MINISTRY OF HEALTH AND MEDICAL SERVICES
ROLE DESCRIPTION

Corporate Information
	Role:
	Divisional Coordinator – Oxygen Project

	Salary Band:
	Band H

	Salary Range:
	$38,557.21 – $49,114.54 per annum

	Location:
	Northern Division

	Unit/Division:
	Fiji Emergency Medical Assistance Team (FEMAT)

	Reports to:
	National Oxygen Coordinator, Divisional Director of Nursing (DDON)

	Subordinates:
	Nil



Position Purpose
The position, under minimum supervision, will be responsible for engaging and maintaining contact with all users of medical oxygen across all health facilities within the division, supporting related training, ensuring full and accurate data collection, and rapidly resolving problems with oxygen utilization and supply-chain in liaison with the national team.

Key Responsibilities
Working with relevant stakeholders and service providers, in accordance with legislative requirements, the position will achieve its purpose through the following key responsibilities:
1. Support the National Oxygen Coordinator in leading supply-chain strengthening efforts to improve access to oxygen for COVID-19 patients in healthcare and home-isolation facilities.
2. Train clinical users in the detection and management of hypoxemia and respiratory illness, and specifically in the use and care of oxygen and respiratory-related equipment.
3. Collect and manage data related to the use, reliability, and cost-efficiency of oxygen supply systems in their division.
4. Keep accurate and up-to-date inventory of oxygen-related equipment and consumables in their division to forecast to meet need.
5. Facilitate distribution plan within the division as per agreed work plan.
6. Maintain close contact with health facilities and provide support as a liaison.
7. Collaborate healthcare staff and National oxygen Coordinator to mitigate risks and rapidly address any problems with oxygen systems.
8. Provide regular reports to supervisors and stakeholders at divisional and national level according to agreed objectives, and actively participate in all relevant meetings.
9. Assist the National Oxygen Coordinator to meet overall work plan.

Key Performance Indicators
Performance will be measured through the following indicators:
1. Completion of training of clinical staff on the use of oxygen-related devices to manage hypoxemia and related illnesses as per agreed work plan.
2. Accurate and timely collection and transfer of data on the use, reliability, and cost-efficiency of the oxygen supply system at individual health facilities, as determined by supervisor.
3. Accurate and up-to-date inventory of oxygen-related equipment and consumables.
4. [bookmark: _gjdgxs]Completion of all documentation and reports by agreed timelines. 
Person Specification
In addition to a relevant academic qualification in Bachelor of Nursing or related clinical bachelor’s degree with five years of work experience within the Fijian healthcare setting, the following Knowledge, Experience, Skills and Abilities are required to perform the duties of the position:

Knowledge and Experience
1. Project management skills, including preparation of work plans, execution of work plans, and writing of progress reports.
2. Experience in engaging in training and educating health professionals (both doctors and nurses) at divisional and sub divisional level.
3. Management experience, including the planning and implementation of health programmes, and working as part of a multi-disciplinary team.
4. Knowledge of general principles and practice of monitoring and evaluation, and data collection and curation.
5. Comprehensive understanding of health information and reporting systems in Fiji.
6. Comprehensive knowledge of health information, clinical guidelines, and reporting systems in Fiji.
7. Must be computer literate and efficient in preparing, writing and submitting reports in timely manner
8. Experience in working with multiple stakeholders, including at divisional and subdivisional level.
9. Good understanding of Occupational Health & Safety standards.

Skills and Abilities
1. Ability to work independently and as part of a team to achieve set targets
2. Has strong organizational and administrative skills
3. Ability to manage time, prioritise tasks and multitask.
4. Good organizational ability and communications skills, both verbally and in writing.
5. Demonstrated ability to support the implementation of the oxygen project, including monitoring and evaluation of activities.
6. Ability to establish and maintain working relationships with co-workers
7. Has the ability and willingness to travel frequently within Fiji

Personal Character & Eligibility
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 60, 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.
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 these criteria will be considered in assessing the relative suitability of applicants.

