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The Pacific Disability Forum (PDF) is a regional peak body on disability, provides leadership as well as supports national organisations of persons with disabilities (OPDs), donor and development partners as well as civil society and the private sector in the pursuit to ensure that persons with disabilities live in an inclusive, barrier-free and rights-based society in Pacific Island countries and territories.

	EXECUTIVE ASSISTANT

	This role provides executive support to the position of Chief Executive Officer (CEO), Pacific Disability Forum (PDF). The role is responsible primarily for providing assistance to the CEO including but not limited to the areas of general office management and the coordination of meetings, travel and events. The role shall also serve as the contact person/liaison between the CEO's office, board and senior management teams and shall report directly to the CEO and will be responsible for driving and achieving the following critical outcomes:
· Robust and efficient executive support
· Ensure effective and timely delivery of all administrative tasks for the CEO including but not limited to meeting and travel logistics, timeliness and quality of key administrative documents including minute taking, correspondence and maintaining confidentiality
· Robust Board support
· Relevant and timely assistance provided to PDF Board members as and when required
· Travel arrangements, meeting fees, per-diems, accommodation and meal planning
· Effective senior management support
· Office administration and events managed well
· Assist in the maintenance of the PDF List Serves and responding to PDF emails and enquiries seeking information on PDF 
The person we seek will have a Degree in Public Administration and Management and a minimum 5 years’ experience a similar field. Experience working in the disability sector is advantageous with an excellent organisation skills and networks. The candidate must possess the following: 
· A Diploma in Management, Secretarial or a related field
· Considerable work experience in secretarial/ receptionist/ administration role 
· Strong communication skills (written and oral)   
· Working knowledge of Microsoft Office and Xero accounting software

How to Apply: Application must be submitted online by accessing the following URL: http://app.hrmonise.com/job/PDF/EA with your CV which must include details of 3 professional referees.

	PROGRAMME ASSISTANT

	The role is responsible for providing efficient secretarial, clerical and administrative support on a daily basis. The Programme Assistant will support and assist the Director Operations and Inclusive Development teams as and when directed with all necessary tasks. S/He reports to the Director Operations and will be responsible for driving and achieving the following critical outcomes:
· Effective administrative duties delivered
· Systematic filing and storage of documents developed, implemented and maintained 
· Asset register maintained and reporting ensured
· Provision of secretarial assistance to the Director Operations
· Meetings minutes at Management and Staff meetings are taken and distributed as required
· OPD reports collated and submitted when required
· Provision of efficient program support
· Assistance in project management, updating and maintaining database pre and post project
· Ensure effective liaison with key stakeholders
The person we seek will have a Degree in Public Administration and Management and a minimum 5 years’ experience a similar field. Experience working in the disability sector is an advantage with an excellent organisation skills and networks. The candidate must possess the following: 
· A Diploma in Management, Secretarial or a related field
· Working knowledge of Microsoft Office Working knowledge of Xero accounting software
· Excellent customer service attitude
· Excellent report writing skills and presentation

How to Apply: Application must be submitted online by accessing the following URL: http://app.hrmonise.com/job/PDF/PA with your CV which must include details of 3 professional referees.

	DRIVER AND OFFICE ASSISTANT

	The role is responsible for all driving duties, maintenance of vehicle and provides responsive and prompt administrative and receptionist support for the efficient operations of the PDF Office including assisting in procurement and property/office management. The role reports directly to the Manager Finance and Corporate Services and will be responsible for driving and achieving the following critical outcomes:
· Driving services administered
· Safe and prompt driving duties carried out including vehicle servicing and general cleanliness
· Ensure vehicle is passed for fitness and road worthiness annually through LTA
· Administration and reception duties carried out
· Efficient customer services delivered through customer queries, receptionist duties and attending to visitors
· Office cleanliness and efficient filing of all folders for archives
· Purchasing and preparation of refreshments for meeting 
· Efficient support services provided to the PDF
· Personal Assistant for CEO at workshops and other official functions and meetings
· Board Members are assisted during board meetings including transportation and managing itinerary
The person we seek will have a Diploma in Business Studies, administration and a minimum 5 years’ experience in a similar field. An understanding of basic vehicle maintenance is an advantage. Experience working in the disability sector is advantageous with an excellent organisation skills and networks. The candidate must possess the following:
· Certificate in automotive, mechanical engineering and business studies or related field
· 10 years of driving experience with similar organisations
· Demonstration of excellent customer service
· Some understanding of managing office/property environment and procurement
· Valid driver’s licence and Defensive Driver’s Certificate

How to Apply: Application must be submitted online by accessing the following URL: http://app.hrmonise.com/job/PDF/DOA with your CV which must include details of 3 professional referees.

	[image: ]Further details about the outcomes and minimum work/knowledge requirements can be accessed by visiting www.maxumise.com/jobs
All applications must be submitted via the respective links and any emailed applications will NOT be accepted.

For more information, contact: Ravuama Buadromo: 
 +679 330 3137| +679 773 3137,  ravu@maxumise.com      

We strongly encourage persons with disabilities to apply
Closing Date:  9 October 2021
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