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About our Organisation
The Suva City Council serves as the municipal legislative authority for Suva, the capital of Fiji. It is composed of 20 Councilors, each elected for a three-year term from four multi-member wards. These Councilors are chosen by a voting body that includes residents, landowners, and representatives of corporations that own or occupy ratable property within the city. From among themselves, the Councilors elect a Lord Mayor and Deputy Lord Mayor, both of whom serve one-year terms and may be re-elected. However, following the dismissal of the elected Councilors by the interim military government, the Council has since been administered by a Special Administrator appointed by the Ministry of Local Government.

Objective
The Head of Corporate leads and manages Suva City Council’s corporate functions to ensure effective governance, accountability, and operational excellence across finance, human resources, information and communications technology, and administration. The role is responsible for driving financial sustainability, workforce capability, and compliance with legislative and regulatory standards. It ensures that corporate systems and processes enable efficient service delivery, informed decision-making, and continuous improvement across the organisation. The position provides high-level strategic and operational support to the Chief Executive Officer and the Council.

	Outcomes

	Organisational Stakeholders

	1. Strategic Leadership

	· Corporate strategies that support the Council’s overall vision and long-term plan are developed and implemented effectively.
· Strategic advice and analysis are provided to the CEO and Council to support informed decision-making, operational efficiency, and policy alignment.
· Annual and medium-term corporate plans are integrated with financial, HR, and operational priorities.
· Council’s performance management framework is implemented, monitored, and reported on quarterly and annually.
· Risk management and business continuity strategies are embedded across corporate functions.

	2. Financial Management

	· Annual budgets, financial statements, and performance reports are prepared in compliance with the Local Government Act, Audit Act, and financial management standards.
· Financial policies and procedures are maintained to ensure accuracy, transparency, and accountability in all transactions.
· Revenue collection and expenditure management are monitored to maintain financial sustainability.
· Internal and external audit recommendations are implemented within agreed timeframes.
· Financial planning supports long-term asset management and capital investment strategies.

	3. Human Resources and Organisational Development

	· HR policies, workforce planning, and recruitment processes are implemented in line with Council and legal requirements.
· Performance management and staff appraisal systems are applied consistently across all divisions.
· Learning, development, and succession planning initiatives are designed and monitored to strengthen workforce capability.
· Staff relations, disciplinary processes, and OHS compliance are managed in accordance with the Employment Relations Act.
· Diversity, inclusion, and wellness initiatives are promoted across the organisation.

	4. ICT and Information Management

	· ICT strategy supports the Council’s service delivery and administrative efficiency objectives.
· Information systems and data governance policies are maintained to ensure accuracy, accessibility, and security.
· Digital transformation projects are implemented to improve internal processes and customer access to services.
· Records management systems comply with national information standards and retention requirements.
· ICT risks, including cybersecurity, are managed through regular monitoring and staff awareness programmes.

	5. Corporate Governance and Compliance

	· Compliance with all legislative, audit, and regulatory obligations is ensured and reported to Council.
· Corporate policies and frameworks are reviewed regularly to align with statutory changes and governance best practice.
· Council reporting, documentation, and public disclosures are timely and accurate.
· Internal controls are maintained to prevent fraud, waste, or misuse of public funds.
· Engagement with oversight bodies, including the Ministry of Local Government and the Auditor-General, is managed effectively.

	6. Administration and Support Services

	· Administrative, procurement, and facility management processes are streamlined to support service efficiency.
· Procurement practices comply with public sector procurement guidelines and promote value for money.
· Logistics, fleet, and asset management systems are maintained to ensure operational reliability.
· Council correspondence, recordkeeping, and internal communication systems are timely and well-coordinated.
· Emergency and contingency plans for administrative functions are developed, tested, and updated regularly.



Performance Measures
No performance measures found.

Responsibilities - Critical Competencies
	Competence
	Description

	Business

	Business Performance
	Establish performance management measures managing adjustments and variations

	Planning
	Develop an operations plan to define specific objectives.

	Systems and Procedures
	Undertake defined modifications/reviews to procedures; draft manuals/instructions.

	Customer

	Relationship Building
	Formalise business relationships through partnerships or agreements of mutual benefit e.g. service provision.

	Organisational Values
	Evaluate organisational activities and behaviours; review and update standards.

	Social and Cultural Awareness
	Establish organisational practises (policies and directives) that accommodate individual / group differences.

	People

	Leadership
	Establish clear objectives for multiple work groups/departments empowering and supporting these leaders to lead and achieve their objectives and targets.

	Team Orientation
	Share authority and decision making to high performing teams.

	Professional

	Compliance
	Investigate/audit and report on compliance issues.

	Technology Application
	Leverage technology to achieve work objectives more efficiently



Qualifications
	Qualification
	Discipline
	Notes

	Preferred

	Masters Degree
	Business Administration, Business and Management, Human Resources/Personnel
	Master’s degree in Business Administration, Public Administration, Accounting, Finance, or related discipline.



	Work Knowledge and Experience

	Minimum of 10 years’ experience in a senior management position within corporate or public sector administration, preferably in a municipal or statutory environment.

	Demonstrated record of leading multidisciplinary functions such as finance, HR, ICT, and administration with measurable service improvements.

	Proven experience in corporate planning, budgeting, and performance monitoring aligned with organisational objectives and legislative requirements.

	Strong understanding of Fijian public sector governance, municipal legislation, and financial management systems, including compliance with the Local Government Act and Audit Act.

	Demonstrated ability to lead organisational reform, process improvement, and cultural change initiatives.

	Experience in developing and implementing policies, frameworks, and procedures that promote transparency, accountability, and efficiency.

	Proven competence in stakeholder engagement, including working with government ministries, statutory bodies, auditors, and external partners.

	Knowledge of contemporary risk management, internal controls, and corporate reporting practices.

	Experience in using digital tools and enterprise systems to improve administrative and financial efficiency.



	Requirements

	Regulatory Compliance Requirements

	Professional membership in accounting (CA, CPA, or equivalent) preferred.

	



Interactions
	Interaction
	Comments

	Internal

	Chief Executive Officer
	

	Divisional Heads
	

	Finance and HR teams
	

	Council Members
	

	

	External

	Ministry of Local Government Office of the Auditor-General Vendors, service providers Community groups and stakeholders
	

	



	Attributes

	Behavioural Styles

	Accountable
	Assumes full responsibility for own actions and identifies with the success or failure of own part of the overall work/goal.

	Achiever
	Puts in effort to achieve a desired result or goal and is motivated by this end and the overall accomplishment.

	Detail oriented
	Attends to the small elements of a task/activity, ensuring completeness and accuracy.

	Innovative
	Devises new and creative ways to do things comes up with original ideas.

	Reliable
	Is able to be trusted to do what is expected or has been promised, puts in a great amount of effort believing in the value of work.

	Interpersonal Styles

	Extrovert
	Outgoing and showing interest in events going on around them, particularly people, new experiences and changing situations.

	Realistic
	Shows concern for facts and reality, rejecting the impractical.

	Self Sufficient and Assured
	Readily copes with situations without recourse/need of others, showing confidence and belief in oneself and one's own abilities

	Team Oriented
	Enjoys being with others as part of a group or team.

	Thinking Styles

	Challenger
	Queries, tests information/beliefs and provokes thought.

	Flexible/Adaptable
	Readily accommodates changing circumstances, modifying own behaviour and/or views.  Able to adjust easily to new conditions.

	Numerate
	Shows abilities in quantitative thought and expression.

	Well organised
	Controls tasks in a well thought out and critical manner.
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