
 

Labour Mobility In-country Recruitment Database (IRD) Coordinator  
 

Reporting 
to: 

Assistant CEO, Labour & 
Employment Export Programme 
(LEEP) 
Ministry of Commerce Industry 
and Labour (MCIL) 

Job Level and Professional 
Discipline Category: 

A17/L17 - 
$61,560 

Duration 2 Years Location:  Apia, Samoa  

 

Purpose of the Position:  

In March 2021 the Ministry of Commerce, Industry and Labour (MCIL) transferred all labour mobility data 

onto the In-Country Recruitment Database (IRD).  This includes Work Ready Pool candidate information, 

Shortlist and Mobilisation information for Australia and New Zealand, and related documents.   

 

The IRD is a new Database with sections still under development and the system is constantly being 

updated and improved.  These changes need to be tracked and followed by LEEP staff.  The IRD 

Coordinator will assist the ACEO and LEEP staff to implement IRD upgrades; ensure data is imputed 

correctly by improving data management processes and systems; continuously training LEEP staff and 

improve their data management capacity; update and manage Shared Drive documents and ensure 

reporting from the IRD is detailed and correct.  

 

This role does not require specific programming experience but the ability to understand systems and data 

bases and involves coordinating between the Pacific Labour Facility (PLF) Development team, the MCIL IT 

team and the LEEP Unit.  Other key stakeholders include the Samoan and partner country governments, 

Employers and the Samoan public. 

 

The Labour and Employment Export Programme Division (LEEP) 

Since 2017 the Ministry of Commerce, Industry and Labour (MCIL) is responsible for the implementation of 

the LEEP under its labour and employment mandate, set out in the Trade Commerce and Manufacturing 

Sector Plan 2017/2018 – 2019/2020 under Pillar 3.  This includes deployment and monitoring of 3000-5000 

workers a year to Australia and New Zealand.   

 

The Pacific Labour Facility (PLF) 

The PLF facilitates seasonal and longer-term work opportunities for Pacific workers to Australia. It connects 

Australian employers with Pacific workers, supports the administration of the PLS/SWP. The PLF is 

managed by Palladium and provides the backbone of Australia’s support for circular labour mobility in the 

Pacific under the direction of the Department of Foreign Affairs and Trade (DFAT).  

 

 



 

Labour Mobility Programs (PLS, SWP, RSE and PTP): 

There are currently four labour mobility programs being implemented in Samoa:  

1. The Pacific Labour Scheme (PLS) offers opportunities for Samoans to work in Australia for up to 3 

years, in various sectors (meatworks, agriculture, aged care and tourism).   

2. The Seasonal Worker Program (SWP) offers opportunities for Samoan to work in Australia for up to 

9 months at a time primarily in the agriculture and horticulture sectors.   

3. The Recognised Seasonal Employers (RSE) program offers opportunities for Samoans to work in 

New Zealand for up to 7 months at a time primarily in the viticulture and horticulture sectors. 

4. The Pacific Trade Partnership (PTP) which targets skilled Samoans with qualifications and extensive 

construction/carpentry experience to travel to New Zealand for 1-3 years. 

 

Duties:  

Under the direction of the Labour Mobility Engagement Manager the Data Management Coordinator will: 

 Be the first point of contact for IRD updates, troubleshooting and queries, coordinating between the LEEP 

Unit and the PLF IRD Development team 

 Develop systems for the collection, storage and reporting of program data to assist labour mobility 

processes such as: 

o Monthly reporting to MCIL and DFAT 

o Annual labour mobility supply planning 

o Recruitment and mobilisation 

o Worker welfare management  

o Self-Registration system 

 Create and update a manual for LEEP staff on data entry and usage 

 Maintain the integrity of data that contains Personally Identifiable Information and safeguard program 

operations by keeping all data confidential 

 Identify LEEP training and data management needs and provide ongoing training and coaching for staff 

 Continuously monitor disaster recovery measures (e.g. regular backups of operational data). 

 PC and software set-up, including new user account registration and network access configuration. 

 Conduct user research such as stakeholder interviews and surveys to provide a continuous stream of 

user needs, thus enabling user-centric product and service design. Distil user needs into user stories for 

the consumption of developers. 

 Ensure adherence to legal standards and regulations  

 Assist with the production and timely submission of all deliverables, including reporting requirements 

indicating progress towards key program milestones 

 Other duties as may reasonably be required by the LEEP ACEP and the Labour Mobility Engagement 

Manager; and as the IRD and processes are reviewed annually 

 

 



 

Qualifications and Experience 

The IRD Coordinator will possess the following qualifications and experience: 

 Relevant and up to date experience (at least 3 years) with modern databases and technologies and 

in data coordination or data handling. 

 Proven ability to plan and manage schedules, files/database and working materials as well as keep 

confidentiality of documents and information 

 Ability to write process documents and manuals 

 Experience in facilitating workshops, training activities and coaching/mentoring of others 

 Strong interpersonal skills and an understanding of working with Samoan Government and other 

Government stakeholders 

 Coordination with in-country government technology teams where required 

 A willingness to support work outside of the direct scope of data and systems; 

 Outstanding attention to detail and analytical thinking skills 

 Skilled in the use of Microsoft Office products including Word, Excel, PowerPoint, Outlook 

 Self-motivated - demonstrate high levels of initiative to plan and manage work to fit both LEEP and 

PLF priorities. 

 

 

 


