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THE SALVATION ARMY – RECOVERY SERVICES FIJI
POSITION DESCRIPTION
Position: Receptionist and Recovery Services Administrator
Reports To: Recovery Services Team Leader
Location: Recovery Services Fiji, 17 Richard Road, Suva
Hours: 40 hours per week
Purpose of Position
Provide professional reception, administration and client coordination support for The Salvation Army Recovery Services Fiji (RSF), ensuring safe, culturally responsive and effective access to Alcohol and Other Drug (AOD) services.
Fiji-Specific AOD Responsibilities
Act as the first point of contact for clients seeking AOD assessment, counselling, case management and recovery support services.
Coordinate referrals from Ministry of Health and Medical Services, hospitals, Fiji Police Force, Corrections Service, courts, NGOs and community organizations.
Maintain client intake, consent, screening, and referral documentation in accordance with confidentiality requirements.
Schedule appointments, group programs, outreach visits, and community awareness activities.
Support data collection and reporting for donors, Ministry and Salvation Army reporting requirements.
Maintain client attendance records and assist in preparation of treatment participation reports.
Support community education and awareness initiatives relating to alcohol, methamphetamine, cannabis, kava misuse, prescription medication misuse and other substance-related harms in Fiji.
Assist coordination of outreach services to urban, rural and maritime communities where required.
Support culturally safe engagement with iTaukei, Indo-Fijian and other communities.
Participate in continuous quality improvement, accreditation, and service development activities.
Reception and Administration
Welcome clients and visitors respectfully and maintain confidentiality.
Manage calls, emails, appointments, and records.
Prepare meeting minutes, reports, and programme materials.
Health Safety and Risk
Report incidents, hazards and near misses.
Respond appropriately to intoxication, aggression or welfare concerns and escalate to clinical staff.
Essential Requirements
Experience in administration or reception services
Strong Microsoft 365 skills
Understanding of confidentiality and professional boundaries
Ability to work within a multidisciplinary AOD service environment
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