
 

 
MINISTRY OF HEALTH AND MEDICAL SERVICES  

JOB DESCRIPTIONS RE-ADVERTISED WEF 30/04/2019 

 

NOTE: THOSE WHO HAD ALREADY APPLIED NEED NOT TO RE-APPLY 

MOHMS 202/2019: RECORDER, SAVUSAVU HOSPITAL  

Role: Recorder 

Salary Band  Band B 

Salary Range:  $5.37 - $6.89 

Location: Savusavu Hospital 

Unit/Division: Northern Health Services Division 

Reports to:  Executive Officer 

Subordinates:  None 

The Position 
The position is responsible for maintaining, organizing and effectively providing medical records 

for patient’s at all times to all clients. 

Key Responsibilities 

1. Receiving and registering of all cases and referral from other health facilities, public 

and private into the system (PATIS) 

2. Creating of new folders for new patients. 

3. Creating appointments in PATIS (Patient Information System) 

4. Retrieving, Sorting, Culling and Filing of patient’s medical folders for services using 

terminal digit filing system. 

5. Collect discharged patients medical folders from the wards 

6. Coding of patient folders 

7. Data entry of patient information into computerized patient information systems 

8. Ensure timely communication of information. 

9. Collaborate with all staff and promote excellent patient service 

10. Monitor flow of folders and fast track medical records folders 

11. Organise and review data for accuracy and completeness 

12. Maintain patient confidentiality and privacy 

Selection Criteria  

The Person 

The following Knowledge, Experience, Skills and Abilities are required to successfully 

undertake this role 

Knowledge and Experience 

1. Experience in a similar work environment 

2. Knowledge of basic computer skills and computer programs to support the operation of the 

unit 

3. Sound knowledge on basic principles of quality customer care competencies for efficient 

delivery of medical record services 

4. Knowledge of standard operating procedures in the arrears of records service delivery 

Skills and Abilities 

1. Good communication skills and ability to tactfully deal with clients during service delivery 

2. Ability to work with a team 

3. Ability to follow instructions, meet set deadlines 

4. Ability to maintain confidentiality 



 

5. Customer service oriented approach to service delivery, with commitment to supporting the 

operational/corporate environment of the organization 

___________________________________________________________________________________ 

MOHMS 203/2019: RECORDER, NABOUWALU HOSPITAL   

Role: Recorder 

Salary Band  Band B 

Salary Range:  $5.37 - $6.89 

Location: Nabouwalu Hospital 

Unit/Division: Northern Health Services Division 

Reports to:  Executive Officer 

Subordinates:  None 

The Position 
The position is responsible for maintaining, organizing and effectively providing medical records 

for patient’s at all times to all clients. 

Key Responsibilities 

1. Receiving and registering of all cases and referral from other health facilities, public 

and private into the system (PATIS) 

2. Creating of new folders for new patients. 

3. Creating appointments in PATIS (Patient Information System) 

4. Retrieving, Sorting, Culling and Filing of patient’s medical folders for services using 

terminal digit filing system. 

5. Collect discharged patients medical folders from the wards 

6. Coding of patient folders 

7. Data entry of patient information into computerized patient information systems 

8. Ensure timely communication of information. 

9. Collaborate with all staff and promote excellent patient service 

10. Monitor flow of folders and fast track medical records folders 

11. Organise and review data for accuracy and completeness 

Selection Criteria  

The Person 

The following Knowledge, Experience, Skills and Abilities are required to successfully 

undertake this role 

Knowledge and Experience 

1. Experience in a similar work environment 

2. Knowledge of basic computer skills and computer programs to support the operation of the 

unit 

3. Sound knowledge on basic principles of quality customer care competencies for efficient 

delivery of medical record services 

4. Knowledge of standard operating procedures in the arrears of records service delivery 

Skills and Abilities 

1. Good communication skills and ability to tactfully deal with clients during service delivery 

2. Ability to work with a team 

3. Ability to follow instructions, meet set deadlines 

4. Ability to maintain confidentiality 

5. Customer service oriented approach to service delivery, with commitment to supporting the 

operational/corporate environment of the organization 

MOHMS 204/2019: HOSPITAL ATTENDANT, LAUTOKA HOSPITAL – 6 POSTS   

Role: Hospital Attendant 

Salary Band  Band B 

Salary Range:  $5.37- $6.89 per hour 



 

Location: Lautoka Hospital 

Unit/Division:  

Reports to:  Matron Administration 

Subordinates:  Nil 

The Position 

The position ensures that procedure room, sterile instruments are clean and available at all times and 

that all blood samples along with folders are made available in a timely manner and provide support to 

nursing staff. 

