
 

 

 

Title:   Finance and Administration Support Officer 

  

 Reporting to:  Chief Executive Officer 

 

 Reports to:  Cleaner 

   

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

  

Position type:   Full Time  

Remuneration: Negotiable and depending on qualifications/work experience. 
Starting between $20-$25k p.a.   

  

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:  

SCS is working towards achieving the goal articulated in its current 2018-20 Strategic 
Plan and 2020 Work Implementation Plan and as a result has developed a range of 
strategies in order to achieve the following objectives relevant to this role: 

 Administer and manage the Society’s financial activities in an efficient, 
trustworthy and honest manner, providing monthly and year-end reports on time 
and when requested, and to specification. 

                           

 

 Position Description  
Human 

Resources 



 

 

 To provide administration support to the Chief Executive Officer (CEO). 

 To provide administrative support in the delivery of services, running of 
activities, including  fundraising events to the Fundraising & Marketing 
Manager, Community Education & Media Officer and Patient Support Officer 
when requested/required. 

 To assist with the facilitation of the design and production of publicity 
material/resources including the translation of press releases and/or 
presentations as requested by management. 

 To provide a welcoming reception and enquiry service, including online 
services and telephone services. 

 To be responsible for the management of the cleaning and maintenance 
schedule of the National Cancer Resource Centre (NCRC). 

 To be responsible for the management of the maintenance, registration and 
cleaning schedule of the Society’s vehicle (pink car). 

 To manage and report on the duties of the Cleaner to the CEO. 

 To perform other related duties and responsibilities as directed by the CEO. 

To achieve these objectives SCS is currently seeking the service of an innovative, 
honest, committed and compassionate Finance and Administration Support Officer who 
has the appropriate experience, coupled with a sound understanding and track record in 
finance, administration and time-management services.   

 
Duties & Responsibilities: 

Finance: 
1. Manage the funds and financial assets of the Society according to existing 

policies, standards, guidelines and procedures. 

2. Carry out data entries to MYOB Accounting Software program and ensure 

proper monthly closing and reconciliation is carried out and reported to the 

CEO in a timely manner for CEO reporting to the Executive Board, and as 

requested. 

3. Monitor the budgets and ensure accurate accounting, proper authorization 

and internal control procedures are in place.  Investigate and address 

significant variances with the CEO. 

4. Carry out daily banking as necessary. 

5. Generate monthly or special reports as required. 

6. Keep funds, cheque books, receipt books, petty cash and banking information 

in secure locked cabinets or safe. 

7. Establish and maintain efficient and accurate records management and filing 

– both hard and soft files (PC). 

8. Support year-end compilation and reporting of end of year financial 

documents with the CEO and the Society’s Auditors. 

9. Assist the CEO with the Annual Report to membership. 



 

 

10. Ensure annual financial reports and payments are lodged with MICL and 

relevant donor and member agencies in a timely fashion, in consultation with 

the CEO. 

11. Contribute to the development of appropriate printed materials on cancers in 

Samoan and English when requested/required. 

12. In consultation with the FMM and CEMO, contribute to the contents of the 

Samoa Cancer Society’s website and Facebook pages, so that it reinforces 

the messages related to the work of SCS. 

Administration and Reception 
1. Carry out customer service duties such as meeting/greeting clients/members 

and answering telephone calls. 

2. Respond to emails and enquiries in an efficient and effective manner. 

3. Maintain and update weekly/monthly visitor records/activity logs in 

collaboration with the patient support service on the network shared drive. 

4. Procure stationery and office supplies in accordance with budget provisions 

and policies. 

5. Oversee maintenance of equipment such as printers and photocopiers. 

6. Oversee and maintain cash power usage and top-ups. 

7. Oversee and maintain water usage and billing information. 

8. Oversee maintenance and servicing for the Society’s vehicle (pink car), 

vehicle insurance, annual registration and cleaning. 

9. Oversee the duties of the Cleaner and ensure cleaning equipment and 

products are available to complete the tasks at hand. 

10. Oversee the periodic maintenance and cleaning of the outside perimeter of 

the NCRC building.  Liaise with the CEO for volunteers or similar to clean up 

grounds. 

