
 

 

 

Title/Position:  Chief Executive Officer 

Reporting to:  The Executive Board through the President 

 Location:   National Cancer Resource Centre (NCRC), Moto’otua 

Position type:   Full time 

Contract term: Two years, renewable and subject to funding sources 

Annual Salary: $65,000-70,000 ST, negotiable 

 Final salary dependent on qualifications and experience 

  

Overview of Samoa Cancer Society 

The Samoa Cancer Society (SCS) is a non-government organisation (NGO) established in 
1998.  It is managed by a small and dedicated team whose aim is to reduce the number of 
people in Samoa diagnosed with cancer and ensure the best quality of life for those affected by 
cancer.  SCS promotes healthy lifestyles to reduce the risk of developing cancer and 
encourage early detection and effective treatment of cancer.   SCS is the sole NGO that deals 
with cancer in Samoa and has led significant attitudinal changes in understanding of and the 
priorities given to the fight against cancer.   The NGO works with partners, stakeholders and the 
community to help achieve their vision of minimising the incidence of cancer and ensuring 
quality of life for patients. 

 
Purpose of role:  

 To lead a growing organisation effectively and to support its’ governing board. 

 To act with integrity and commitment to the strategic goals of the Samoa Cancer 

Society (SCS) and the interests of cancer sufferers and their families. 

 To maintain and strengthen the SCS’s public profile, in conjunction with the role of the 

Board Chair and members. 

 To manage, support, mentor and develop SCS staff. 

 To provide a safe and supportive environment for seconded volunteers. 

 To maintain productive and positive relationships locally and internationally in pursuit of 

the Society’s goals and services. 

 To oversee and ensure high quality financial administration and reporting on the 

Society’s financial activities. 

 To contribute to the long-term viability of the SCS by way of seeking grants, fulfilling 

donor requirements, and arranging fundraising activities. 

                           
 

 
Position Description  

Human 

Resources 



 

 

Duties & Responsibilities: 

Education and Information 
1. Oversee and support the outreach and education programme conducted by the 

Community Education and Media Officer. 
2. Develop and sustain effective working relationships with existing and potential other 

outreach partners (i.e. MWCSD, MESC, MOH, Samoa Red Cross). 
3. Manage and direct the daily operations of the National Cancer Resource Centre. 
4. Ensure the library is well stocked and its resources are promoted to potential users. 
5. Oversee the development of appropriate printed materials on cancers and health in 

English and Samoan. 
6. Liaise with the responsible SCS staff members to ensure the Cancer Society’s website 

and Facebook page is kept up to date and used to its fullest potential, including regular 
communications with the Society’s membership. 

7. Explore and make full use of communications media such as radio and television, as 
well as social media, to promote cancer information and awareness raising. 

8. Ensure health professionals and students can obtain access to current literature on 
cancer and when possible, seek opportunities for university student placements for the 
development of cancer resources that will benefit the work of the society. 

9. Organize or facilitate seminars and occasional conferences on cancer topics for health 
professionals. 

 

Advocacy 
1. Establish and strengthen partnerships with international and Pacific cancer and tobacco 

control advocacy agencies. 

2. Maintain excellent working relationships with Samoan health authorities and participate 

actively in consultative meetings. 

3. Engage with the health authorities on means of collaboration over tobacco control, and 

screening and early diagnosis of prevalent cancers. 

4. Work closely with the health authorities on the development of health information 

systems and ensure close cooperation occurs with the Society’s own initiatives on a 

cancer registry/database. 

5. Collaborate with other NGOs on joint inputs to health sector policies and planning. 

6. Seek out opportunities to stimulate relevant research by local or overseas tertiary 

institutes. 

7. Advocate for better access to services and cancer treatment by, for example, positively 

and actively influencing policy key to, amongst others, the: 

 National Cancer Control Plan 

 National Cancer Registry 

 National Palliative Care Guidelines/Policy 

 National HPV vaccination for the elimination of cervical cancer 

8. Where appropriate, advocate on behalf of individual cancer patients and their families. 

Services 
1. Oversee and assist the guidance and support provided by the Patient Support Officer/s 

to cancer patients and their families. 

2. Explore new service opportunities that could increase information and access to 

treatment or smoking cessation, in conjunction with partner cancer societies, particularly 

those in Australia, New Zealand and American Samoa. 

3. Ensure a volunteer management programme is established and implemented. 



 

 

Governance and Administration 
1. Support the Board in observing the provisions of the Constitution and Samoan legislation 

affecting not-for-profit organisations. 

2. Assist the Board as required in developing improved governance and delegation 

documentation. 

3. Manage and direct all operational aspects of the Samoa Cancer Society in line with 

policies established by the Board. 

4. Provide secretarial services to the Board. 

5. Develop, review or update internal administrative policies on a regular basis. 

6. Manage staff recruitment and performance in accordance with policies and procedures, 

including delegations of authority from the Board. 

7. Prepare or update an annual work plan derived from the Strategic Plan and report to the 

Board meetings on progress. 

8. Assist the Chair and Treasurer in compiling a consolidated Annual Report that includes a 

report from the CEO. 

9. Address the communications and information needs of the Society’s membership, 

outside of the Annual General Meeting. 

10. Oversee the organisations’ financial activities, and ensure they are managed efficiently 

and ethically, and full records are maintained for audit purposes. 

11. Comply with donors’ financial reporting deadlines and specifications, and ensure 

sponsors’ requirements are fully observed. 

12. In consultation with the Treasurer, prepare an annual budget for approval by the Board. 

Funding and Viability of the Organisation 
1. Manage, oversee and assist the Fundraising & Marketing Manager in their role to: 

 Increase and diversify funding for the organization to ensure long term financial 

viability; 

 Develop corporate and donor relationships; 

 Strengthen partnerships and collaborations. 

2. Maintain and implement a rolling fundraising strategy with agreed annual targets. 

3. Assist with active promotion to gain and retain membership of the Society. 

Key Relationships Internal: 
 Executive Board and Members of the Samoa 

Cancer Society 

 Staff of the National Cancer Resource Centre 
(NCRC) 

 Local and international volunteers of the NCRC 

 
External: 

 Samoa Cancer Society Patron (currently Minister 
of Health) 

 Samoa Health Sector senior officials 

 Local and international health and cancer-related 
NGOs and health providers 

 Business and community sponsors 

Selection Criteria: 
Qualifications/Experience 

 

Education, Experience and Technical Knowledge: 

 University Degree qualifications, desirably in a relevant 
discipline such as Organizational and/or Business 
management  



 

 

 

 Excellent written and oral English (essential) and fluency 
in Samoan (desirable). 

 3yrs experience in a Senior Management role. 
 

Personal Attributes required: 
 Commitment to the goals of the Society 

 Ability to operate effectively in an NGO environment 

 Strong customer focus in relation to support for the 

President and Board 

 Demonstrated skills in staff management, support 

and mentoring 

 Excellent relationship management 

 Good communication skills in delivering 

presentations, carrying out media relations and one-

on-one interactions at a senior management level 

 Strong personal ethics, honesty and trustworthiness 

 Passion for the work 

 Respect for different board, staff and volunteer roles 

and their various needs 

 Ability to prioritise, set high standards and exercise 

good judgement 

 High level of personal initiative and self-management 

 Strong advocacy skills 

 A practical problem-solving approach, with openness 

to fresh solutions and ideas from all parts of the 

Society and its staff 

 Hold a current Samoan Drivers’ License 

 Be a non-smoker (to reflect the goals and messages 

of the Cancer Society) 


