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FIJIAN IMMIGRATION DEPARTMENT 

ROLE DESCRIPTION: PROGRAMMER 

CORPORATE INFORMATION 
1. Salary Range: $34,760.31 - $44,564.50 [Band H] 

2. Duty Station:  Suva, travel to divisions and districts required. 

3. Reporting Responsibilities: 

a) Reports To: Manager IT 

b) Liaises with: Internal Staff; Ministries and Departments; members of the public;  and statutory 

organisation 

c) Subordinates: N/A 

POSITION PURPOSE 
The role of this position is to supervise and manage the IT Support services, manage the systems and 

infrastructure and provide data management services through best practises and ensures full use of 

Information Communication and Technology technical tools to support the Ministry goals and objectives. 

KEY RESPONSIBILITIES  
This position will achieve its purpose through the following key duties 

1. Design, develop, document, analyze, create, test and modify computer systems, programs and 

integrations. 

2. Apply system-analyst techniques and procedures, including consulting with users to determine 

hardware, software or systems functional specifications 

3. Arrange project requirements in programming sequence by analyzing requirements; preparing a 

work flow chart and diagram using knowledge of computer capabilities, subject matter, 

programming language, and logic. 

4. Program the computer by encoding project requirements in computer language; entering coded 

information into the computer. 

5. Analyze user information system needs. 

6. Document the functionality and requirements. 

7. Research, evaluate and recommend solutions and appropriate technology to meet user's needs. 

8. Provides reference for use of prime and personal computers by writing and maintaining user 

documentation; maintaining a help desk. 

9. Maintains computer systems and programming guidelines by writing and updating policies and 

procedures.     

10.  Develops and maintains applications and databases by evaluating client needs; analysing 

requirements; developing software systems. 

11. Maintain Departments Website. 

12. Responds to IT-related issues and provides support where necessary. 
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KEY PERFORMANCE INDICATORS  

Performance will be measured through the following indicators: 

1. Effective and timely management of staff performance, resources and compliance with operational 

requirements to enable successful delivery of quality and timely outputs identified in individual 

work plans and operational plans 

2. Timely and accurate delivery of services that support customer/stakeholders requests and/or 

requirements, compliant with standard operating procedures 

3. Internet connectivity and accessibility is operational and the speed meets the required standards 

4. Timely and appropriate supervision of staff activities and performance that support the 

achievement of expected outcomes in individual work plans 

PERSON SPECIFICATION  
In addition to a Degree in Computer Science or Information System (or relevant discipline) (or 

equivalent work experience), the following Knowledge, Experience, Skills and Abilities are required to 

successfully undertake this role: 

KNOWLEDGE AND EXPERIENCE 
1. At least 3 - 5 years’ demonstrated experience managing systems and applications requirements; 

2. Experience with client-side Java script libraries and programming languages  

3. Experience developing responsive, accessible and standards-compliant websites 

4. Good knowledge of HTML, Cascading Style Sheets (CSS), Java script, SQL and database design; 

5. Knowledge and experience in software testing, systems/ data backup and contingency planning; 

6. Understand technical design specifications including internet and client/server architectures 

7. Knowledge on data privacy practices and laws  

SKILLS AND ABILITIES 
1. Good project management skills with ability to prepare requirement, specifications, business processes 

and recommendations 

2. Ability to cooperate with a variety of people and achieve results 

3. Ability to proactively initiate, develop and maintain effective working relationships with team 

members 

4. Ability to coordinate user trainings 

5. Ability to identify and document system deficiencies and recommend solution 

6. Excellent written and oral communication skills 

PERSONAL CHARACTER  
Applicants for employment in Fiji Immigration Department must be a 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 Fijian Immigration Department 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. 