11. Maintain membership list and database in consultation with the CEO. 

12. Support the PSO and CEMO in logistics and cost estimates for 

outreach/community education and patient visits and assist with their 

reporting requirements if/when needed. 

13. Support the CEMO in the design and delivery of community outreach 

programs when needed. 

14.  Support the CEO and others to organize fundraising, information and 

membership events including the AGM. 

15. Support the CEO with management administrative duties and correspondence 

when needed/required. 

16. Assist in correspondence and/or developing special documents (such as 

promotional materials/certificates) for events, outreach and fundraisers. 

17. Maintain media clippings and press release files and photo library, in 

collaboration with the CEMO and FMM. 

18. Carry out any other tasks as required by Management (CEO and/or FMM) 

and the Executive Board from time to time. 



 

 

IT Support 
1. Provide liaison with Bluesky and/or GeekingUp or any other IT support 

services for the Centre as and when required/requested. 

2. Be available for training in areas related to information technology. 

3. Subject to the range of skill sets in the wider staff team, manage or contribute 

to the Cancer Society’s website and social media sites. 

4. Complete weekly back-ups of staff PC’s and laptops on the off-site USB drive. 

Governance and administration 
1. Maintain and update the SCS Policy & Procedure Manual in collaboration with 

the CEO. 

2. Assist the CEO as requested within the scope of your abilities. 

Funding and viability of the organisation 
1. Under the guidance of the CEO assist in the preparation and submission of 

donor applications and assist with the co-ordination of the ongoing 

performance and end-of-project reporting. 

2. Assist as required with fundraising projects and promoting membership of the 

Society. 

 
 



 

 

 KEY SELECTION CRITERIA  

CRITERIA ESSENTIAL DESIRABLE 

Qualifications and 
Experience 

 Tertiary qualification/degree in 
financial/accounting management, 
business studies or similar. 

 At least three years work 
experience in a similar 
role/position is essential. 

 Experience within the not-for-profit 
sector and preferably within the 
health sector. 

 

Knowledge and 
Skills  

 Excellent accounting/financial 
management knowledge and 
skills. 

 Excellent working knowledge of 
MYOB accounting software 
program. 

 Fluency in written and oral 
Samoan and English languages. 

 Demonstrated and excellent skills 
in using Microsoft Word, Excel, 
Publisher, Power-point and other 
PC based communication tools. 

 Excellent planning, organization, 
time-management and financial 
skills. 

 Excellent administrative support 
skills to assist CEO when 
required. 

 Demonstrated ability to work as 
part of a team and liaise 
effectively with external individuals 
and organizations. 

 Must hold a valid and current 
Samoan Drivers’ License. 

 Must provide a current Police 
Record/Report with written job 
application. 

 Experience with community 

education. 

 



 

 

Personal Attributes 
Required 

 Strong personal and work 

ethics, honesty and 

trustworthiness. 

 Commitment to the goals of the 

SCS and confidentiality of its 

clients/members. 

 Ability to operate effectively in an 

NGO environment and work 

effectively as part of a close knit 

team. 

 Empathy and understanding for 

those affected by cancer, whilst 

maintaining an ethical and 

professional approach at all times. 

 Ability to prioritise, set high 

standards and exercise good 

judgment. 

 Possess a practical problem-

solving approach. 

 High level of personal initiative 

and self- management  

 Must be a non- smoker (to 

reflect the goals and messages 

of the Cancer Society) 

 Strong customer awareness in 

relation to the needs of the SCS 

and the wider health sector.  

 Keenness to learn and pursue 

professional development 

opportunities. 

 Ability to commit long-term to the 

role. 

 

 
 
 

Other Relevant Information: 
 

 This position will initial be a one year appointment but will be renewable 
subject to work performance and funding. 

 The position is based in the SCS office within the National Hospital 
Compound, Moto’otua. 

 Normal office hours are 08.30 am until 5.00 pm, Monday to Friday, however, 
these hours may be varied subject to negotiations and work requirements.   
Some out of hours work will be required. 

 Remuneration for the position will be based on similar roles within the Health 
Sector but will vary subject to qualifications and experience. 

 

 
 
 


