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FIJI NATIONAL UNIVERSITY
JOB DESCRIPTION

VISION STATEMENT:
To be the leading dual-sector transformative university predicated on inclusiveness, innovation and accessibility for Fiji and the Pacific.
MISSION STATEMENT:
To serve the people of Fiji and the wider Pacific region with leadership that engages with people and communities, respects partnerships, enhances excellence, and provides education and skills that promote sustainability through research with real-world impact and contributes to self-development.

1. POSITION DETAILS

Position                                     : Monitoring and Compliance Officer
Incumbent                                 : 
Grade                                         : 5
Division                                      : Office of Learning and Teaching
Department                                : Learning and Teaching General Office
Location                                     : Nasinu Campus
Reports To                                 : Pro Vice Chancellor Learning & Teaching through Respective Section Head(s)
2. PURPOSE
The purpose of this position is to support the implementation, monitoring and continuous improvement of the University's academic quality assurance and compliance systems. The Monitoring and Compliance Officer assists in coordinating quality assurance activities, monitoring compliance with academic policies, standards and procedures, conducting quality audits, analysing institutional data, preparing reports and supporting quality improvement initiatives across the University.
The incumbent provides operational support to the Manager Monitoring and Compliance in ensuring that academic programmes, learning and teaching processes and institutional quality systems comply with internal policies, national regulatory requirements and the University's strategic objectives. The Officer may represent the Office of Learning and Teaching at meetings and quality-related activities as delegated by the Manager.
3. ORGANISATION CHART
Position of Your Immediate Supervisor: Manager Monitoring and Compliance
In the table below write down the positions reporting to you (if any). For each of those positions, indicate the number of staff reporting to them.
	Position Reporting to You
	No of Staff Reporting to them

	None
	N/A




4. KEY ACCOUNTABILITIES 	
	1. Assist in implementing the University's Monitoring and Compliance Strategic Plan in alignment with the University's Strategic Plan and the Office of Learning and Teaching Strategic Plan.

	2. Coordinate the collection, verification, analysis and maintenance of quality assurance and compliance data from Colleges, Departments and other University units.

	3. Prepare regular monitoring reports, compliance reports, dashboards and statistical summaries to support informed decision-making.

	4. Assist in developing, reviewing and implementing quality assurance policies, procedures, guidelines, standard operating procedures (SOPs) and quality documentation.

	5. Support the implementation and continuous review of the FNU Quality Manual and ensure compliance with approved academic quality standards.

	6. Assist in coordinating internal quality audits, course audits, programme audits, class observations, peer observation of teaching and other quality review activities.

	7. Monitor the implementation of quality improvement action plans and follow up on recommendations arising from audits, reviews and Internal Evaluation Reviews (IER).

	8. Assist Colleges and Departments in implementing quality assurance processes, academic policies and continuous improvement initiatives.

	9. Coordinate the administration of institutional surveys, including student satisfaction, graduate outcomes and stakeholder feedback, and prepare analytical reports.

	10. Investigate complaints relating to academic quality and compliance, maintain appropriate records and prepare reports with recommendations for management consideration.

	11. Monitor compliance of academic programmes with University regulations, accreditation requirements and relevant external regulatory standards.

	12. Assist in coordinating programme accreditation, re-accreditation and quality review activities with Colleges and relevant external agencies.

	13. Prepare reports on programme monitoring, academic portfolio reviews, audit findings, corrective actions and institutional quality performance indicators.

	14. Maintain accurate quality assurance records, databases, templates and documentation in accordance with University requirements.

	15. Support benchmarking activities by collecting, analysing and comparing institutional performance data against national and international best practices.

	16. Provide advice and administrative support to Learning and Teaching Committees and other quality-related committees.

	17. Assist with research, data analysis and special projects relating to academic quality assurance, compliance and institutional effectiveness.

	18. Liaise with internal and external stakeholders, including accreditation agencies, professional bodies and regulatory authorities on quality assurance matters.

	19. Participate in professional development activities and contribute to the continuous improvement of Monitoring and Compliance services.

	20. Undertake any other duties assigned by the Manager Monitoring and Compliance, Director Academic Learning and Teaching or the Pro Vice-Chancellor Learning and Teaching.



5. KEY CHALLENGES
· Monitoring compliance across multiple Colleges, Departments and academic units with varying operational practices.
· Ensuring timely collection, validation and reporting of quality assurance information.
· Supporting the implementation of continuous quality improvement initiatives within established timelines.
· Promoting consistent application of academic policies and quality assurance processes across the University.

6.  AUTHORITY LEVEL
Operating Expenditure		:…………N/A……………….
Capital Expenditure		:…………N/A……………… 
Others			:…………N/A……………...
7. QUALIFICATIONS AND EXPERIENCE
Essential
· Bachelor's Degree with Postgraduate qualification in Education, Business Management, Information Systems, Statistics, Quality Management or a related discipline from a recognised university.
· Minimum of three (3) years' relevant experience in quality assurance, compliance, monitoring, institutional research or higher education administration.
· Experience in data collection, statistical analysis and report preparation.
· Demonstrated experience working within a quality management or compliance environment.
· Sound knowledge of quality assurance processes, continuous improvement methodologies and academic governance.
Desirable
· Experience within a higher education institution.
· Quality Assurance or Internal Auditor certification.
· Knowledge of programme accreditation and external quality assurance requirements.

8. KNOWLEDGE AND SKILLS
· Excellent written and verbal communication skills.
· Strong analytical, research and problem-solving skills.
· Excellent organisational and time management skills.
· High level of accuracy and attention to detail.
· Ability to analyse quantitative and qualitative data and prepare comprehensive reports.
· Sound knowledge of Microsoft Office Suite (Word, Excel, PowerPoint, Outlook).
· Excellent interpersonal and stakeholder engagement skills.
· Ability to work independently and collaboratively within multidisciplinary teams.
· Ability to maintain confidentiality and exercise professional judgement.
· Knowledge of quality assurance frameworks, continuous improvement principles and academic quality standards.

9. WORKING RELATIONSHIPS
	INTERNAL
	Frequency 

	Pro Vice-Chancellor Learning and Teaching, Director Academic Learning and Teaching, Deans, Associate Deans (Learning and Teaching), Heads of School, Heads of Department, Academic Staff, Professional Staff and Students
	Daily



	EXTERNAL
	Frequency

	Government Ministries, Regulatory Authorities, Accreditation and Professional Bodies, Industry Partners, External Examiners, Universities and Higher Education Institutions, Schools, Community and FNU Stakeholders
	As and when required



10. JOB DESCRIPTION AND VARIATION TO EMPLOYMENT CONDITIONS
It is acknowledged and agreed that from time to time as a result of the evolving needs of the employer, the Employee may be required to upgrade his/her qualifications and/or to alter the position or role tasks that are to be carried out. Such alterations shall not be deemed to be a variation of this job description or a breach of its terms providing the substantive nature of the employment remains consistent with the parties’ intention at the time of contracting.
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