
 

 

 
 

WATER AUTHORITY OF FIJI 

REF: 833 ADMINISTRATIVE OFFICER TO 

GENERAL MANAGER SPECIAL PROJECTS  

 (NATIONAL OFFICE) 
 

Purpose 

The purpose of the role is to ensure that the General Manager Special Projects has excellent 

support, enabling him to focus on business development and high-level management issues. 

This position is often privy to confidential information and as such, requires diplomacy and 

discretion. 

 

Principal Accountabilities 

 Devising and maintaining office systems, including data management and filing  

 Producing documents, briefing papers, reports, and presentations. 

 Screening telephone calls, inquiries, and requests, and handling them when appropriate. 

 Organizing, maintaining diaries, making appointments, and taking minutes. 

 Maintain all appointment calendar schedules, organizing and coordinating meetings, 

training, conferences with internal and external stakeholders and ensuring that the GM is 

well-prepared for meetings. 

 Participate in team meetings to document the minutes/action plans, and follow up 

accordingly. 

 Arranging travel and accommodation and, occasionally, traveling for GM. 

 Preparation of fortnightly timesheet, monitoring of staff attendance, behaviors, and 

disciplines. 

 Ensuring office and staff compliance to OHS policies and overall compliance to WAF 

policies, circulars, and SOP 

 Monitoring of PMC Budget and office expenditures as well as maintaining all petty cash 

requests. 

 Maintain correspondences, both inwards and outwards for the unit 



 
 

       
 

 Assist GMSP for value-added works for the betterment of the SBU 

 Coordinating with other SBUs on their related functions in assisting performance of the unit, 

such as fleet management, i.e., optimal usage of office resources, vehicle maintenance 

 Planning and organizing team-building events, workshops, or training for the team for an 

effective and motivated team. 

 Maintenance and monitoring of office assets. This includes liaising with the Properties unit 

on maintenance of the existing asset, the recommendation for a new purchase, and old 

asset disposal. 

 Managing all related administrative issues, i.e. HR issues, orders for stationeries, IT-related 

issues, etc.  

 Maintaining and updating notice boards and displays, assisting GM to embrace the 

organization's values. 

Knowledge & Experience 

 A Diploma or a Degree in office administration 

 At least 5 years’ experience in a similar role 

 

Skills & Abilities 
 

 Proficient in Microsoft Office applications 

 Excellent organizer and communicator with a proactive and friendly attitude 

 Excellent phone skills and a good speaking voice and proficient in English 

 Work well under pressure to meet tight deadlines 

 Able to work extra hours and travel when necessary 

 Able to multi-task and work in a busy environment 

 Be well-groomed and dressed appropriately at all times 

 Maturity to handle a range of situations 

 A meticulous and thorough nature 

 Loyalty and a high level of confidentiality 

 Excellent computing skills and Document management skills 
  

 



 
 

       
 

Remuneration 
 
Remuneration will be commensurate with relevant qualifications and experiences.  

 

 

WHERE TO SEND YOUR APPLICATION 

 
Typed applications must include the curriculum vitae in chronological order and the names of 2 
referees with certified copies of relevant certificates and separate application for different 
positions. Briefly state how you meet the knowledge, experience, skills and abilities for the 
position applied.  
 
INCOMPLETE & LATE APPLICATIONS WILL NOT BE CONSIDERED. ONLY SHORTLISTED 
CANDIDATES WILL BE CONTACTED.  
 
 
Applications should be marked “Confidential REF: 833– Administrative Officer to General 
Manager Special Projects (National Office)” and should be received no later than 25 June 2021 
and could be: 
 
Mailed to:     Hand delivered to:  Emailed to 
The Manager Human Resources or Human Resources Unit    or   hr.recruit@waf.com.fj 
Water Authority of Fiji    Level 3, Manohan Building   