Key Responsibilities 

Consistent excellent patient care 

1. Assist in the dressing, feeding, manicure and pedicure of patient 

2. Reposition and transfer patients from wheelchair to bed and bed to wheelchair 

3. Ensure beddings are clean and dry at all times 

4. Taking blood samples to Laboratory e.g. urine, sputum, stool, bloods 

5. Collect folders from Records clerk and returned. 

6. Assisting patients to physiotherapy session, clinic and also when they are discharged 

7. Assist in cleaning, sterilizing, storing and preparing treatment trays and other supplies used in the 

unit. 

8. Actively contribute to the Ministries corporate requirements. 

Key Performance Indicators 

1. Effectively and timely of assistance to patients as an when the need arises 

2. Effectively and timely transfer of patients and assisting when they discharged 

3. Ensure patient beddings, linen are clean at all times and all nursing support services are provided 

effectively and in a timely manner 

4. Participate in all corporate activities of the Ministry in a timely manner when required. 

Selection Criteria 

The Person 

In addition to a secondary school qualification or equivalent, the following Knowledge, Experience, 

Skills and Abilities is required to successfully undertake this role; 

Knowledge and Experience 

1. Similar work experience 

2. Knowledge of Infection Control and importance of maintaining cleanliness 

3. Understanding of efficient customer service 

4. Knowledge on record keeping and basic inventory management 

5. Knowledge of Occupational Health & safety 

Skills and Abilities 

1. Ability to handle patients with care and maintain patient confidentiality at all times. 
2. Ability to communicate effectively. 

3. A good team player and able to work with minimum supervision 

4. Ability to manage time effectively 

MOHMS 205/2019: DRIVER, LAUTOKA HOSPITAL – 3 POSTS    

Role: Driver 

Salary Band  Band B 

Salary Range:  $5.37 - $6.89 

Location: Lautoka Hospital 

Unit/Division: General Services 

Reports to:  GWE Clerk 



 

Subordinates:  Nil 

The Position 

The position is jointly responsible for planning and organizing of transport services through 

liaising with the Clerical Officer with daily running of the vehicle. 

Key Responsibilities 

1. Responsible for transporting FCCDC staff and laboratory samples as and when required. 

2. Assist  the Clerical  Officer to  ensure vehicle  registration  and   general servicing is 

updated according to schedule 

3. Comply with the Land Transport Regulations 

4. Carrying out driving instructions without delay 

5. Carry out service on a daily basis to maintain vehicle safety and cleanliness 

6. Report any vehicle irregularities to immediate Supervisor 

7. Ensure that the vehicle running sheets are recorded on a daily basis with the relevant 

authorizing signatures 

8. Prepare and submit running sheets and fuel receipts and submit timely to the immediate 

supervisor. 

Key Performance Indicators 

Performance will be measured through the following indicators: 
1. Full compliance with Land Transport Regulations and Ministry Instruction Policy 

2. Vehicles are well maintained, clean and fully operational. 

3. All vehicle records are updated and submitted within agreed timeframes. 

Selection Criteria 

The Person 

In addition to a Form 6 qualification and a valid Certificate of Defensive Driving Course and 

Driving License, the following knowledge, experience, skills and abilities are required to 

successfully undertake the role: 

Knowledge and Experience 

1. At least 2-3 years’ experience as a driver; 

2. Good knowledge on vehicle maintenance, cleanliness and transport rules & regulations; 

3. Basic knowledge of Occupational Health and Safety 

4. Understanding of Fijian Constitution(2013) and applicable laws of Fiji; 

Skills and Abilities 

1. Excellent communication skills both verbal and written 

2. Analytical thinking while driving and ability to work with minimum supervision 

3. Capable of working according to the given timelines 

4. The ability of being initiative in acting quickly and decisively in a crisis to create 

opportunities or avoid problems 

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

corporate environment of the organisation. 

___________________________________________________________________________________ 

MOHMS 206/2019: TRADE ASSISTANT, CENTRAL HEALTH SERVICES  

Role: Trade Assistant A 

Salary Band  B 

Salary Range:  $5.37 - $6.89 

Location: Central Health Services Divisional Office 

Unit/Division: General Services/Central Division 

Reports to:  Executive Officer – General Services 

Subordinates:  None 

The Position 
The position is responsible for the effective day to day operations of the equipment and furnishings in 

terms of servicing and repairing to the Central Division. 



 

Key Performance Indicators: 

1. Coordinate and facilitate servicing of air conditioning, refrigerator and other related 

equipment. 

2. Ensure that workshop maintain cleanliness. 

3. Coordinate purchasing of servicing materials in accordance with relevant guidelines. 

4. Effective and efficient repairing services is provided as required. 

Key Result Areas 

1. Assist and participate in activities of personnel engaged in the maintenance of equipment and 

furnishings to include repair and service of Air conditioning, blowers, freezers, coolers and other 

refrigeration works. 

