FIJIAN ELECTIONS OFFICE
JOB DESCRIPTION:
TRAINING & DEVELOPMENT COORDINATOR [A1/2021]
CORPORATE INFORMATION

1. Position Level:
Specialist (Ongoing, (HQ) position)   

2. Salary Range:
FJ$35,000 to FJ$50,000 per annum, full package

3. Duty Station:
Suva, limited travel to provinces and districts required.

4. Reporting Responsibilities;

a) Reports to:
Manager Human Resources 
b) Liaises with:
Other FEO staff through the Managers
c) Subordinates:
Trainers, Training Administrative Assistants
POSITION PURPOSE

This position coordinates the planning and delivery of training and staff development activities to ensure that appropriately trained and qualified staff are available to support election operations in a timely, efficient and effective manner.  

KEY DUTIES

This position will achieve its purpose through the following key duties.  Working with relevant stakeholders at the FEO, and in accordance with legislative requirements and to meet the operational needs of the FEO:

1. Develops and implements a learning strategy and program that are aligned with the organization’s objective 

2.  Working closely with various leaders across the organisation and having a full understanding of their units and training requirements Design and implement training assessment tools to measure training effectiveness;

3. Develop and implement all training plans, and training logistics ( including Election Officials training plan and staff development plans );

4. Coordinate evaluation reports, recommendations on training activities to management;
5. Tracks budget, negotiates contracts, builds and maintains relationship with third party training providers 

6. Identify, design and develop training programs (outsourced and or in-house) 
7. Design and prepare training manuals, trainers guide and training materials

8. Design and produce training materials, including e-learning courses, workshops and other trainings 

9. Act as a principal point of contact for anyone with questions about training and development 

10. Access the success of all training plans and modify where necessary   

11. Prepare Training Budget 

12. Responsible for meeting FNU-Grant A method requirements 

13. Compiling training reports as and when required 
14. Provide key input to key sections of the corporate and operational plans.
KEY PERFORMANCE INDICATORS

Performance will be measured through the following indicators:

1. Training needs identified and training programs implemented for competency gaps;

2. Training designs and assessment tools addressed;

3. All Training Plans developed, approved and implemented;

4. All activities in training and staff development plans completed and delivered as planned;
5. All activities in Strategic Plan completed and delivered as planned;
PERSON SPECIFICATION
The Knowledge, Experience, Skills and Abilities required to successfully undertake this role are:

Knowledge and Experience
1. At least 3 years of Professional Training experience working in a training department of a complex organisation;
2.  Able to design and produce relevant training materials including e-learning courses and familiarity with e-learning platforms; 

3. Experience in project management and budgeting; 
4. Knowledge of Electoral Systems and the support mechanisms required to ensure their success;

5. Understanding of the Fijian Constitution (2013) and electoral laws of Fiji;

6. Understanding of teams and how to build and maintain high performing teams;

7. Knowledge of Fijian culture and customs.
QUALIFICATION

Degree Level Qualification in Public Administration, Human Resources or equivalent field. Accredited Certified Training qualifications is mandatory. 
Skills and Abilities
1. Demonstrated ability to motivate staff at different levels and from different backgrounds and experience;
2. Excellent public speaking, written and listening skills. 

3. Demonstrated ability to analyse and solve complex problems, in a resource constrained environment;

4. Demonstrated ability to maintain confidentiality and neutrality, in a sensitive environment;

5. Capacity to utilise computer programs to support the operations of complex organisation;

6. Service oriented approach, with a commitment to supporting the operational / corporate environment of the organisation.

Personal Character and Political Neutrality

All applicants for employment in the Fijian Elections Office (FEO) must be in sound health, with a clear police record and be politically neutral. The successful applicant will be required to provide a police clearance report.

The Fijian Elections Office (FEO) operates in a politically sensitive environment.  Any person who is, and is seen to be active in political affairs and intends to publicly carry on this activity, may compromise the strict political neutrality of the FEO and cannot be considered for employment.
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