the efficient utilisation of the organisation's vehicle fleet and transport services to ensure operational requirements are met in a timely, cost-effective, and efficient manner.
2. Oversees the maintenance and management of all vehicles by ensuring scheduled servicing, repairs, inspections, registrations, insurance, and other statutory requirements are completed on time, and that all vehicles remain safe, roadworthy, and fit for operational use.
3. Supervises drivers and transport support personnel, ensuring high standards of performance, professionalism and compliance with organisational policies, safe driving practices and service delivery requirements. 
4. Ensures compliance with Government transport policies, relevant legislation and organisational procedures while promoting safe transport operations, managing transport-related risks, and coordinating the reporting and investigation of accidents and incidents.
5. Maintains accurate and up-to-date transport records, including vehicle logbooks, maintenance records, fuel consumption reports and fleet performance data, and prepares regular reports to support management decision-making and accountability.
6. Monitors transport-related expenditure, supports budget planning and resource allocation, oversees fuel usage and maintenance costs, and assists with the procurement and contract management of transport-related goods and services to ensure value for money.
7. Establishes and maintains productive working relationships with internal and external stakeholders, service providers and regulatory agencies, while ensuring the delivery of responsive, professional, and customer-focused transport services across the organisation.



KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators:
1. Transport requirements are coordinated and delivered within agreed timeframes, with minimal disruption to organisational operations.
2. All vehicles remain roadworthy, properly maintained, and compliant with statutory and organisational requirements throughout the year.
3. Transport records, vehicle logbooks and management reports are maintained accurately and submitted within required timeframes, ensuring accountability and informed decision-making.
4. All other agreed tasks/activities are delivered within agreed timelines and compliant with relevant standards, policies, and legislations.

PERSON SPECIFICATION 
In addition to a Diploma in Management, Public Administration or a related discipline from a recognised institute or equivalent relevant experience, the following Knowledge, Experience, Skills and Abilities required to successfully undertake this role are:

The following will be considered an advantage:
1. Possession of a valid Fiji Driver's Licence.
2. Possession of a current Defensive Driving Certificate.

Knowledge and Experience
1. At least 2 – 3 years of demonstrated experience in managing assets from any organisational environment. 
2. Sound knowledge of vehicle administration and transport record management.
3. Understanding of Government policies, regulations and procedures relating to transport management.
4. Experience supervising staff and coordinating operational activities.
5. Knowledge of procurement and contract administration processes.

Skills and Abilities
1. Demonstrated ability to effectively manage and coordinate transport operations and vehicle fleet services.
2. Strong organisational and planning skills, with the ability to manage competing priorities and meet deadlines.
3. Proven supervisory skills with the ability to lead, support and monitor the performance of drivers and transport personnel.
4. Sound analytical and problem-solving skills, with the ability to identify issues and implement practical solutions.
5. Excellent written and verbal communication skills, including the ability to prepare reports and maintain accurate records.
6. Strong stakeholder engagement and customer service skills, with the ability to build productive working relationships.
7. Proficiency in Microsoft Office applications and electronic records management systems.
8. Demonstrated commitment to customer service excellence.



PERSON CHARACTER AND POLITICAL NEUTRALITY 

The Parliament 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 Fiji and cannot be considered for employment.
All applicants for employment in the Parliament of Fiji must be under the age of 60, in sound health, with a clear police record. The successful applicant will be required to provide a police clearance report and medical certificate. 
The Parliament 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 in assessing the relative suitability of applicants. 
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