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MINISTRY OF LOCAL GOVERNMENT 
ROLE DESCRIPTION: PRINCIPAL POLICY & RESEARCH OFFICER 
PARTICULARS OF THE POSITION 
1. Position level: BAND H
2. Salary Range: $34,760.31 - $44,564.50
3. Duration: until retirement age of 60 years 
4. Duty Station: Suva 
5. Reporting Responsibilities; 
a) Reports To 
: 
Director Local Government 
b) Subordinates: 
 Senior Administrative Officer – Policy 
c) Internal – Ministry Staff 
d) External - Municipal Councils, National Fire Authority, Others Ministries and Departments,    Statutory Bodies, Development Partners, Private Sector and 
International Organizations 
THE POSITION  
The Principal Policy and Research Officer plays a pivotal role in conducting high-level research and informed analysis of local government (Municipal Council) and National Fire Authority (NFA) policies and procedures. This position is responsible for providing professional advice to the Permanent Secretary of Local Government through the Director Local Government. The role encompasses active participation in the implementation and monitoring of policy changes from the Ministry of Local Government, ensuring alignment with current legislation and exercising Permanent Secretary Powers under the Fijian Constitution. 
In addition, the position will develop a robust approach to evaluating the activities of the Ministry of Local Government and the 13 Municipal Councils and National Fire Authority against Fiji’s 20Year and 5-Year Development Plans/National Economic Summit 2023 Resolutions to demonstrate the impact and value of the work to national, regional, and international audiences. 
KEY DUTIES 
The position will achieve its purpose through the following key duties: 
1. Research and Analysis: 
· Conduct high-level research on local government policies and procedures. 
· Provide informed analysis to contribute to policy development and decision-making processes. 
· Stay abreast of legislative changes affecting local government functions. 
2. Policy Implementation: 
· Work closely with the Director Local Government to implement and monitor policy changes. 
· Ensure compliance with current legislation and Constitutional provisions. 
3. Strategic Evaluation: 
· Develop and lead a robust approach to evaluating the activities of the Ministry of Local Government, Fiji’s thirteen Municipal Councils, and the National Fire Authority. 
· Align evaluations with Fiji’s 20 Year and 5 Year Development Plans/National Economic Summit 2023 Resolutions. 
4. Communication and Reporting: 
· Effectively communicate research findings and policy recommendations to the Permanent Secretary and other stakeholders. 
· Prepare reports demonstrating the impact and value of the Ministry's work to national, regional, and international audiences, aligned with Fiji’s 20 Year and 5 Year Development Plans/National Economic Summit 2023 Resolutions. 
5. Corporate and Administrative Requirements: 
· Provide assistance in various administrative tasks such as documentation, record-keeping, and coordination to ensure the smooth functioning of the Ministry of Local Government. 
· Contribute to fulfilling corporate needs, collaborating with different departments and stakeholders as needed, to support the overall efficiency and effectiveness of the Ministry. 
KEY PERFORMANCE INDICATORS 
Performance will be measured through the following indicators: 
1. Policies researched, developed and reviewed within approved timeframes; 
2. Robust, high quality policy advice provided within approved timeframes; 
3. All reports, policy briefs and draft correspondence are submitted within the agreed timeframes, and meet the standard reporting requirements, including analytical trends, analyses of data and any recommendations for improvement;  
4. Corporate requirements and a team approach supported. 
THE PERSON  
In addition to a Bachelor qualification in Economics, Public Policy, Governance, Law or equivalent the following experience, knowledge, skills and abilities are sought:  
Knowledge and Experience 
1. 6 years of knowledge and experience in policy analysis and providing sound advice on implications of policy proposals at a senior level, with demonstrable experience in developing and reviewing policies; 
2. Demonstrated experience in liaising with stakeholders from different organizations; 
3. Knowledge and demonstrable experience of developing, delivering and evaluating evidence- based impact campaigns;  
4. Successful track record of dealing with key influencers and stakeholders nationally and internationally to advance national policy objectives;  
5. Extensive knowledge of social and national policy including funding opportunities to support research in these areas; 
6. Demonstrated experience in carrying out research and in conducting surveys, data collection and data analysis; and 
7. Good understanding of the Constitution, Local Government Act 1972 and applicable laws in Fiji, with sound knowledge of local government policy and practice 
Skills and Abilities 
1. Excellent communication skills, both written and oral.  
2. Demonstrated ability to think creatively, be open to change and to see the implications of changes proposed;  
3. Ability to instigate change management and process improvements and a team player in delivering required outputs;  
4. Demonstrated ability to analyse and solve complex problems, in a resource constrained environment; 
5. Ability to assess, analyse and provide advice on any subject related to national, regional international policies; 
6. Ability to monitor the implementation of policies and programs of Government in the economic, socio-cultural, infrastructural and governance sectors; 
7. Strategic thinker who is able to analyse and solve complex problems; 
8. Ability to multi task and work effectively without supervision; and  
9. Capacity to utilise complex computer programs to support daily operational tasks.  
PERSONAL CHARACTER AND ELIGIBILITY 
Applicants for employment in the Ministry of Local Government must Fijian Citizens and under the Age of 60 with a clear police record. The successful applicant will be required to provide a police clearance as a condition of employment.  
The Ministry of Local Government is an Equal Employment Opportunity Employer. Applications are encouraged from all eligible and qualified applicants. Only the specific knowledge, experience, skills and abilities required for the job will be considered in assessing the relative suitability of applicants. 
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