2. Ensuring that the Air Conditioning units, freezers, coolers and other related equipment or 

machinery is in operational conditional and note down break downs. 

3. Ensuring that the establish preventive maintenance program is maintained and liaise with 

administration and professional staff regarding its schedule 

4. Ensure that the OHS Regulations is maintained at all times in the workplace both internal and 

external. 

5. Ensure the working and workshop environment is kept clean and tidy at all times 

Selection Criteria  

The Person 

In addition to a Trade certificate in Air Conditioning and minimum experience of 2 years, the 

following knowledge, experiences, skills and abilities are required to successfully undertake this role: 

Knowledge and Experience 

1. Work requires broad knowledge of maintenance methods and procedures involved in the 

maintenance of Air Conditioning units, freezer, coolers etc. 

2. Minimum of 2 years of experience in basic general maintenance and repair in RAC 

3. Skills and knowledge in electrical works would be an advantage. 

4. Basic knowledge of Occupational Health & Safety 

Skills and Abilities 

1. Ability to assist in carrying out fault finding techniques as to solve Electrical faults and 

breakdown. 

2. Ability to communicate orally and in written. 

3. Identifies and utilizes resources effectively and responsibly. 

4. Ability to work in a team 

MOHMS 207/2019: PLUMBER, CENTRAL HEALTH SERVICES     

Role: Plumber 

Salary Band  Band D 

Salary Range:  $7.50 - $9.61 

Location: Central Health Services Divisional Office 

Unit/Division: General Services/Central Division 

Reports to:  Executive Officer – General Services 

Subordinates:  None 

The Position 

The position is responsible for the effective day to day operations, maintenance and repairs of all 

Plumbing works in health facilities located in the Central Division. 

Key Performance Indicators 

1. Effective and efficient providing of plumbing work services. 
2. Coordinate purchasing of plumbing materials using relevant guidelines. 

3. Ensure that plumbing materials are stored appropriately. 

Key Result Areas: 

1. Maintain repair works for all plumbing related works. 
2. Establish and maintain liaison with administration and professional staff regarding plumbing 



 

maintenance programs. 

3. Plan and organize time, cost and material for assigned work, establishing sequences and 

methods to be used, inspect maintenance and repair work to ensure compliance with 

specifications, recommend modifications and requirement changes to facilitate completion 

of assigned tasks. 

4. Maintain the workshop upkeep and proper storage of plumbing materials 

5. To ensure preventive plumbing maintenance programs is in place and implemented which 

should include the adherence to OHS rules and regulations. 

6. Train and supervision of Trade Assistant and Trainees 

Selection Criteria  

The Person 

In addition to a Trade Certificate qualification in Plumbing or equivalent and the following Knowledge, 

Experience, Skills and Abilities to successfully undertake the role of the position 

Knowledge and Experience 

1. Vast experience in similar role 

2. Knowledge of working with tools for plumbing and experience with materials needed for 

maintenance, repairs and installation 

3. Knowledge of Occupational Health & Safety 

4. Knowledge of proper maintenance of working area and safety protocol 

Skills and Abilities 

2. Ability to meet deadlines within a timeframe 

3. Ability to communicate effectively both verbal & written and work within a team. 

4. Demonstrated ability to plan, organize plumbing work schedule effectively 

5. Identifies and utilizes resources effectively and responsibly. 

6. Takes a problem-solving approach when faced with challenging or difficult situations 

____________________________________________________________________________________ 

MOHMS 208/2019: ELECTRICIAN, CENTRAL HEALTH SERVICES     

Role: Electrician  

Salary Band  Band D 

Salary Range:  $7.50 - $9.61 

Location: Central Health Services Divisional Office 

Unit/Division: General Services/Central Division 

Reports to:  Executive Officer – General Services 

Subordinates:  None 

The Position 

The position is responsible for the effective day to day operations, maintenance and repairs of all 

Electrical works and fixtures, equipment’s, operating and backup generators in health facilities 

located in the Central Division. 

 

Key Performance Indicators: 

1. Coordinate and plan purchasing of electrical materials in accordance with relevant 

guidelines. 

2. Effective and efficient repairing of electrical and scoping services. 

3. Ensure electrical materials are stored appropriately. 

 

Key Result Areas: 

1. Coordinate and facilitate the electrical maintenance of all health facilities in terms of its 

equipment, furnishings, steam operated machine, laundry, lighting fixtures, electrical 

appliances, generator servicing, and all other electrical issues. 

2.  Assist in the planning of labour requirement, duration, and material for assigned work, 

establishing sequences and methods to be used, inspect maintenance and repair work to 



 

ensure compliance with specifications, recommend modifications and requirement changes 

to facilitate completion of assigned tasks. 

3. Establish and maintain liaison with administration and professional staff regarding 

maintenance programs. 

