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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.

	HR AND COMPLIANCE OFFICER

	The role will be required to manage and maintain the human resources function of PDF and provide guidance in all compliance matters aligning them to the organisations policies, contractual agreements and strategic plans. The incumbent will also provide administrative support and assistance to other sections of the PDF and reports to the Manager Finance and Corporate Services and will be responsible for driving and achieving the following critical outcomes:
· All human resources processes and procedures completed in a timely and efficient manner
· Effective assistance provided to the Manager Finance and Corporate Services (MFC) in the management of including but not limited to recruitment, severance, compliance, employee relations, PMS, capacity development, OHS, disciplinary actions and policy development
· Facilitation and delivery of human resource and corporate functions through efficient record keeping, reports and maintenance of relevant registers
· Statutory and operationally compliant organisation including alignment to company policies, SOPs and partnership agreement
· Provision of efficient stakeholder and customer services
The person we seek will have a Degree in Management or Human Resources Management and a minimum 5 years’ experience a similar field. Experience working in the disability sector is advantageous. The candidate must possess the following: 
· Demonstrated knowledge in Statutory Compliance - OHS, Employment Promulgation, Employment Relations and Equal Employment Opportunities
· Some knowledge and experience with payroll software, Xero accounting software
· Excellent working knowledge of Microsoft Office applications
· Demonstrated knowledge in report writing and presentations

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

	PROGRAMME OFFICER

	This role is responsible for assisting with the successful coordination, implementation, monitoring, evaluation and reporting of PDF's programme activities and objectives. The role is also responsible for managing working relationships with PDF members and stakeholders and monitoring specific projects. S/he reports directly to the Manager Inclusive Development and will be responsible for driving and achieving the following critical outcomes:
· Effective programme planning and execution
· Ensure effective execution of strategic plan programmes and projects deliverables
· Establishing repute with funding partners ensuring funding reports and proposal are timely and accurate
· Stakeholder engagement 
· Effective capacity building, peer learning and knowledge exchange opportunities (domestic, regional and international) for stakeholders’ timely contribution of accurate information relating to specific projects for PDF quarterly newsletters, website, listserv and information/educational materials
· Timely provision of relevant and accurate programme and project related information/reports provided to donors and PDF
The person we seek will have a Degree in Public Management, Humanities, Social Science and a minimum 5 years’ experience a similar field. Experience working in the disability sector is an advantage with demonstrated management of programmes and policy advocacy at national and regional setting. The candidate must possess the following: 
· Proficient in Microsoft Office, including Excel and PowerPoint
· Demonstrated creative and critical thinking skills
· Strong communication and presentation skills

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

	RESEARCH OFFICER

	The role will undertake research activities addressing the emerging issues facing persons with disabilities within the Pacific region, support the development of the SDG-CRPD Monitoring report and collect data on the progress of the implementation of the CRPD in the PDF membership. Working collaboratively with the OPDs and other relevant stakeholders, s/he will also contribute to the development of policy frameworks that will support disability inclusion in compliance with the UN Convention on the Rights of Persons with Disabilities (CRPD) in the region. The role reports to the Manager Inclusive Development and will be responsible for driving and achieving the following critical outcomes:
· Effective execution of research functions
· Disability inclusion and capacity development statistics and trends – Collecting census data monographs (Desk-top research/ Statistics department)
· Establishing repute with funding partners ensuring funding reports and proposal are timely and accurate
· Ensure accurate and timely reporting
· Timely provision of relevant and accurate programme and project related information/reports provided to all stakeholders
· Effective joint partnerships through consultations and briefings in project countries implemented
· Capacity development and technical support
The person we seek will have a higher degree in statistics, economics and a minimum 5 years’ experience a similar field. Experience working in the disability sector is advantageous with a sound knowledge of research methodologies. The candidate must possess the following:
· Degree in community development, statistics, economics or similar field
· Proven experience in data collection and analysis and project management
· Strong communication skills (written and oral)
· Experience in working with Donor Agencies and multi-partners
· Familiar with CROP Agencies and Stakeholder policies to enable and influence inclusive dialogue on key ASKs on regional meeting agendas

How to Apply: Application must be submitted online by accessing the following URL: http://app.hrmonise.com/job/PDF/RO 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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