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JOB DESCRIPTION: MESSENGER 
 
CORPORATE INFORMATION 
 
1. Position Level :  Salary Band A 

2. Salary Range : $4.60 - $5.90 

3. Duty Station : Suva, Lautoka, Labasa  

4. Reporting Responsibilities: 

a) Reports To : Head of Section 

b) Liaises with : Ministry Staff 

c) Subordinates : Nil 

POSITION PURPOSE 
 
The primary purpose of this position is to provide office assistant support for efficient 

communication within registries and maintaining the cleanliness of the office space, supplies 

and equipment’s. 

KEY RESPONSIBILITIES [KRAs] 
 
The position will achieve its purpose through the following key duties: 

1. Process incoming mails and outgoing mail as per division procedures;  

2. Maintain a detailed record of all mails received and delivered;  

3. Respond to related queries from mail recipients   

4. Ensure office restrooms/ kitchen are kept clean and the required essential 

equipment/resources are always available;  

5. Assist the Clerical Officer (Registry) with clerical duties, such as photocopying, scanning 

faxing and filling.  

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

1. All incoming and outgoing mail/correspondence is processed as necessary in a timely and 
accurate manner;  

2. Timely response is provided to queries from mail/correspondence recipients and evidence 
provided; 

3. Clean and safe office Restroom and Kitchen with availability of required resources.  
 
PERSON SPECIFICATION [KESAs] 
 
In addition to a pass in Fiji School Leaving Certificate [FSLC] or equivalent experience, the 
following Knowledge, Experience, Skills and Abilities are required to successfully undertake this 
role:  
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Knowledge and Experience: 
  
1. At least 1year of minimum experience in a relevant field;  

2. Knowledge of standard office administrative practices;  

3. Basic knowledge of postal regulations; and  

4. Understanding of the Fijian Constitution (2013) and relative Health & safety (OHS) 

legislation.  

Skills and Abilities  
 
1. Service oriented approach, with a commitment to supporting the operational environment of 

the Ministry; 

2. Good communication skills and the ability to tactfully deal with customers;   

3. Demonstrated ability to work cooperatively within a team; 

4. Capacity to understand and comprehend conveyance documents;  

5. Ability to follow instructions and meet deadlines with high level attention to detail and 

accuracy; 

6. Capacity to utilize computer programs to support the work operations; and  

7. Demonstrated ability to maintain confidentiality. 

Personal Character and Eligibility  
 
Applications for employment in the Ministry of Justice Affairs must be a Fijian Citizen, under the 

age of 55, in sound health and 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 Justice is an Equal Employment Opportunity Employer. Applications are 

encouraged from all eligible, qualified applicants. Only the specific knowledge, experience, skills 

and abilities of the job will be considered in assessing the relative suitability of applicants. 

 


