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Employment Opportunity
OFFICE ASSISTANT (Saweni Campus) 

We are looking for a friendly, enthusiastic and highly motivated individual to work as Office Assistant. The successful 
applicant should be computer literate, possess a good command of English, and have excellent telephone and general office 
skills, must be able to work as a team member and provide staff support to the department.

SALARY
Salary on appointment will be in the salary range $6,500 - $9,000 per annum. The university also pays 8% of salary towards 
the appointeeôs FNPF account.

WHAT THE APPLICATION SHOULD INCLUDE 
Applicants for the position of Office Assistant must send a full curriculum vitae and certified copies of their qualifications. 

REQUIRED REFERENCES
Applicants for the position of Office Assistant must request two professional referees, one of whom must be the current or 
immediate past supervisor, to forward signed reports directly to the Registrar by the closing date. Open references will not be 
accepted. 

WHERE TO GET APPLICATION FORM FROM
The application form can be downloaded from www.unifiji.ac.fj or from the Suva Campus or Saweni Campus of the 
University.

HOW TO SEND APPLICATION
Signed copies of the application can be sent either as email attachment (vineetan@unifiji.ac.fj) or by facsimile to fax 
6640700 or by post to the Registrar.

CLOSING DATE OF APPLICATIONS
Applications must reach the Registrar, The University of Fiji, Private Mail Bag, Lautoka, to reach him not later 19 March 
2010.


