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FINANCE SUPPORT ENABLER

Position Title: Finance Support Enabler

Reports To: Strategic Finance and Operations Enabler (SFOE)

Employment Type: Full time

Location:
Remote, based in the Pacific. 
Face-to-face meetings with the Finance & Operation Unit, PFF team
required on a need’s basis.

Compensation and
benefits:

Starting salary NZD 40,000 to NZD 42,000 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 at the discretion of the Co Leads. 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.”

PURPOSE OF THE ROLE
This role will hold primary responsibility for providing transactional finance and operational support to
ensure the accurate and timely execution of financial processes across the organisation. The Finance
Support Enabler enables Finance Enabler and the SFOE to focus on oversight, reporting, and strategic
financial management, in alignment with PFF’s values. 
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KEY RESPONSIBILITIES

Process accounts payable include organisational invoices and contractor payments.
Process expenses claims and accountable advances.
Maintain accurate Xero data entry.
Prepare and complete bank reconciliations.
Support preparation and processing of payroll and IRD submissions.

2.    Contracts and Contractor Support

Prepare contracts for consultants, contractors, and employees.
Track contractor payments and budget utilisation.
Monitor contract deliverables and contract days consumption.
Maintain accurate records of all service providers.

1.    Financial Processing

3.    Financial Tracking and Administration 

Track invoices, deliverables and financial documentation.
Maintain organised financial filing systems.
Assist with audit preparation and documentation.
Support financial data accuracy and completeness.

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 each year. 

QUALIFICATIONS AND EXPERIENCE

At least 3 years’ transactional finance, accounts payable, or bookkeeping experience, preferably in
the Pacific.
Excellent digital skills, including knowledge of standard office computing programs, and various
digital and online platforms, including but not limited to Microsoft Productivity Suite, design
software, videoconferencing tools, etc. 
Flexible and open to learning new software tools and systems as needed.
Excellent communication, prioritisation and organisation skills
Experience conveying and understanding complexinformation.
Excellent attention to detail and sensitivity to confidential information.
Outstanding analytical and writing skills.
Demonstratedstrong ability to be an effective liaison with an approachable personality.
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.

Essential: 

A qualification in accounting, bookkeeping, finance, or a related field.
Experience in the Pacific’s feminist and women’s movement, particularly in gender equality and
women’s empowerment-related programming.
Experience working in a not-for-profit environment. 

Desirable: 
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HOW TO APPLY

Due Date: 5.00pm UTC+12, Monday 6 July, 2026
Email your applications to applications@pacfemfund.org 

1. Submit your 2-page cover letter which states clearly how you match the Essential
and Desirable Criteria and where you currently live and where you were born

2. Attach a resume which includes all professional experience and provide the
names and contact information for 2 referees: a past or current supervisor and a
colleague in partnering organisation

KEY RELATIONSHIPS

Co-Leads
Strategic Finance and Operations Enabler
Finance Enabler
Admin Enabler 
Grants Enablers 

Internal:

The role interacts with the following:

Service providers and consultants

External:
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