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JOB DESCRIPTION: PRINCIPAL IMMIGRATION OFFICER – PERMITS/VISA 

 

CORPORATE INFORMATION 

1. Salary Band:   Salary Band I 

2. Duty Station:  Suva 

3. Reporting Responsibilities: 

a) Reports To:  Director Immigration  

4. Liaises With:   Police Department, FRCA, Ministry of Foreign Affairs,         Foreign 

Missions, and Fiji Missions abroad, Local Companies, other Government Departments and members 

of the public on permit issues. 

  

POSITION PURPOSE 

The primary role of the position is to ensure that Permits and Visas are processed in accordance with 

Immigration laws and regulations. 

 

KEY RESPONSIBILITIES 

The position will achieve its purpose through the following; 

 

1. Providing accurate and timely advice on permit, visa and policy issues. 

2. Ensure that staff are performing and that all activities are aligned with the Section Plan in order to 

meet business objectives. 

3. Ensure effective compliance of processes through effective training and coaching of staff. 

4. Ensure the effective compliance of the Immigration Act, Regulation and Permit Policy. 

5. Ensure that the monthly, quarterly and annual reports are prepared and submitted within agreed 

timeframes. 

6. Actively contribute to all department requirements, including planning, budgeting and corporate and 

social activities. 

 

KEY PERFORMANCE INDICATORS 

1. All advice and processes are delivered within agreed timeframes, and compliant with relevant 

legislation and policies. 

2. Effective and timely management, and regular monitoring of staff performance and attendance to 

enable business continuity, and delivery of quality services. 

3. All reports are submitted within the agreed timeframes, and meets the standard reporting 

requirements, including analytical trends and analyses of data. 

 

 



 

 

 

PERSON SPECIFICATION 

 

In addition to relevant Post Graduate qualification with an Undergraduate Degree in Management & 

Public Administration, Business Administration or equivalent from a recognized institution the 

following Knowledge, Experience, Skills and Abilities are required to successfully undertake this role. 

 

Knowledge and Experience 

1. At least 5 years’ experience performing similar duties or managing resources in an organisation 

2. Sound knowledge and understanding of Immigration Legislation 

3. Management of large teams and promoting a culture of high performance. 

 

Skills and Abilities 

1. Demonstrated ability to lead and make sound decisions. 

2. Demonstrated ability to communicate effectively with excellent interpersonal skills. 

3. Demonstrated ability to produce and analyse quality sectional reports. 

4. Ability to adapt and advocate progressive change within a diverse environment. 

5. Capacity to utilise computer programs to support the operations of the department. 

6. Service oriented approach, with a commitment to supporting the operational and corporate environment 

of the organisation. 

 

Note: There may be a requirement to travel regionally or internationally. 

 

Personal Character and Eligibility  

Applicants for employment within the Fiji Civil Service must be Fijian Citizens, under the age of 55, in 

sound health with a clear police record. The successful applicant will be required to provide a medical 

certificate and police clearance prior as a condition of employment. 

 

The Ministry 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. 

 


