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Fiji Bureau of Statistics

Statistics

JOB DESCRIPTION: Project Officer - Accounts Clerk (Census 2027 Preparation
2025 - 2027)

CORPORATE INFORMATION:

Position Level: Salary Band C (Step 3)

Wage Rate:  $8.58/hour

Duty Station: Head Quarters

Reporting Responsibilities;

a. Reports to: Accounts Officer- Project

b. Liaises with: Household Survey Division, Field Statistician and other divisional
staff, Government Ministries & Departments, Stakeholders and Corporate Service
Division.

c. Subordinates: Nil

POSITION PURPOSE:

The purpose of this position is to assist the Accounts team with accounting to support operations of
the 2017 Population and Housing Census.

KEY RESPONSIBILITIES:

1.
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Timesheet entry for unestablished (GWE and Project Officers).

Administration of purchase orders and processing of payments.

Acquittal of advance payments to field staff.

Compiling and reconciling commitment and expenditure ledgers.

Actively contribute to the Ministry's corporate requirements, including planning, budgeting and
selection activities where required.

KEY PERFORMANCE INDICATORS
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Efficient processing of project staff wages weekly basis.

Efficient processing of purchase orders and payments as and when required.
Advance payments were acquitted in a timely manner.

Submission of reconciliations on a monthly basis.

PERSON SPECIFICATION

Diploma or equivalent in Accounting/Business Studies from a recognized institution or relevant
experience.

KNOWLEDGE AND EXPERIENCE

Basic knowledge of accounting processes and practices.
Previous experience in a similar accounting role.
Knowledge on statistical and census acts.



SKILLS AND ABILITIES

e Ability to use Microsoft programs.

e Good written and verbal communication skills.

e Demonstrated ability to maintain confidentiality.

e Ability to organise work according to priorities.

e Ability to work effectively with minimum supervision and meet set deadlines.
e Ability to use accounting Software.

PERSONAL CHARACTER AND ELIGIBILITY

Applicants for employment in the Fiji Bureau of Statistics must be Fijian citizens, under the age of
60, in sound health, with a clean police record. The successful applicant will be required to provide
a medical certificate and police clearance as a condition of employment.

The Fiji Bureau of Statistics is an equal employment opportunity Employer. Applications are
encouraged from all eligible, qualified applicants. Only the specific knowledge, experience, skills
and abilities required for the job will be considered in assessing the relative suitability of applicants.



