
 

 
 

 

ROLE DESCRIPTION: Operations Supervisor – Births, Deaths and Marriages 

Division  

 

 

CORPORATE INFORMATION 

1.   Position Level  :  Salary Band F  

2.   Salary Range  :   $22,528.74 to $28,883.00    

3.   Duty Station  :           Suva: some travel to divisions may be required 

4.   Reporting Responsibilities: 

a) Reports To  :  Registrar General 

b) Liaises with  :  Ministry staff and relevant stakeholders 

c) Subordinates  :   Executive Officers and Clerical Officers  

POSITION PURPOSE 

This position coordinates the processes for compilation of the operational and strategic plans 

of all the Births, Deaths and Marriages (BDM) operational units and facilitates the 

implementation and updating of policies and standard operating procedures (SOPs) to support 

the continuous improvement goals of operational efficiencies and quality assurance.    

 

KEY RESPONSIBILITIES 

The position will achieve its purpose through the following: 

1. Coordinate department and unit contributions to ensure business and strategic plans 

and budgets for BDM are accurately compiled within set timelines;  

2. Contribute to the BDM change programme, by facilitating the implementation and 

updating of policies and SOPs to guide high levels of service delivery in all aspects of 

BDM operations; 

3. Continuously monitor all divisional operations units to ensure policy and SOP 

compliance and identify potential improvements in operation efficiency; 

4. Communicate identified operational process improvements to relative teams to 

improve quality assurance in all processes; 

5. Contribute to the management of external stakeholder relationships by assisting in the 

development of communications activities and campaigns that direct customer 

expectations;  

6. Regularly brief management on operations updates and ensure submission of all 

required reports; and  

7. Actively contribute to all corporate requirements of the Ministry, including planning, 

budgeting and human resources activities where required. 

 

  



KEY PERFORMANCE INDICATORS 

1. All BDM business, strategic and budget plans contributions are coordinated in an 

accurate and timely manner; 

2. Implementation and updating of policies and SOPs contribute to and fully support the 

BDM change programme; 

8. Measurable assistance is provided in the development of communications activities 

and campaigns that direct customer expectations; and  

3. All corporate requirements, management briefs and reports are conducted or 

submitted within agreed timeframes to the required standard. 

PERSON SPECIFICATION 

In addition to a Diploma or a Bachelor’s Degree (or equivalent work experience) in Business, 

Public Administration, Commerce, Maths or Finance the following Knowledge, Experience, 

Skills and Abilities are required to successfully undertake this role:  

 

Knowledge and Experience  

1. At least 3 years’ experience in a customer service and IT process based field; 

2. Working experience implementing change in a diverse organisation; 

3. In depth understanding of the relationship between professional service delivery and 

satisfied customers; 

4. Sound working knowledge of data base usage and analysis practices and procedures;  

5. Knowledge of corporate planning and budgeting; 

6. Understanding of teams and how to work cooperatively in a high performing team; and  

7. Understanding of relevant Fijian legislation. 

 

Skills and Abilities 

1. Good communication skills with the ability to effectively consult with and motivate 

people at different levels and from different backgrounds and experience; 

2. Demonstrated ability to analyse and contribute to solutions to complex problems;  

3. Demonstrated ability to maintain confidentiality in a sensitive environment;  

4. Capacity to utilize computer programs to support daily work and operational IT processes; 

and 

4. Service oriented approach, with a commitment to supporting the operational / corporate 

environment of the organisation.  

 

Personal Character and Eligibility 

Applicants for employment in the Ministry of Justice 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 of Justice is an Equal Employment 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. 

 