4. To ensure preventive maintenance programs is in place and implemented which should 

include the adherence to OHS rules and regulations. 

5. Train and supervision of Trade Assistant and Trainees 

 

Selection Criteria  

The Person 

In addition to a Trade Certificate qualification in Electrical OR equivalent, a valid FEA 

Wireman’s License and the following Knowledge, Experience, Skills and Abilities are required 

to successfully undertake the role of the position: 

Knowledge and Experience 

1. Acquired knowledge of more than five [5] years of experience in maintenance, repairs and 

new installations of Electrical equipment’s. 

2. Knowledge and experience of electrical wiring and repair of electrical steam operated 

equipment’s, Generators and pumps, Laundry machines, wiring installation and electrical 

fixtures. 

3. Knowledge of procurement of materials, preparing and maintaining reports 

4. Practical knowledge of Occupational Health and Safety 

5. Knowledge of proper maintenance of working area and safety protocol 

Skills and Abilities 

1. Ability to detect, analyze and solve Electrical faults and breakdown. 

2. Ability to perform physical work and repair of underground electrical cabling and lying of 

new wiring works. 

3. Ability to work under pressure and meet deadlines 

4. Ability to communicate effectively in both oral and written communication 

5. Demonstrated ability to organize, supervise, assess, plan, schedule maintenance work and 

costing. 

6. Takes a problem-solving approach when faced with challenging or difficult situations. 

7. Demonstrates a positive attitude in work assignment and interaction with others 

MOHMS 209/2019: DRIVER, ST GILES HOPSITAL  

Role: Driver 

Salary Band  Band B 

Salary Range:  $5.37 - $6.89 per hour 

Location: St Giles Hospital 

Unit/Division: Administration 

Reports to:  Executive Officer 

Subordinates:  Nil 

The Position 

The position ensures the safe and reliable conveyance of St. Giles Hospital staff and patients. 

 

Key Responsibilities 

1. The Driver is required to transport St. Giles Hospital officials and patients to various 

destinations. 

2. Responsible for the proper maintenance of vehicles, it’s safety, cleanliness and tidiness at all 

times. 

3. Ensure that running sheets are properly filled and updated on a daily basis in the vehicle log 

book; practices road safety measures vigilantly at all times; ensures vehicles are regularly 



 

serviced. 

4. Actively contribute to the ministry and cooperate requirements including planning, report 

submissions, record keeping and administration activities when required. 

 

Selection Criteria  

The Person 

In addition to a secondary school qualification, Group 2, 4 and 6, Driving License, Defensive Driving 

License, First Aid training the following knowledge, Experience, Skills and Abilities are required to 

successfully undertake this role: 

Knowledge and Experience 

1. Similar work experience for 5 years 
2. Good knowledge on vehicle maintenance, cleanliness and transport rules & regulations; 

3. Basic knowledge of Occupational Health and Safety 

4. Understanding of Fijian Constitution(2013) and applicable laws of Fiji; 

Skills and Abilities 

1. Ability to drive safely and effectively 
2. Ability to communicate well both verbal and written 

3. Demonstrate ability to work in a team. 

4. Ability to manage time effectively 

MOHMS 210/2019: WARD ASSISTANT, ST GILES HOSPITAL     

Role: Ward Assistant 

Salary Band  Band B 

Salary Range:  $5.37 - $6.859 per hour 

Location: St Giles Hospital 

Unit/Division: Nursing 

Reports to:  Executive Officer 

Subordinates:  Nil 

The Position 

To assist nurses with non-clinical duties including patient care, patient movement within the health 

facility, ward housekeeping, and food service. 

Key Responsibilities 

1. Assist with patient care in accordance with patient safety and care regulations and in 

compliance with occupational health & safety standards. 

2. Ensure that patient bedding, linen and surrounding is clean at all times. 

3. Assist with the carriage of patients within the health facility. 

4. Actively contribute to the Ministry corporate activities 

Key Performance Indicators 

1. Patient care is delivered in a timely manner and in accordance with patient care and safety 

regulations and policies. 

2. The cleanliness and hygiene of patient linen, bedding and surroundings are maintained at all 

times according to infection control and OHS standards. 

3. Patients are transported in the most comfortable and safe means whenever required in the 

health facility. 

4. Active participates in corporate activities of the Ministry as and when required. 

Selection Criteria  

The Person 

In addition to the completion of Secondary School or similar, the following Knowledge, 

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

Knowledge and Experience 

1. Work experience in a similar environment providing patient care to the sick or aged. 

2. Experience in basic housekeeping duties 



 

3. Sound knowledge of Occupational Health & Safety at the workplace and patient care and 

safety regulations 

Skills and Abilities 

1. Ability to handle patients with care and maintain patient confidentiality at all times. 

2. Ability to communicate effectively. 

3. A good team player and able to work with minimum supervision. 

4. Customer focused approach with commitment to supporting the operational goals of the 

organization 

5. Customer focused approach with commitment to supporting the operational goals of the organization 

 

MOHMS 211/2019: HANDYMAN, ST GILES HOSPITAL   

Role: Handyman 

Salary Band  Band B 

Salary Range:  $5.37 - $6.89 per hour 

Location: St Giles Hospital 

Unit/Division: Administration 

Reports to:  Executive Officer 

Subordinates:  Nil 

The Position 

Position is responsible for the general maintenance of the hospital infrastructure. 

