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GRANTS SUPPORT ENABLER

Position Title: Grants Support Enabler

Reports Primarily: Co-Lead Programs & Innovation

 PFF Level: Level 2

Employment Type: Full – time

Location:
Remote, based in the Pacific. 
Face-to-face meetings with the Co-Leads, PFF team, partners,
and donors required on a need’s basis.

Compensation and
benefits:

Starting salary range NZD 50,000 to NZD 54,000 with
superannuation contribution and health insurance coverage.
Leave entitlements: annual leave of 20 days, sick 10 days,
compassionate leave of 2 days, and bereavement leave of 3
days, parental and maternity leave, domestic violence leave,
and office rest. PFF Wellbeing Practice includes office
closure for two weeks in a calendar period. The Fund will
close its office for one week every six months. The office
closure is done in the spirit of practicing collective well-being
and self-care. This is not counted as annual leave.
Communication, equipment, and office set up allowance.

ABOUT PACIFIC FEMINIST FUND (PFF)

The Pacific Feminist Fund - proudly Pacific, feminist and independent - is led by feminists in
the region. Our purpose is to secure funding and support the work of Pacific feminist
movements and groups. We do this through:

Grantmaking and accompaniment to support and amplify the work of Pacific women,
girls and people of gender non-conforming Pacific identities in all their diversity. 
Cultivating Pacific feminist practices to nourish Pacific ways of being, knowing and
doing; and
Influencing and disrupting the funding ecosystem in the Pacific to increase the flow of
flexible resources to women’s groups and feminist movements in the region.

The person who holds this role will be aligned with PFF’s values: “We are of, by, and for the
Pacific feminist movement. We relate to each other with trust, kindness and integrity. With
them we courageously disrupt power, we learn together, and are accountable to each
other.”
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1. Grantmaking Support
Monitor online grant application platform.
Compile incoming applications for Grant Enablers.
Collaborate with Grant Enablers to ensure applications are complete and follow up with
applicants to obtain necessary information.
Fulfill grantee agreement commitments, ensuring timely follow ups, reports produced and stored
correctly, and tracking of all reports.
Schedule and monitor grantee check-in calls calendar.
Lead the secretarial role in setting up meetings and logistics for the Grants Appraisal Committee
and Movement Validation Advisors.
Work with Grant Enablers to provide information to the Resource Mobilisation team for proposal
development and reporting.
Contribute to documenting and sharing lessons learnt from PFF’s grantmaking strategy.
Update Grants Management System and organisational database as needed.
Lead on logistics for the Grants Team’s country visits.
Co-facilitate dialogues with partners and other administration to guide PFF’s grant-making.
Liaise and collaborate with Finance Enabler - Grants to ensure financial acquittals

Purpose of the role

The Grants Support Enabler will support PFF’s Grants Enablers to implement PFF’s grant
making program, ensuring that it aligns with PFF’s values. This includes facilitating due
diligence, updating the Grants Management System and organisational database, and
managing all other logistics and administration to guide PFF grant-making, including
managing the Grants Appraisal Committee (GAC) and the Movement Validation Advisors
(MVA), which in turn supports PFF’s resource mobilization and donor engagement strategy.

The role is both strategic and hands-on: conducting due diligence, building internal and
partner capacity, and stewarding relationships with care and accountability. This role will
not operate in a traditional “grants officer” model, but as a relational facilitator, bridge-
builder, and feminist compliance manager, ensuring that the way we pursue and manage
funding reflects our values and those of our partners.

KEY RESPONSIBILITIES

2. Due Diligence
Carry out due diligence of grantee partners.
Review due diligence documents of grantee partners and ensure updated documentation for PFF’s
records.
Support narrative and financial reporting to donors in a way that tells the full story of feminist
impact.
Collaborate with Finance and Operations Unit to review and finalise overall and programmatic
due diligence process.
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4. Organisational Responsibilities 
Participate in policy formulation and implementation, team reflections, strategic and work
planning, governance support, and event planning as required of all team members in the course
of each year. 

ESSENTIAL:

Strong data skills, especially Excel skills.
Excellent verbal and written communication skills. 
Proven experience with grantmaking, due diligence and compliance. 
Familiarity with Pacific communities, contexts, and cultural practices.
Experience facilitating in or otherwise supporting Pacific women and feminist organisations,
movements, or grassroots groups.
Lived experience as a Pacific feminist, activist, or organiser.
Excellent digital skills, including knowledge of standard office computing programs, and various
digital and online platforms. 
Ability and desire to work in a multi-disciplinary, cross-cultural, collaborative and virtual team
environment empathically across time zones, with a proven ability to also work independently,
under pressure and to meet deadlines with accountability.

QUALIFICATIONS AND EXPERIENCE

DESIRABLE:

Working knowledge of one or more Pacific languages.
Prior experience working with feminist funds, participatory grant making, or trust-based
philanthropy.
Formal qualification relevant to PFF’s work or equivalent community-based experience, for
example in regional development, gender studies, research, politics, economics, environmental
science, etc. 

Grants Enablers
Learning and Accountability Enabler
Data Enabler
Resource Mobilisation Enabler
Communications Enabler 
Co-Leads

PFF’s grantee partners
PFF partners and stakeholders
Service providers and consultants
Funders and donors

The role interacts with the following:

External:

Key relationships

Internal:

3. Secretariat role to the Grants Team
Support the hosting of weekly and fortnightly grants meeting.
Ensure documentation of meeting minutes with follow up on action items.
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Standard Level 3 expectation 

Behavioural 
1. Individual: seeks to learn, takes on new &
unfamiliar tasks

2. Interpersonal: collaboration and communication
3.Analytical: planning, organising and problem-

solving

Skilled 
Has required knowledge and experience and may
need some guidance to fulfil the standard as it
relates to the role

Leadership
1.Understanding the organisation’s mission
2.Strategic positioning: managing for long-term

success 
3.Team leadership and people development

responsibility

Proficient
Understands the standard and requires guidance to
fulfil the standard as it relates to the role 

OR

Advanced
Has knowledge and experience and does not require
guidance in this standard as it relates to the role

Technical 
1.Knowledge and applications of procedures and
processes

2.Attention to detail

Skilled 
Has required knowledge and experience and may
need some guidance to fulfil the standard as it
relates to the role

OR

Advanced
Has knowledge and experience and does not require
guidance in this standard as it relates to the role

HOW TO APPLY
Submit: 

2-page cover letter

i. State clearly how you match the Essential and Desirable Criteria.
ii. State clearly where you currently live, and where you were born.

Full CV – include all professional experience and the names and contact information for 2
referees: a past or current supervisor and a colleague in partnering organisation

Due Date: 5.00pm Fiji time on 4 August 2025
Email us at applications@pacfemfund.org for any queries

PFF JOB STANDARDS 

mailto:applications@pacfemfund.org

