MINISTRY OF HEALTH & MEDICAL SERVICES
ROLE DESCRIPTION
Corporate Information
	Role:
	Divisional Surveillance & Response Officer

	Salary Band:
	Band E

	Salary Range:
	$21,121.70 - $26,653.57 per annum

	Location:
	Northern Health Services 

	Unit/Division:
	Surveillance and Response Unit, Northern Health Office

	Report to:
	Divisional Medical Officer Northern

	Subordinates
	Nil


Position Purpose
The position of the Divisional Surveillance & Response Officer is to be the focal point for communicable disease surveillance and response in the respective divisions. Strengthening all routine communicable disease surveillance in the divisions through good surveillance and monitoring.
Key Responsibilities
The position will achieve its purpose through the following key duties.
1. Assist in designing, developing and implementing program plans and projects to support and enhance communicable disease in the divisions.
2. Provide timely analysis and reporting of communicable disease surveillance data to the divisions.
3. Provide timely reporting and updating of the Early Warning Alert and Response System (EWARS) for the sentinel sites within the division
4. Assist in conducting quarterly site visits to Health facilities to build capacity and strengthen communicable disease surveillance.
5. Assist in coordinating relevant communicable disease committees and meetings.
6. Actively contribute to Ministry requirements, including planning, budgeting and corporate activities.
Key Performance Indicators
Performance will be measured through the following indicators:
1. All weekly reports are accurate and submitted within the agreed timeframes.
2. Site visits are conducted, and reports are submitted in a timely and effective manner.
3. Quality committee and meeting secretariat services are provided, and outcomes are actioned in a timely and effective manner.
4. All assigned activities, are implemented, meet the scheduled timeframes, monitored and evaluated for effectiveness.
5. The Early Warning Alert and Response System (EWARS) platform is updated in a timely manner.
6. Active participation in the corporate activities of the Ministry as and when required.
Person Specification
In addition to undergraduate diploma in Environmental Health, Science or Public Health/Nursing from a recognized tertiary institution or equivalent, the following Knowledge, Experience, Skills and Abilities are required to successfully undertake the role of divisional surveillance & response officer:
Knowledge and Experience
1. At least 2 years of experience in surveillance or research
2. Sound knowledge on Public Health and infectious disease surveillance
3. Sound knowledge of disease outbreak investigation and field work
4. Sound knowledge of surveillance data analyses and reporting
Skills and Abilities
1. Strong communication and interpersonal skills and the ability to effectively consult with others
2. Demonstrated ability to maintain confidentiality and neutrality, in a sensitive environment
3. Demonstrated ability to analyze and contribute to solutions to complex problems, in a resource constrained environment.
4. Capacity to utilize computer programs to support the operations of the department.
5. Service oriented approach, with a commitment to supporting the operational and corporate environment of the organization.
Personal Character and 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 of 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.