Key Responsibilities 

1. Ensure that hospital maintenance is attended to in a safely and timely manner upon request and 

according to job sheet 

2. Ensure that all tools under your possession are operated in a good and safely manner in 

compliance with OHS regulation 

3. Actively contribute to the ministry and cooperate requirements including planning, budgeting and 

general maintenance when required. 

Selection Criteria  

The Person 

In addition to Form 6 Graduate 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 in a similar role 
2. Basic knowledge of electrical, carpentry, plumbing and general plumbing 

3. Basic knowledge of Occupational Health & Safety 

 

Skills and Abilities 

1. Ability to assess and provide scope of work for task to be undertaken 
2. Ability to make accurate estimates of materials for work to be undertaken 

3. Ability to accurately assess work carried out by contractors as per scope of work 

4. Ability to communicate both verbal and written 

5. Demonstrate the ability to effectively work within a team, with minimal supervision. 

6. Service and customer oriented approach, with a commitment to efficiency 

__________________________________________________________________________________ 

MOHMS 212/2019: LABOURER, GILES HOSPITAL   

Role: Labourer 

Salary Band  Band A 

Salary Range:  $4.60 - $5.90 per hour 

Location: St Giles Hospital 

Unit/Division: Hospital Services/Central 



 

Reports to:  Executive Officer 

Subordinates:  Nil 

The Position 
The position is responsible for maintaining the cleanliness of the hospital environment. 

Key Responsibilities: 

1. Ensure the removal and disposal of waste from the hospital premises in compliance with OHS 

standards; 

2. Ensure the beautification of the health facility and quarters are maintained 

3. Ensure that all equipment/ tools are well serviced and maintained 

4. Ensure to clean and maintain the surrounding of the health facility; 

5. Actively contribute to the ministry’s corporate functions and activities. 

Key Performance Indicators: 

1. All tools and equipment are properly maintained as per agreed arrangement 

2. Cleanliness of the premises and institutional quarter’s compound is properly maintained in a 

timely manner 

3. Participate in all corporate functions as and when required 

Selection Criteria  

The Person 

In addition to the completion of Secondary School or similar, the following Knowledge, Experience, 

Skills and Abilities are required to successfully undertake this role: 

Knowledge and Experience 

1. Proven working experience as a Laborer or similar duties 

2. Basic knowledge of OHS requirements. 

3. Knowledge of Fire Safety procedures and equipment use. 

Skills and Abilities 

1. Ability to communicate effectively: 

2. A good team player 

3. Ability to complete task within the agreed time line. 

4. Ability to operate required equipment in a safe and responsible manner; 

5. Customer focused approach with commitment to supporting the operational goals of the 

organization 

___________________________________________________________________________________ 

MOHMS 213/2019: COOK, ST GILES HOSPITAL   

Role: Cook 

Salary Band  Band B 

Salary Range:  $5.37 - $6.89 per hour 

Location: St Giles Hospital 

Unit/Division: Food Services Unit 

Reports to:  Executive Officer 

Subordinates:  Nil 

The Position 

The incumbent is responsible for the preparation and presentation of meals for patients and staff. 

Key Responsibilities 

1. Cook meals according to menus, special dietary or nutritional restrictions instructed by the 

Dietician, and numbers of portions to be served. 

2. Estimate expected food consumption with reference to the diet lists and meal request figures and 

keep food waste to a minimum and maintain routine meal schedules and serving times. 

3. Complies consistently with healthy standard portion sizes, cooking methods, specifications, 

quality standards and food service rules, policies and procedures. 

4. Maintains a clean and sanitary work station area including tables, shelves, grills, fryers, oven, 



 

blenders, flat top range and refrigeration equipment. 

5. Follow and practice Hazard analysis and critical control points (HACCP). 

6. Assist in food preparation and serving during off-peak periods as needed. 

7. Actively contribute to the ministry and cooperate requirements including planning, 

budgeting, monitoring, record keeping and food services activities when required. 

