
 

 

 

 

 

Would you like to be part of an active and 
energetic NGO? 

If YES...keep reading... 

The Samoa Cancer Society (SCS) is re-advertising the role of Finance and Administration 

Support Officer and is looking for a dynamic and innovative team member.  

Applicants who applied earlier in Nov/Dec 2019, need not apply again 

The Society 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. 

This is a full-time position suited to someone that is able to provide administrative and financial support 

to management and has the appropriate experience, a good understanding and track record in finance, 

administration and management services. 

 It is a one-year appointment and renewable (subject to conditions). 

 Remuneration will be based on qualifications and work experience. 

The job is located at the National Cancer Resource Centre (home of SCS) within the Motootua Hospital 

Compound. 

 You will provide administrative and financial support to the Chief Executive Officer (CEO), and 

support in the delivery and running of activities, including fundraising events to the 

Fundraising and Marketing Manager and other staff. 

 You must have appropriate experience and an excellent understanding and track record in 

the administration and management of financial activities and an excellent working 

knowledge of the MYOB accounting software. 

 It is essential to have a Degree or equivalent in Financial, Business or Administration 

Management or similar, with at least three years’ work experience in a similar role. 

 You will report to the SCS Chief Executive Officer. 

For a complete and detailed Job Description please email finance@samoacancer.ws or telephone 23984, 

or visit our website www.samoacancer.ws for further information. 

Please submit your Cover Letter with a detailed CV, police report and referees included, to our office, by 

post to P.O. Box 999 or email ceo@samoacancer.ws no later than Friday 3rd April 2020, 4.00pm.  

“Samoa Cancer Society is a child safe organisation and will ask all applicants to undergo our child safe recruitment procedures 

and sign our Child Protection Policy/Safeguarding Children Policy.  All staff and volunteers must sign and agree to conform to the 

Safeguarding Children Policy and Code of Conduct as a condition of employment/engagement with the organisation.”  
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