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POSITION DESCRIPTION – FEBRUARY 2026

Position Title:          	Project Manager (PM)

Implementing Agency:  Fiji Revenue and Customs Service (FRCS)

Project:                             Accelerating Trade Facilitation in the Pacific (ATFP)- Fiji

Duration:                          Three (3) years with probationary period of 3 months, subject to renewal 
                                            Depending on funding and performance

Location:		FRCS Head Office, Suva

Reporting To:		Chief Financial Officer


BACKGROUND
The Republic of Fiji is a key trade and logistics hub in the Pacific region, supporting regional and international trade through its seaports, airports, and border control systems. Fiji Revenue and Customs Service (FRCS) plays a central role in facilitating legitimate trade, securing borders, and collecting revenue on behalf of the Government of Fiji.

The Government of Fiji, through FRCS and relevant partner ministries and agencies, is implementing the Accelerating Trade Facilitation in the Pacific (ATFP) project with financing support from the World Bank. The project aims to reduce the time and cost of cross-border trade while strengthening border management, port operations, and resilience to shocks.

Key project activities include, but are not limited to:
· Modernisation of customs and border management systems (including ASYCUDA and related platforms)
· Development and enhancement of trade facilitation systems and digital services
· Strengthening institutional capacity, compliance, and risk management
· Supporting enabling infrastructure and inter-agency coordination

To support effective project implementation, FRCS has established a Project Management Unit (PMU) responsible for overall project coordination, procurement, financial management, safeguards, monitoring, and reporting.

IMPLEMENTING AND INSTITUTIONAL ARRANGEMENT
FRCS is the primary Implementing Agency (IA) for the project and works in close collaboration with relevant Government of Fiji stakeholders.

The PMU comprises a Project Manager, Financial Management Officer, Procurement Officer and Environmental and Social Safeguards Officer.



The Project Officer (PM) will work closely with:
· The Project Manager Unit (PMU)
· FRCS Border Division
· Ministry of Finance and Treasury counterparts
· World Bank financial management specialists
· Relevant stakeholders in Public and Private sector

FRCS will provide office accommodation, access to systems, office equipment, and relevant project documentation necessary for the assignment.

OBJECTIVES OF THE ASSIGNMENT 

The objectives of this assignment are to:
a. Facilitates effective collaboration between the PMU, World Bank, FRCS, and other relevant stakeholders to support successful project implementation.
b. Ensures full compliance with the Financing Agreement, Subsidiary Agreement, Project Agreement, World Bank and FRCS policy and Procedures throughout the project lifecycle.
c. Oversees timely implementation of the Project’s strategic and operational documents—including work plans, procurement plans, action plans, and legal frameworks—while meeting all reporting obligations required to achieve the Project Development Objectives (PDOs).
d. Delivers outputs and meets deadlines that align with agreed milestones, key performance indicators (KPIs),and disbursement targets, including oversight of project and contract management.
e. Supports capacity building of the PMU through mentoring, training, and technical guidance.
f. Undertakes any additional responsibilities within the scope of the project as delegated by the Implementing Agencies or required by evolving project needs.


SCOPE OF SERVICES 
The Project Manager will lead the day-to-day implementation of the project and manage all project resources to ensure the timely achievement of the project development objectives. 

Responsibilities include but are not limited to;

Strategic Alignment and Compliance
· Ensure all project activities comply with the Financing Agreement, Subsidiary Agreement, Project Agreement, approved Procurement Plan, FRCS procurement policy and Procedures Project Operations Manual, Environmental and Social Management, Framework (ESMF), and applicable M&E frameworks.
· Collaborate with the World Bank, FRCS, Ministry of Finance and other stakeholders on the development, revision, and updating of key project documents, including:
o Annual Work Plans and Budgets
o Procurement Plan and related Procurement Plan Strategy for Development (PPSD) document
o Project Operations Manual

Reporting and Documentation
· Oversee all project reporting functions, including:
o Status reports, progress updates, action plans, semi-annual reports, and financial reports to FRCS, the Project Steering Committee, and the World Bank.
o Safeguards, financial management, and procurement reports.
o Monitoring and Evaluation (M&E) reporting and project updates as required by FRCS and World Bank for portfolio coordination and monitoring.
· Maintain accurate and up-to-date project records, including:
o Inventories of supplies and documentation
o Contracts and asset registers

Implementation Oversight and Quality Control
· Ensure timely and high-quality implementation of project activities in accordance with
operational procedures, including:
o Procurement, financial management, social and environmental safeguards, and
contract administration
o Governance standards across all project-related activities
o Preparation of project documents with input from PMU and government
stakeholders
o Monitoring project progress using Gantt charts and taking corrective actions as
needed
o Managing grievance redress mechanisms per approved guidelines