Selection Criteria  

The Person 

In addition to the completion of Secondary School or similar and a Certificate in Cookery or 

equivalent, the following Knowledge, Experience, Skills and Abilities are required to successfully 

undertake this role: 

Knowledge and Experience 

1. Knowledge of quality food preparation and presentation methods 

2. Must have knowledge of food safety and hygiene 

3. Experience in cooking in a similar environment 

4. Basic knowledge of occupational health and safety in the workplace 

Skills & Abilities 

1. Ability to work effectively within a team 

2. Ability to both vegetarian and non-vegetarian meals in large quantities and on time 

3. Demonstrate a high standard of personal appearance and good personal hygiene 

4. Demonstrate ability to work under minimal supervision 

5. Effective verbal and written communication skills 

6. Effective time management skills 

___________________________________________________________________________________ 

MOHMS 214/2019: DRIVER, WAIVAKA  

Role: Driver  

Salary Band: Band B  

Salary Range:  $5.37 - $6.89 per hour  

Location: Waivaka  

Unit/Division: Transport/Central Health Services  

Reports to:  Clerical Officer  

Subordinates:  Nil  

The Position  

The position ensures the safe transportation of staff and patients from one facility to another. 

Key Responsibilities  

The position will achieve its purpose through the following key responsibilities/duties: 

1. Maintain Cleanliness of the vehicle at all times; 

2. Use Motor Vehicle for Official purposes upon instructions from supervisor 

3. Drive Motor Vehicle safely in accordance with all traffic laws and regulations of Land Transport 

Act or Fiji Police Force; 

4. Complete and submit the daily running sheet for every trip taken, and submit to the respective 

Transport Officer at the end of the day for review and verification; 

5. Take responsibility of the Motor Vehicle maintenance and regular servicing in consultation with 

the respective Transport Officer on: 

a. Oil, fuel and lubrication service; 

b. Tyre, battery and air ¡V conditioning servicing; 

c. Motor Vehicle washing and cleaning; 

d. Daily checks of vehicle tools, spare tyres 

6. Efficiently report all minor or major accident to the vehicle under your care using the standard 

vehicle accident report form. 

Key Performance Indicators 



 

Performance will be measured through the following indicators: 

1. Ensure that vehicle, are in good running condition (clean, water, oil are sufficient) before moving 

the vehicle 

2. Hospital runs are well planned; 

3. Running sheets & fuel receipts, are submitted on daily basis; 

4. Defects are reported and addressed in a given timeframe; 

Selection Criteria 

The Person 

In addition to the completion of Secondary School or similar and the following valid driving 

license classifications 2, 4 & 6 with A valid Defensive Driving Certificate. The following 

knowledge, Experience, Skills and Abilities are required to successfully undertake this role: 

Knowledge and Experience 

1. At least 3 years working experience in a similar role 

2. Good knowledge of vehicle maintenance, cleanliness and transport rules & regulations; 

3. Basic knowledge of Occupational Health and Safety 

4. Well versed with road Regulations and Acts; 

5. Fair understanding of the Fijian Constitution (2013) and applicable laws of Fiji; 

Skills and Abilities 

1. Ability to drive safely and effectively 

2. Ability to communicate in both verbal and written 

3. Ability to work effectively with a team 

4. Ability to do read and calculate mileage  

5. Ability to manage time effectively 

MOHMS 215/2019: CLEANER, KOROVOU HOSPITAL   

Role: Cleaner 

Salary Band: Band A 

Salary Range:  $4.60 - $5.90 per hour  

Location: Korovou Hospital 

Unit/Division: Hospital Services/Central Health Services  

Reports to:  Clerical Officer  

Subordinates:  None 

The Position 

The position provides efficient and effective cleaning services. 

Key Responsibilities 

The position will achieve its purpose through the following key responsibilities. Working with relevant 

staff and service providers, in accordance with legislative requirements in the following areas: 

1. Ensure the general upkeep and cleanliness of health facility is well maintained at all times; 

2. Ensure that all cleaning equipment are operated in accordance with safety standards 

3. Ensure the proper disposal of waste on a daily basis; 

4. Report any minor damages to supervisors whilst carrying out duties in a timely manner 

5. Actively contribute to the ministry’s corporate functions and activities. 

Key Performance Indicators 

1. Cleanliness of the health facility is maintained in compliance with standard procedures 

and regulations in a timely manner 

2. Cleaning equipment are well maintained and stored appropriately. 

3. Minor damages are addressed in a timely manner 

4. Actively contribute to the Ministry corporate activities as and when required 

Selection Criteria 

The Person  

In addition to the completion of Secondary School Education or similar, the following Knowledge, 

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



 

Knowledge and Experience 

1. At least 3 years’ experience in a similar work environment; 

2. Basic knowledge of the usage of cleaning chemicals, cleaning equipment and general 

  cleanliness & hygiene procedures; 
3. Knowledge in providing and maintaining high quality customer care; 

4. Knowledge of Occupational Health & Safety requirements; 

Skills and Abilities 

1. Ability to plan and organize work on a daily basis 
2. Effective verbal and written communication skills 

3. Ability to work with minimum supervision with an attention for details 

Customer focused approach with commitment to supporting the operational goals of the organization 

MOHMS 216/2019: RECORDER, NADI HOSPITAL   

Role: Recorder 
Salary Band: Band B 

Salary Range:  $5.37 - $6.859 per hour 

Location: Tavua Hospital [2 Posts] & Rakiraki Hospital [1 Post] 

Unit/Division: Nursing 

Reports to:  Executive Officer 

Subordinates:  Nil 
The Position 

The position provides extracts database information of patient’s records and ensures that proper records 

of individual patients are maintained at all times. 

