
 

MINISTRY OF HOUSING & COMMUNITY DEVELOPMENT 

 

ROLE DESCRIPTION: SENIOR ADMINISTRATIVE OFFICER – MEDIA LIAISON  

 

CORPORATE INFORMATION  

 

1. Position Level:              Band G 

2. Salary Range:   $28 ,605.45 to $38,140.60 

3. Duty Station: Head Quarters, Suva 

4. Reporting Responsibilities: 

 

a)  Reports to: Head of Policy Division   

b) Liaises with: Minister, Permanent Secretary, Ministry 

staff, Government Agencies and external stakeholders 

 

ROLE PURPOSE 

 

The position facilitates, communicates and coordinates activities of the office of the Minister and 

liaises with government and non-government agencies to communicate information and events.  

 

KEY RESPONSIBILITIES 

 

The position will achieve its purpose through the following: 

 

1. Provide sound advice on policy matters and administrative support on events to foster 

community relations, including drafting press release for Minister and the Ministry, media 

conferences, exhibitions, open days and meetings; 

2. Ensure that Minister’s and Ministry social media platforms is administered and updated in 

a timely manner; 

3. Organise Ministerial schedule, meetings, appointments and manage travel itineraries; 

4. Coordination and facilitation of Ministers parliamentary statements and responses; 

5. Handle complaints referred to the office of the Minister;  

6. Ensure Minister’s safety and wellbeing when conducting community visits and organised 

sessions 

7. Ensure that the Ministry efficiently and systematically responds to issues raised by the 

general public with the highest level of courtesy and professionalism; and 

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

budgeting and human resources activities, where required.  

 

  

 

 



KEY PERFORMANCE INDICATORS 

  

Performance will be measured through the following indicators: 

 

1. Effective and efficient administration and coordination of ministers official events and 

meetings within the agreed standards and the required timelines; 

2. Minister’s social media platforms is administered and updated in a timely manner and 

within the required standard and procedures; 

3. Ministers parliamentary statements and response is coordinated and facilitated in a 

timely manner and within the required standards 

4. Complaints received at the office of the minister is handled in a timely manner and in 

accordance with the required standards and procedures. 

 

PERSON SPECIFICATION 

 

In addition to a Bachelor’s Degree in Management, Communications or equivalent, the following 

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

 

Knowledge and Experience 

 

1. At least 3 years’ relevant experience in a similar role as media liaison; 

2. Experience in organising events and meetings; 

3. Knowledge of maintaining executive-level schedules and daily engagement calendars; 

4. Experience in crisis and conflict management; and 

5. Knowledge and experience in complaints management, resolutions, and customer 

service management. 

 

Skills and Abilities 

 

1. Sound communication skills (both written and verbal); 

2. Excellent interpersonal and representational skills; 

3. Demonstrated ability to plan and organise activities and projects; 

4. Ability to work cooperatively within a team environment; 

5. Capacity to use computer programmes, including basic skills in MS Word, PowerPoint and 

Calendar; and 

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

corporate environment of the organisation. 

 

 

PERSONAL CHARACTER 

 

Employment in the Ministry must be of good character, with a background that demonstrates 

their commitment to the public service values contained in the Fijian Constitution.  

 


