
 

FIJIAN IMMIGRATION DEPARTMENT  
 

ROLE DESCRIPTION: SENIOR IMMIGRATION OFFICER – PERMITS AND VISA  

CORPORATE INFORMATION 

1. Salary Range*:   $34,760.31-$40,553.70 (BAND H) 

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

accordance with the Public Service Commission guidelines 

2. Contract Term:  3 years with a 6 months probationary period. 

3. Duty Station:  Suva - Note: There may be a requirement to travel regionally or  

   internationally. 

4. Reporting Responsibilities: 

a) Reports To: Manager Permits and Visa  

b) Liaises With: Internal and External Stakeholders     

c) Subordinates:   Immigration Officers, Assistant Immigration Officers, Immigration   

Inspectors, Data Entry Operators  

  

POSITION PURPOSE 

This position ensures the effective and timely processing of Permit applications, co-ordinate the 

approval for Students Permit, Exemption, and extension of Visitors Permit. 

 

KEY RESPONSIBILITIES 

The position will achieve its purpose through the following key duties.   

 

1. Work with relevant staff and service providers, in accordance with legislative 

requirements: 

2. Ensure that permit data entry is accurate and corrected if required; 

3. Provide counter services and ensure timely and efficient  services ; 

4. Compile and submit timely and accurate reports as and when required;  



5. Coordinate the  approval process for student permit and exemption, extension of visitors 

Permit; 

6. Process New and Extension of work permits; 

7. Monitor and manage the performance of all staff and provide constant assistance and 

guidance in timely manner  

8. Provide feedback to Manager Permits & Visa on the status of all applications processed 

and pending.  

 

KEY PERFORMANCE INDICATORS 

Performance will be measured through the following indicators: 

1. Process, analyze and prepare recommendations of New and Extension of Long Term Work 

permit application in compliance with relevant legislations and policies, within 21 working 

days from date of lodgment; 

2. All staff are supervised, supported and mentored for active professional participation and 

timely achievement of individual work plan objectives that support the implementation of 

(work unit plan) activities; 

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

agreed timeframes; and 

4. Build, maintain and sustain professional relationship with stakeholders, staff and customers 

through timely communication that enables timely achievements of deliverables. 

  

PERSON SPECIFICATION 

In addition to Undergraduate Degree ( or equivalent experience)  in Management and Public 

Administration, Business Administration or a similar/ relevant field, or equivalent, the following 

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

 

KNOWLEDGE AND EXPERIENCE 

1. At least 3 years’ experience performing similar duties or managing resources in an       

organisation; 

2. Familiarity with the Fijian Constitution (2013), applicable laws of Fiji,   

3. Demonstrated experience in resource management.  



 

 

 

SKILLS AND ABILITIES 

1. Demonstrated ability to lead and make sound decisions. 

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

3. Attention to detail in processing applications 

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

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

6. Capacity to utilise computer programs to support the operations of the Department. 

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

environment of the organisation. 

 

 

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  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. 

 

 
 