PMU Leadership and Consultant Management
· Lead the PMU and provide guidance to all consultants engaged under the project.
· Supervise PMU staff and consultants, ensuring timely delivery of outputs and resolution of implementation bottlenecks.
· Oversee:
o Procurement execution and STEP usage in collaboration with the Procurement Officer
o Financial management in compliance with World Bank regulations, Fiji laws, and the FRCS policy and procedures.
o Contract management, ensuring due diligence, timely payments, and adherence to deliverables and timelines.
o M&E activities and reporting aligned with project KPIs
o Consultant time inputs, leave tracking, and documentation
· Proactively identify and mitigate risks during implementation

Stakeholder Engagement and Advocacy
· Ensure effective communication and coordination among stakeholders involved in ATFP implementation, including:
o Facilitation of technical inputs from FRCS to support procurement readiness
o Advocacy and partnership development with institutions engaged in ATFP

Completion and Follow-Up
· Prepare and coordinate completion report activities, if applicable.
· Support implementation of follow-up actions from World Bank missions, teleconferences, and progress reviews.
· Provide data and coordination support for the preparation of the Project Appraisal Document and Financing Agreements.


OTHER DUTIES 
· Undertake any additional responsibilities delegated by focal points of the Implementing
Agencies, consistent with the scope of the project.
KEY PERFORMANCE INDICATORS (KPIs)

	# 
	Key Deliverables 
	Description 
	Timelines 

	1 
	Annual Planning & 
Strategic 
Documentation 
	Preparation and periodic updating of the; 
· Annual Work Plan & Budget,  
· Procurement Plan, PPSD 
· Project Operations Manual in consultation with stakeholders. 
	 
1st Nov each calendar year 
As needed 
As needed 

	2 
	Project Reporting & Compliance 
	Timely submission of;  
· Project progress reports, 
· M& E reports  
· ESMF 
· Audited Financial Statements 
· Interim Financial Reports	Other reports to the Steering Committees, IAs and MOF 
	 
45 days after semester end 
10 days after quarter end 
45 days after semester end 
60 days after calendar year 
45 days after semester end 
As needed 

	3 
	Financial & 
Procurement 
Oversight 
	Oversight of financial transactions, disbursement tracking, procurement execution (including STEP), and compliance with World Bank and FRCS policy and procedure. PMU team will provide overall support. 
	Regularly throughout the project life  

	4 
	Contract and 
Consultant 
Management   
	Administration of project contracts and consultant inputs, including deliverable tracking, time management, leave registers, and due diligence documentation 
	As per the contracts 

	5 
	Monitoring, 
Evaluation & Risk 
Mitigation 
	Implementation of M&E frameworks, tracking of KPIs and milestones, use of Gantt charts, and proactive resolution of implementation issues and risks. 
	Regularly throughout the project life 

	6 
	Stakeholder 
Coordination & 
Communication 
	Facilitation of communication between IAs, MOF, the World Bank, and other partners; documentation of meetings, technical inputs, and advocacy efforts 
	Regularly throughout the project life 

	7 
	Completion & 
Mission Support 
Activities 
	Preparation of the Completion Report (if applicable), support for World Bank missions,  
	Within 6 months of project closing date 





PERSON SPECIFICATION 

ESSENTIAL                       Degree in Project Management, Information Technology, Artificial Intelligence, Business Administration, or related discipline.
                                          Relevant project management certification such as PMP, PMBok, Agile, Hybrid etc will be an added advantage.
                           
            At least seven (7) years’ broad experience with donor or public funded projects management including evidence of similar hands-on work. 
Demonstrate experience in digital transformation or IT projects.
Knowledge of donor Funding mechanism, including reporting and compliance guidelines. 
Leadership abilities - proven ability to lead a team and drive project success.
Demonstrated experience to develop procedures and provide capacity building training in a similar environment and workstreams. 
Fluency in English and demonstrated ability to communicate and write succinct reports which clearly identified and articulated issues and solutions time

 DESIRABLE                   Experience with World Bank or other multilateral donor-funded projects.
                                        Familiarity with Government of Fiji financial regulations and procedures.
                                        Experience working in the Pacific or similar environments.   

REPORTING AND ACCOUNTABILITY 
The Project Manager will report to the Chief Financial Officer, with overall accountability to the Chief Executive Officer of FRCS.  
The PM will be required to comply with FRCS policies, codes of conduct, and conflict of interest requirements. 
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