Key Responsibility 

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

with relevant staff and service providers, in accordance with legislative requirements in the 

following areas: 

1. Ensure Medical Records are updated and registered in the Health Information System 

(PATIS) with efficiency and timeliness; 

2. Ensure proper management and safekeeping of folders; 

3. Ensure customer service are maintained; 

4. Provision of information (medico-legal) to respective clinical staffs/ clients/ police officers 

as and when required; 

Key Performance Indicators: 

Performance will be measured through the following: 

1. All activities are effectively organized in a timely manner to ensure progress of service 

delivery; 

2. All patient folders are managed and maintained in compliance with medical records keeping 

and procedures 

3. Effective distribution of patient folders and medical records in compliance with procedures 

and regulations. 

Selection Criteria 

The Person 

In addition to the completion of Secondary School or similar, the following Knowledge, 

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

Knowledge and Experience 

1. Experience in basic administrative work or similar 

2. Sound knowledge of filing and information management; 

3. Experience in Microsoft office programs 

Skills and Abilities 

1. Demonstrate high level of accuracy and attention to detail 

2. Ability to communicate effectively with people from diverse backgrounds in order to 

ascertain information and reporting needs 



 

3. Ability to analyze situation and act accordingly to provide best practical outcome; 
4. Ability to accurately follow instructions, meet targets and work in a team 
5. Demonstrated ability to maintain confidentiality and neutrality in a sensitive 

environment 
6. Service oriented approach with a commitment to achieve the operational goals of 

the organization. 

PROJECT POSITIONS 

MOHMS 36/2019: NURSE BLOOD SERVICES     

Role: Nurse Blood Services 

Salary Band  E 

Salary Range:  $19,041.75 - $24,412.50 

Location: Northern Health Services 

Unit/Division: Blood Services Unit 

Reports to:  Manager Divisional Blood Services 

Subordinates:  Phlebotomists 

The Position 

 The position ensures that all Blood donors are eligible to donate blood and facilitate health checks to all 

our blood donors.  

Key Responsibilities  

1. Member of the Recruitment Team in conducting blood recruitment campaign via blood drive or in 

blood centres.  

2. Conduct blood donor health check.  

3. Ensure that all medical supplies/items for blood drive are available.  

4. Conduct Pre and Post Counselling to all Blood donors.  

5. Collate all Blood Donors information [Type of Donors, TTI status, Gender & Age etc]  

6. Attend to any blood donor discomfort. 

 Selection Criteria  

The Person  

In addition to a Certificate in Enrolled Nurse (or equivalent)) with the following Knowledge, Experience, 

Skills and Abilities are required to successfully undertake the role: 

 Knowledge and Experience  

1. Experience in the provision of primary and nursing support to patients within hospital setting or 

primary care institution;  

2. Understanding of the Fijian Constitution (2013) and applicable laws of Fiji.  

3. Ability to treat all patients and clients with dignity, respect and all information gathered are kept 

confidential.  

4. Possess a good knowledge on the nursing scope of practice as outlined in the nursing policy  

5. Knowledge of health education theory and practice.  

Skills and Abilities  

1. Demonstrated ability to work independently, in a team environment,    

2. Proven organizational skills with ability to determine competing priorities and plan, organize work 

activities to meet agreed goals    

3. Good Clear/confident and excellent communicator skills 

MOHMS 27/2019: QUALITY ASSURANCE/VACCINE PREVENTABLE DISEASES 

SCIENTIFIC OFFICER 

Role: Quality Assurance/ Vaccine Preventable Diseases Scientific Officer 



 

Salary Band  H 

Salary Range:  $34,760.31 - $44,564.50 

Location: Fiji Centre for Communicable Disease Control, Mataika House, 

Tamavua 

Unit/Division: National Manager Public Health Laboratory 

Reports to:  Laboratory Officers, Laboratory attendant, Project officers, visiting 

research officers, Medical and Laboratory students, Attachés 

Subordinates:   

The Position   

To coordinate and strengthen quality management system for NPHL services to achieve operational 

standards for accreditation. The Quality Assurance (QA) officer will also be responsible for laboratory 

testing for Vaccine Preventative Diseases (VPD), including molecular testing and introducing new 

techniques for classifying organisms serotype and genotype in accordance to quality standards.   

