
 

       DEPARTMENT   OF   IMMIGRATION  

JOB DESCRIPTION:  TELEPHONE OPERATOR 

 

CORPORATE INFORMATION 
1. Salary Range:   *$12,081.69-$15,489.35 (Band C) 

*Additional performance payments may be available for our highest performers, in accordance 

with the Public Service Commission guidelines.  

2. Duty Station:   Suva 

3. Reporting Responsibilities: 

a) Reports To:  Manager HR   

b) Liaises With:  Internal and External Stakeholders 

c) Subordinates:  Nil 

  

POSITION PURPOSE 
This position is to operate the switchboard in answering incoming calls and making calls to interested 

personnel of the Immigration Department.   

 

KEY RESPONSIBILITIES 
The position will achieve its purpose through the following: 

 

1. Attend to all telephone queries (incoming and outgoing calls) 

2. Reports any telephone defaults to Telecom Fiji Limited 

3. Maintain Attendance Register , ensure that it is update by 8.30.am 

4. Maintains a current record of persons employed by jurisdiction and their extension numbers 

5. Take messages where applicable and transmit at the earliest opportunity. 

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

activities 

 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators; 

1. Effectively communicate and retain professional customer relationship between staffs and 

customers. 

2. Timely and accurate delivery of services that support customer requests and requirements, 

compliant with standard operating procedures 

3. All agreed activities and functions are achieved within the agreed timeframes and meet the 

standard operating procedures 

 

PERSON SPECIFICATION 
In addition to a Diploma in Secretarial Studies or other relevant qualification (Or equivalent work 

experience) the following Knowledge Skills, Experience and Abilities are required to undertake this 

role. 

 



 

Knowledge and Experience 
1. At least one [1] year experience in a Corporate environment 

2. Knowledge of customer service standards and procedures.  

 

Skills and Abilities 
1. Ability to demonstrate highly refined interpersonal skills, 

2. Demonstrated ability to work independently or in a team, 

3. Demonstrate ability to maintain confidentiality and neutrality in a sensitive environment, 

4. Ability to utilize computer programs to support the operations; 

5. Service oriented attitude and outcome focused motivated, patience and committed to task  

   performed. 

6. Demonstrated ability to produce effective Good writing skills. 

7. Sound judgment and discretion skills 

8. High customer service and word processing skills 

 

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 Department of Immigration is an Equal Employment Opportunity Employer. Applications are 

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

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

 


