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Job Title: Parliament – System Administrator	

CORPORATE INFORMATION 
1. Position Level:	Band G
2. Salary Band: 	$32,038.10- $40,429.04
3. Duty Station: 	Corporate Services Division. 
4. Reporting Responsibilities:
a) Reports to:	ICT Engineer.
b) Liaises with: 	Manager Information and Communications and Technology, the Head of Divisions, Deputy Secretary-General, Secretary-General to Parliament, Speaker, Members of Parliament (MPs), Staff and stakeholders.		
c) Subordinates: 	Nil.

POSITION PURPOSE
The position is responsible for administering, configuring, monitoring, and maintaining servers, networks, operating systems, cloud services, and enterprise applications to ensure secure, reliable, and uninterrupted parliamentary operations.

KEY RESPONSIBILITIES
1. Administer, monitor, and maintain Parliament's servers, networks, operating systems, cloud services, and enterprise applications to ensure high availability, reliability, and performance.
2. Implement and maintain ICT security controls, user access permissions, authentication systems, security updates, and antivirus solutions to safeguard parliamentary information assets.
3. Monitor system performance, troubleshoot and resolve hardware, software, network, and system issues, and provide timely technical support to Members of Parliament and staff.
4. Develop, implement, and maintain backup, recovery, and disaster recovery processes to ensure business continuity and protection of critical parliamentary data.
5. Support the planning, implementation, and maintenance of ICT projects, infrastructure upgrades, and digital transformation initiatives to improve operational efficiency.
6. Maintain accurate documentation of ICT systems, configurations, procedures, and assets, ensuring compliance with parliamentary ICT policies, security standards, and relevant legislation.
7. Liaise with internal stakeholders, external vendors, and service providers to ensure the effective delivery, maintenance, and continuous improvement of ICT services and infrastructure, and perform any other duties assigned by the supervisor in support of Parliament's ICT operations.
8. Undertake any other duties or tasks assigned by the supervisor to support the ICT and broadcasting functions of the Parliament.

PERFORMANCE INDICATORS 
Performance will be measured through the following indicators: 
1.  Parliament’s ICT infrastructure, systems, networks, and applications are maintained to deliver secure, reliable, and uninterrupted services that meet operational requirements.
2. Cybersecurity controls, user access arrangements, system updates, and compliance obligations are effectively implemented and maintained to minimise technology and information security risks.
3. Technical issues and service requests are addressed within agreed timeframes, resulting in responsive, professional, and effective support for Members of Parliament and staff.
4. Backup, recovery, and disaster recovery processes are maintained, tested, and effective in protecting critical information and supporting business continuity requirements.
5. All other agreed tasks/activities are delivered within agreed timelines and compliant with relevant standards, policies and legislation.

PERSON SPECIFICATION 
A Degree in Information Technology, Computer Science, Information Systems, Network Engineering, Cybersecurity, or a related field from a recognised institution.

Relevant industry certifications such as Microsoft Certified: Azure Administrator Associate, Microsoft Certified: Windows Server Hybrid Administrator, CompTIA Network+, CompTIA Security+, Cisco Certified Network Associate (CCNA), VMware Certified Professional (VCP), ITIL Foundation, or equivalent certifications will be an advantage.

KNOWLEDGE AND EXPERIENCE
1. 3–5 years of experience in systems administration, network administration, or ICT infrastructure support.
2. Demonstrated experience in administering and supporting enterprise ICT infrastructure, including servers, networks, operating systems, cloud services, and business applications.
3. Experience in managing Microsoft technologies, including Windows Server, Active Directory, Microsoft 365, Microsoft Azure, virtualisation platforms, and enterprise backup solutions.
4. Sound knowledge of network administration, cybersecurity practices, user access management, system monitoring, and information security controls.
5. Proven ability to diagnose, troubleshoot, and resolve complex hardware, software, network, and system issues while delivering responsive technical support services.
6. Experience in implementing backup, disaster recovery, and business continuity arrangements, as well as supporting ICT projects, system upgrades, and technology improvement initiatives.

SKILLS AND ABILITIES  
1. Strong technical capability in systems administration, network management, cloud platforms, and ICT infrastructure support.
2. Demonstrated analytical and problem-solving skills with the ability to identify issues and implement effective solutions.
3. Sound understanding of cybersecurity principles and risk mitigation practices.
4. Ability to communicate technical information clearly and effectively to both technical and non-technical audiences.
5. Strong customer service orientation with a commitment to delivering responsive and professional support services.
6. Ability to work collaboratively within a multidisciplinary and politically neutral environment.
7. Ability to adapt to changing technologies, priorities, and organisational requirements.
8. High level of accuracy and attention to detail in system administration, troubleshooting, documentation, and asset management.
9. Effective organisational and time-management skills with the ability to manage competing priorities and meet operational deadlines.

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, with 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 in assessing the relative suitability of applicants.
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