Key Responsibilities   

1. Strengthen and review current Laboratory Quality Management System (LQMS/ISO15189/ISO17025) 

Standards) and establish Stepwise Laboratory Quality Improvement Process towards Accreditation 

(SLIPTA) programme.  

2. Facilitate and manage the accreditation process of the National Public Health Laboratory   

3. Establish and operationalize quality assurance programs for infectious diseases at the national level. 4. 

Monitor, evaluate, and advise on the performance of the quality management system, producing data and 

reporting on performance, measuring against set standards  

5. Conduct and report on laboratory testing for VPD   

6. Maintenance and capacity building for VPD lab testing, including conducting site visitations, 

consultations and training   

7. Work with internal and external stakeholders to develop and evaluate laboratory technologies and 

operations 

Key Performance Indicators  

1. Effective management of NPHL accreditation process.  

2. Effective maintenance and supervision of QA management system  

3. Timely and complete laboratory testing and reporting for VPDs  

4. Effective maintenance of VPD lab testing and capacity building 

Selection Criteria  

The Person   

In addition to an undergraduate qualification in Medical Laboratory science or equivalent, Masters in 

Laboratory Medicine, Infectious diseases, Molecular Biology or equivalent the following Knowledge, 

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

Knowledge and Experience  

1. At least 10 years’ experience working in a medical laboratory; preferably in clinical microbiology 

and/or public health laboratory  

2. Experience in molecular biology and diagnostics  

3. Demonstrated knowledge of infectious diseases in general and vaccine preventable diseases in 

particular   

4. Advanced experience in analysing and interpret laboratory processes accurately in a quality and cost 

effective way  

5. Sound knowledge of a Laboratory Quality Management System and Good Laboratory Practice 

standards  

 

 

 



 

Skills and Abilities  

1. Demonstrated ability to analyze and contribute to solutions to complex problems, in a resource 

constrained environment particularly with regards to internal Quality Control and Quality Assurances 

program   

2. Capacity to utilise computer programs to support the operations of an organisation. 

 3. Strong organisational, communication and interpersonal skills and the ability to effectively consult 

with multidisciplinary teams   

4. Ability to maintain confidentiality and neutrality, in a sensitive environment  

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

environment of the organization.  

____________________________________________________________________________________ 

Application Process 

Applicants are to note the following when applying. 
1. You must personally complete the application form and sign the Declaration at the end of the 

form. The application form can be downloaded from the Ministry of Health Website, 

http://www.health.gov.fj/PDFs/Application Form MOHMS FILLABLE 3.pdf 
 
2. Ensure that your first name, last name and date of birth are the same as those on your identity 

documents 
 
3. All communication regarding your application will be via email. Ensure that you provide a valid 

email address and that you check this email regularly for communication regarding your application.  
4. As part of your application, please submit 
 

a. A completed and signed application form; 

b. Current CV outlining your qualifications, experience and copies of qualifications to be 

attached; 

c. For clinical/technical positions only (whenever applicable): a certified copy of your 

registration and/or valid practicing license; and certified copies of your qualifications. 

 

5. Applicants for employment in the Ministry of Health & Medical Services must be of good 

character, with a background that demonstrates their commitment to the Civil Service Values contained 

in the Fijian Constitution. Applicants must also be Fijian Citizens, under age 55, in sound health, with a 

clear police record. The selected applicant will be required to provide a medical certificate and police 

clearance prior to take up of duty. 
   
6. The Ministry is an Equal Employment Opportunity employer. Applications are encouraged from 

all eligible, qualified applicants. All applicants must address the specific knowledge, experience, skills 

and abilities required of the job, as this criteria will be considered in assessing the relative suitability of 

applicants. 
 

Submission 
Applications must be submitted by 4.30pm Monday, 6th May 2019. 
 
Applicants are encouraged to submit their application by email to recruitment@health.gov.fj 

 

Or 

Applications by Post Applications Delivered 
Permanent Secretary “DROP MOHMS JOB APPLICATION BOX” 

Ministry Of Health & Medical Reception Desk, Ground Floor, Dinem 

Services House, 88 Amy Street, 

P O Box 2223, Gov’t Bldg, Suva, Fiji 

Suva  

https://webmail.gov.fj/owa/redir.aspx?C=UiKdSyOMjUyOsSR610MS6bg5A2GLH9YI2GLN_f-zjdCk3Oquw8LseS_4JGJZ5rNClIAL4MekJV4.&URL=http%3a%2f%2fwww.health.gov.fj%2fPDFs%2fApplication%2520Form%2520MOHMS%2520FILLABLE%25203.pdf
mailto:recruitment@health.gov.fj


 

 

 


